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GRAHAMHOLLIS APC 
Graham S.P. Hollis (SBN 120577)  
ghollis@grahamhollis.com 
Vilmarie Cordero (SBN 268860)  
vcordero@grahamhollis.com 
Nathan Reese (SBN 283150) 
nreese@grahamhollis.com 
3555 Fifth Avenue, Suite 200 
San Diego, California  92103 
Telephone: 619.692.0800 
Facsimile: 619.692.0822 
  
Attorneys for Plaintiff Danny Drake 

 

SUPERIOR COURT OF THE STATE OF CALIFORNIA 

COUNTY OF FRESNO 

 
DANNY L. DRAKE and MARIO PIZANA, 
individually and on behalf of all similarly 
situated employees, and DANNY DRAKE on 
behalf of all other aggrieved employees of 
DEFENDANTS in the State of California, 
 
  Plaintiffs, 
 
 v. 
 
MID VALLEY DISPOSAL, LLC, MID 
VALLEY DISPOSAL, INC; and DOES 1 
THROUGH 50, inclusive, 
 
 
 
  Defendants. 
 
 
 
 

Case No.: 16CECG01653 
 
CONDITIONALLY UNDER SEAL 
 
DECLARATION OF DANNY DRAKE IN 
SUPPORT OF PLAINTIFF’S MOTION FOR 
PRELIMINARY APPROVAL OF CLASS 
ACTION SETTLEMENT 
 
 
Date:    September 24, 2019 
Time:   3:30 p.m. 
Judge:  Hon. Rosemary T. McGuire 
Dept.:  403     
 
 
 
 
Complaint Filed: May 20, 2016 

 

I, DANNY DRAKE, declare as follows: 

1. I am the named Plaintiff in the present class action against Mid Valley Disposal, LLC and 

Mid Valley Disposal, Inc. (collectively “Mid Valley”).  

2. I have personal knowledge of all the facts stated in this declaration, and if called as a 

witness, I could and would competently testify to the information set forth herein. 

3. I am a former employee of Mid Valley and worked for Mid Valley from the end of 2011 

to in or around October 2015. During the time that I worked for Mid Valley I was subject to Mid Valley’s 
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employment policies, including Mid Valley’s policies regarding the automatic deduction of meal periods, 

which was uniformly applied to all employees working on a waste retrieval route.  

4. Starting in the beginning or early part of my employment with Mid Valley, Mid Valley had 

a policy of automatically noting a 30-minute meal break and deducting 30 minutes from my daily hours 

worked. I spoke to several other employees assigned to waste retrieval routes about this policy and 

practice, and everyone that I spoke to stated that the same policy and practice applied to them as well.  

5. Shortly after I started working for Mid Valley, Mid Valley scheduled a meeting for 

employees working on waste retrieval routes. At that meeting, Mid Valley discussed its policy of recording 

a 30 minute meal break for all employees on waste retrieval routes. The policy applied to all employees 

on waste retrieval routes, and all employees were required to sign a form acknowledging the policy. At 

that meeting, I told my supervisors that I did not agree with the policy, because I believed it was unfair to 

deduct 30 minutes for meal breaks when we did not receive a full 30 minutes for our meal breaks. My 

supervisors informed me that employees had to sign the policy if they wanted to continue working for 

Mid Valley.  

6. Attached as Exhibit 1 and Exhibit 2 are true and correct copies of the forms titled 

“Acknowledgement of Automatic Meal Period Scheduling System and Procedure for Reporting Changed 

Meal Period,” which reflect Mid Valleys policies regarding the automatic recording and deduction of meal 

periods from employees’ hours. Exhibit 1 and Exhibit 2 represent the policy that I and other employees 

working on trash retrieval routes were required to sign.  

7. Attached as Exhibit 3 are true and correct copies of a sample of wage statements that I 

received from Mid Valley. The wage statements evidence Mid Valley’s policy and practice of recording 

30 minute meal breaks and deducting 30 minutes from my hours. The time reflected on the wage 

statements does not accurately reflect the actual times of my breaks.   

8. Over the course of my employment, I spoke to several other employees of Mid Valley, who 

verified that their wage statements similarly had 30 minutes deducted for meal breaks regardless of 

whether they actually received 30 minute meal breaks.  

9. Attached as Exhibit 4 is a true and correct copy of the Employee Handbook policies that 

applied uniformly to all employees on trash retrieval routes from the beginning of my employment until 
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the handbook was revised in 2013. Page 11 of the handbook describes Mid Valley’s meal break policy. It 

does not state that meal breaks should be provided before the end of the fifth hour and does not provide 

for a second meal break for shifts exceeding 10 hours.  

10. Attached as Exhibit 5 is a true and correct copy of the Employee Handbook policies that 

applied uniformly to all employees on trash retrieval routes from 2013 until the handbook was revised in 

2015. Pages 11-12 of the handbook describe Mid Valleys meal break policy. This policy also does not 

provide for a second meal break for shifts exceeding 10 hours. Furthermore, this policy acknowledges that 

employees who sign the form will have their meal periods automatically deducted from their daily time. 

11. Attached as Exhibit 6 is a true and correct copy of the Employee Handbook policies that 

applied uniformly to all employees on trash retrieval routes from 2015 until the end of my employment 

for Mid Valley. Pages 12-13 of the handbook describe the meal break policy. This policy also does not 

provide for a meal break for shifts exceeding 10 hours. Furthermore, this policy acknowledges that 

employees who sign the autodeduction form will have their meal periods automatically deducted from 

their daily time. 

12. I decided to pursue wage and hour claims against Defendants in the fall of 2015. I met with 

my attorneys and explained to them my experience working for Defendants. At the time I met with my 

attorneys, I knew that other non-exempt employees performing waste retrieval duties and helpers were 

also affected by the wage and hour violations that I claimed against Defendants. 

13. At that time, I also agreed to represent all other similarly situated current and former non-

exempt employees performing waste retrieval duties in the State of California for Defendants and to obtain 

relief for the entire class. I also agreed to consider the interests of the class just as I would consider my 

own interests.   

14. When I agreed to represent other non-exempt employees of Defendants performing waste 

retrieval duties in the State of California, I understood it was my duty to be readily available and to 

participate actively in this case. I knew that I would be required to review documents, search for 

documents and produce them to my attorneys, answer written interrogatories and questions, potentially 

answer oral questions and testify truthfully under oath, and be available to appear in Court, if necessary.   

15. I understood that I needed to maintain awareness of the status and progress of the lawsuit. 
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16. I realized I was taking a significant amount of risk in filing class action claims against 

Defendants. I understood that as a named plaintiff in this class action lawsuit I was taking risks other 

workers were not. For example, I understood I might be responsible for the payment of Defendants’ court-

awarded litigation costs in the event I did not prevail in the litigation.  

17. I also knew that when I decided to search for employment outside of working for 

Defendants, my name could easily be located on the Internet or through other searches and that any 

prospective employer may find out that I had sued my former employer as a class representative.   

18. Even though I knew I was taking risks, I knew I had to do what I believed was right and 

pursue claims on behalf of myself and other workers and attempt to recover the wages and moneys owed 

to us.   

19. I am not aware of any personal claim I have against Defendants that would be inconsistent 

with the interests of the Class. I am not aware of the existence of any conflict of interest between myself 

and the Class.  

20. Since I met with my attorneys in 2015 until now, and for over three and a half years, I have 

kept aware of the status of the lawsuit and provided my attorneys with documents and information used 

by them in the litigation.  I have spent large amounts of time and effort pursuing my claims and the claims 

of the other similarly situated workers from the time I retained my attorneys to the present date.      

21. After retaining my attorneys, I spent hours in meetings and on the phone discussing the 

facts of my case with my attorneys Graham Hollis, Vilmarie Cordero, Caroline Massey, and Paloma 

Moreno-Acosta, and Nathan Reese. I spent several hours discussing the facts related to my work with 

Defendants, including discussing my job duties and responsibilities, my job position, and the hours and 

days I worked, and how I was compensated.  

22. I also spent several hours looking for documents related to my claims against Defendants 

that I had kept and sent them to my attorneys. I further spent hours on telephone calls with Ms. Cordero, 

Ms. Massey, Ms. Acosta, and Mr. Reese reviewing and discussing the documents I provided.   

23. After Defendants produced a copy of my employment file, I had various telephone 

conferences with my attorneys to discuss the contents of these documents and review them for accuracy.  

I also spent time reviewing all the documents I signed during my employment at Defendants.     
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24. In or around April of 2017, I was informed that Defendants had noticed my deposition for 

May 18, 2017. I spent several hours meeting with my Ms. Cordero both on the telephone and in person in 

preparation for the deposition.  

25. On May 18, 2017, I traveled from Fresno to Sacramento to be deposed by Defendants’ 

attorneys. The deposition began at 10:06 a.m. and continued until 5:19 p.m., after which I traveled back 

to my home in Fresno.  

26. My attorneys informed me that Defendants agreed to participate in mediation to resolve 

this class action case. I believed it was in the best interest to attempt to resolve this case early instead of 

engaging in additional costly and time-consuming litigation in court. I agreed to participate in a mediation 

session and spent many hours discussing the details of the case with Ms. Acosta and Ms. Cordero in 

preparation for the mediation, which was scheduled for June 8, 2017. As part of the mediation preparation, 

I once again reviewed documents Defendants gave to my attorneys and provided them with details of my 

personal experience working with Defendants. I travelled from Fresno to attend the mediation session in 

San Francisco, but we were unable to reach an agreement to settle the case at the mediation.   

27. I further provided responses to written discovery requests sent by Defendants, including 

responses to form and special interrogatories, requests for production of documents, and requests for 

admissions. I spent several hours reviewing documents and working with my Ms. Massey to prepare 

responses to these requests. 

28. I was further alerted that I would be required to sit for another day of deposition testimony. 

I met with Ms. Massey both in phone and in person in order to prepare for sitting for a second day of 

deposition testimony. On April 20, 2018, I sat for another day of deposition testimony, which began at 

10:15 a.m. and concluded at 4:52 p.m.  

29. In August of 2019, Mr. Reese explained to me the content of the settlement agreement, and 

I had an opportunity to review it. I spent a significant amount of time discussing and reviewing the 

settlement agreement with my attorney before signing it.  

30. It is my opinion that the proposed class action settlement achieved is fair, adequate and 

reasonable.   

/ / / 
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31. I believe I have put myself at significant risk by pursuing this lawsuit and I feel my 

participation as one of the Class Representatives in this class action lawsuit could inhibit my ability to 

seek gainful employment in the future. 

32. I have always considered the interests of the class just as I would consider my interests and 

placed the interests of the class above my own since I started this class action case. 

33. Over the years I estimate I have spent over 100 hours working with my lawyers for almost 

three and half years, performing the various tasks described in this declaration, including actively 

participating in the mediation, responding to written discovery requests, sitting for multiple days of 

deposition testimony, and reviewing the class action settlement agreement, not only for my own benefit 

but for the benefit of all other class members. To this date, I continue to regularly communicate with my 

attorneys about the progress of the case.  

34. I am requesting the Court approve a $10,000 service award. I believe this amount is very 

reasonable considering the significant amount of work, time and effort I have spent with my attorneys to 

achieve this settlement. The time and service I provided to the class resulted in the parties agreeing to 

settle the case and is a positive outcome to the entire class, who will receive a share of the settlement funds 

in this case. 

35. I also believe the amount of the class representative service award is very reasonable 

considering the financial and professional risks I took by bringing a class action lawsuit against my former 

employer and the risk of not prevailing in the lawsuit and being responsible for the payment of costs to 

Defendants.  

36. Finally, I believe the amount of the class representative service award is fair and reasonably 

because I have agreed to a general release, which is broader in scope than the release for other class 

members.  

37. I have been extremely pleased with my attorneys’ work on this case. I found that they 

worked effectively to attain the excellent results achieved for the benefit of all class members.  

38. I am committed to this case and will continue to make myself available as needed in the 

settlement process. 

/ / / 
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I declare under penalty of perjury under the laws of the State of California and the United States 

that the foregoing is true and correct.   

Executed this ______ day of August, 2019, at Fresno, California. 

   
  
 

By:   
 DANNY L. DRAKE  

 

DocuSign Envelope ID: 6EE99AC0-CAE2-4620-923F-296216859165
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I. INTRODUCTION 
 

 
Welcome to Mid Valley Disposal 
 
Welcome!  As an employee of Mid Valley Disposal (the “Company”), you are an important member of a 

team effort.  We hope that you will find your position with the Company rewarding, challenging, and 

productive. 

 

Because our success depends upon the dedication of our employees, we are highly selective in choosing 

new members of our team.  We look to you and the other employees to contribute to the success of the 

Company. 

 

This employee handbook is intended to explain the terms and conditions of employment of all employees 

and supervisors.  Written employment contracts between Company and some individuals may supersede 

some of the provisions of this handbook. 

 

This handbook summarizes the policies and practices in effect at the time of publication.  This handbook 

supersedes all previously issued handbooks and any policy or benefit statements or memoranda that are 

inconsistent with the policies described here.  Your supervisor or manager will be happy to answer any 

questions you may have. 

 

 

At-Will Employment Status 
 
Mid Valley Disposal personnel are employed on an at-will basis.  Employment at-will may be terminated 

with or without cause and with or without notice at any time by the employee or the Mid Valley Disposal.  

Nothing in this handbook shall limit the right to terminate at-will employment.  No manager, supervisor, 

or employee of the Mid Valley Disposal has any authority to enter into an agreement for employment for 

any specified period of time or to make an agreement for employment on other than at-will terms.  Only 

the General Manager of Mid Valley Disposal has the authority to make any such agreement, which is 

binding only if it is in writing. 

 

 

Right to Revise Employee Handbook 
 
This employee handbook contains the employment policies and practices of Mid Valley Disposal in effect 

at the time of publication.  All previously issued handbooks and any inconsistent policy statements or 

memoranda are superseded. 

 

Mid Valley Disposal reserves the right to revise, modify, delete, or add to any and all policies, 

procedures, work rules, or benefits stated in this handbook or in any other document, except for the policy 

of at-will employment.  However, any such changes must be in writing and must be signed by the General 

Manager of Mid Valley Disposal. 

 

Any written changes to this handbook will be distributed to all employees so that employees will be 

aware of the new policies or procedures.  No oral statements or representations can in any way alter the 

provisions of this handbook. 
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This handbook sets forth the entire agreement between you and Mid Valley Disposal as to the duration of 

employment and the circumstances under which employment may be terminated.  Nothing in this 

employee handbook or in any other personnel document, including benefit plan descriptions, creates or is 

intended to create a promise or representation of continued employment for any employee. 
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II. EQUAL OPPORTUNITY POLICIES 
 

 

Equal Employment Opportunity Policy 
 
Mid Valley Disposal is an equal opportunity employer and makes employment decisions on the basis of 

merit.  We want to have the best available persons in every job.  Company policy prohibits unlawful 

discrimination based on race, color, creed, gender, religion, marital status, registered domestic partner 

status, age, national origin or ancestry, physical or mental disability, medical condition including genetic 

characteristics, sexual orientation, or any other consideration made unlawful by federal, state, or local 

laws.  It also prohibits unlawful discrimination based on the perception that anyone has any of those 

characteristics, or is associated with a person who has or is perceived as having any of those 

characteristics.  All such discrimination is unlawful. 

 

Mid Valley Disposal is committed to compliance with all applicable laws providing equal employment 

opportunities.  This commitment applies to all persons involved in Company operations and prohibits 

unlawful discrimination by any employee of Mid Valley Disposal, including supervisors and coworkers. 

 

To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a 

disability, Mid Valley Disposal will make reasonable accommodations for the known physical or mental 

limitations of an otherwise qualified individual with a disability who is an applicant or an employee 

unless undue hardship would result. 

 

Any applicant or employee who requires an accommodation in order to perform the essential functions of 

the job should contact the Human Resources Department with day-to-day personnel responsibilities and 

request such an accommodation.  The individual with the disability should specify what accommodation 

he or she needs to perform the job.  Mid Valley Disposal then will conduct an investigation to identify the 

barriers that interfere with the equal opportunity of the applicant or employee to perform his or her job.  

The Company will identify possible accommodations, if any, that will help eliminate the limitation.  If the 

accommodation is reasonable and will not impose an undue hardship, Mid Valley Disposal will make the 

accommodation. 

 

If you believe you have been subjected to any form of unlawful discrimination, please contact your 

supervisor or the Human Resources Department to submit a written complaint.  If the complaint 

implicates your supervisor or the Human Resources Department, then please feel free to provide your 

complaint to General Manager.  Your complaint should be specific and should include the names of the 

individuals involved and the names of any witnesses.  Mid Valley Disposal will immediately undertake 

an effective, thorough, and objective investigation and attempt to resolve the situation.  

 

If Mid Valley Disposal determines that unlawful discrimination has occurred, effective remedial action 

will be taken commensurate with the severity of the offense.  Appropriate action also will be taken to 

deter any future discrimination and you will be notified of the Company’s response to your complaint.  

Mid Valley Disposal will not retaliate against you for filing a complaint and will not knowingly permit 

retaliation by management employees or your coworkers. 

 
Unlawful Harassment Policy 
 
Mid Valley Disposal is committed to providing a work environment free of unlawful harassment. Mid 

Valley Disposal policy prohibits sexual harassment and harassment based on pregnancy, childbirth or 
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related medical conditions, race, religious creed, color, gender, national origin or ancestry, physical or 

mental disability, medical condition, marital status, registered domestic partner status, age, sexual 

orientation or any other basis protected by federal, state or local law or ordinance or regulation.  All such 

harassment is unlawful.  Mid Valley Disposal’s anti-harassment policy applies to all persons involved in 

the operation of the Company and prohibits unlawful harassment by any employee of Mid Valley 

Disposal, including supervisors and managers, as well as vendors, customers, independent contractors and 

any other persons.  It also prohibits unlawful harassment based on the perception that anyone has any of 

those characteristics, or is associated with a person who has or is perceived as having any of those 

characteristics.  

 

Prohibited unlawful harassment includes, but is not limited to, the following behavior: 

 

 Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual 

advances, invitations or comments; 

 Visual displays such as derogatory and/or sexually-oriented posters, photography, cartoons, 

drawings or gestures; 

 Physical conduct including assault, unwanted touching, intentionally blocking normal movement 

or interfering with work because of sex, race or any other protected basis; 

 Threats and demands to submit to sexual requests as a condition of continued employment, or to 

avoid some other loss and offers of employment benefits in return for sexual favors; and 

 Retaliation for reporting or threatening to report harassment. 

 

If you believe that you have been unlawfully harassed, immediately bring your complaint to your own or 

any other Company supervisor, Human Resources Department, or the General Manager of the Company 

as soon as possible after the incident.  You will be asked to provide details of the incident or incidents, 

names of individuals involved and names of any witnesses.  It would be best to communicate your 

complaint in writing, but this is not mandatory.  Supervisors will refer all harassment complaints to either 

the Human Resources Department or the General Manager as appropriate under the circumstances.  Mid 

Valley Disposal will immediately undertake an effective, thorough and objective investigation of the 

harassment allegations. 

 

If Mid Valley Disposal determines that unlawful harassment has occurred, effective remedial action will 

be taken in accordance with the circumstances involved.  Any employee determined by Mid Valley 

Disposal to be responsible for unlawful harassment will be subject to appropriate disciplinary action, up 

to, and including termination.  A Company representative will advise all parties concerned of the results 

of the investigation.  Mid Valley Disposal will not retaliate against you for filing a complaint and will not 

tolerate or permit retaliation by management, employees or co-workers. 

 

Mid Valley Disposal encourages all employees to report any incidents of harassment forbidden by this 

policy immediately so that complaints can be quickly and fairly resolved.  You also should be aware that 

the Federal Equal Employment Opportunity Commission and the California Department of Fair 

Employment and Housing investigate and prosecute complaints of prohibited harassment in employment.  

If you think you have been harassed or that you have been retaliated against for resisting or complaining, 

you may file a complaint with the appropriate agency.  The nearest office is listed in the telephone book. 
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III. EMPLOYMENT POLICIES 
 

 

Requirements for Employment 
 
The following are requirements for employment with Mid Valley Disposal: 

 Must have a valid Social Security Number; 

 Must complete a W-4 form; 

 Must have completed an employment application; 

 Must assure that you are in physical condition appropriate to perform the job for which you 

apply; 

 Must have appropriate documentation establishing your right to work in the United States in 

compliance with state and federal law. 

 Insurability - All employees must remain insurable under the Company’s general liability 

insurance policy.  If any employee is declared uninsurable by the Company's insurance company, 

the employee will immediately be considered ineligible for further employment and will be 

considered to have voluntarily terminated his/her employment as of the date of notification by the 

insurance company of uninsurability. 

 Drug and Alcohol Testing – Mid Valley Disposal reserves the right to require drug and/or alcohol 

testing of any applicant or employee. 

 Prospective employees who will be required to drive Company vehicles will provide the 

Company with current and acceptable motor vehicle driving information.  Employment and 

assignment will be conditional pending the receipt of a satisfactory report from the State of 

California, Department of Motor Vehicles. 

 Must maintain a valid State of California driver’s license and at least the minimum auto insurance 

as required by California law if using your personal vehicle for Company business. 

 

Job Duties 
 
Upon employment, your supervisor will explain your job responsibilities and the performance standards 

expected of you.  Be aware that your job responsibilities may change at any time during your 

employment.  From time to time, you may be asked to work on special projects, or to assist with other 

work necessary or important to the operation of your department or Company.  Your cooperation and 

assistance in performing such additional work is expected. 

 

Mid Valley Disposal reserves the right, at any time, with or without notice, to alter or change job 

responsibilities, reassign or transfer job positions, or assign additional job responsibilities. 
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Regular Employees 
 
Regular employees are those who are hired to work on a regular schedule. Regular employees 
may be classified as full-time or part-time. 
 

Full-Time Employees 
 
Regular full-time employees are those who are scheduled for and do work 40 hours per week. 

Regular full-time employees are eligible for most employee benefits described in this handbook. 

 

Part-Time Employees 
 
Part-time employees are those who are scheduled for and do work fewer than 40 hours per week 

on a regular schedule.  Part-time employees who work over 30 hours per week, are eligible for 

the following Company benefits: Holiday Pay. Part-time employees are not eligible for Company 

benefits: Health Insurance and 401k plan. 

 

 

Temporary Employees 
 
Temporary employees are those employed for short-term assignments.  Short-term assignments generally 

are periods of three months or fewer; however, such assignments may be extended.  Temporary 

employees are not eligible for employee benefits except those mandated by applicable law. 
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IV. HOURS OF WORK 
 

 

Work Schedules 
 
Mid Valley Disposal is normally open for business between the hours of 7 a.m. and 5 p.m., Monday 

through Saturday.  Your supervisor will assign your individual work schedule.  All employees are 

expected to be at their desks or workstations at the start of their scheduled shifts, ready to work. 

 

Exchanging work schedules with other employees is discouraged.  However, if you need to exchange 

schedules, notify your supervisor, who may authorize an exchange if possible.  Work schedule exchanges 

will not be approved for the mere convenience of an employee or if the exchange interferes with normal 

operations or results in excessive overtime. 

 

 

Workweek 
 
The workweek begins at 12:01 a.m. Sunday and ends at midnight on Saturday for payroll purposes. 

 

 

Non-Exempt Employees’ Hours of Work 
 

Timekeeping Requirements 
 
All non-exempt employees are required to use a time clock to record time worked for payroll 

purposes.  Employees must record their own time at the start and at the end of each work period, 

including before and after the lunch break.  Employees also must record their time whenever they 

leave the building for any reason other than Company business.  Any handwritten marks or 

changes on the timecard must be initialed by a supervisor.  Punching another employee’s 

timecard, allowing another employee to punch your timecard, or altering a timecard is not 

permissible and is subject to disciplinary action. 

 

Any errors on your timecard should be reported immediately to your supervisor. 

 

Meal and Rest Periods 
 
Non-exempt employees are provided with either a 30-minute or 1-hour meal period, to be taken 

approximately in the middle of the workday. Employees are allowed a 10-minute rest period for 

every four hours of work or major portion thereof.  Your supervisor will schedule your meal and 

rest periods. 

 

You are expected to observe your assigned working hours and the time allowed for meal and rest 

periods.  Do not leave the premises during your rest period and do not take more than 10 minutes 

for each rest period.  You may leave the premises during your meal period. 
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Overtime 
 
Non-exempt employees may be required to work overtime as necessary.  Only actual hours 

worked in a given workday or workweek can apply in calculating overtime.  Mid Valley Disposal 

will attempt to distribute overtime evenly and accommodate individual schedules.  All overtime 

work must be previously authorized by a supervisor.  Mid Valley Disposal provides 

compensation for all overtime hours worked by non-exempt employees in accordance with state 

and federal law as follows: 

 

 All hours worked in excess of eight hours in one workday or 48 hours in one workweek 

will be treated as overtime.  A workday begins at 12:01 a.m. and ends at midnight 24 

hours later.  Workweeks begin each Sunday at 12:01 a.m; 

 Compensation for hours in excess of 48 for the workweek, or in excess of eight and not 

more than 12 for the workday, and for the first eight hours on the seventh consecutive 

day of work in one workweek, shall be paid at a rate one and one-half times the 

employee's regular rate of pay; 

 Compensation for hours in excess of 12 in one workday and in excess of eight on the 

seventh consecutive workday in a workweek shall be paid at double the regular rate of 

pay; and 

Exempt employees may have to work hours beyond their normal schedules as work demands 

require.  No overtime compensation will be paid to exempt employees. 
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V. WAGES AND COMPENSATION 
 

 

Payment of Wages 
 
Paychecks are normally available by 4:00 p.m. at the main office.  If you observe an error on your check, 

please report it immediately to your supervisor. 

 

Weekly Payments 
 
All employees of Company are paid on Friday for work performed during the previous one-week 

pay period.  If a regular payday falls on a holiday, employees will be paid on the last day worked 

before the holiday. 

 
 
Payroll Advances 
 
Company does not permit payroll advances against paychecks or against unaccrued vacation. 

 

 

Other Compensation 
 

Reporting to Work Pay 
 
Company will pay employees for half of the regularly scheduled workday if employees report to 

work as scheduled but no work is available. 

 

Company will not pay employees for reporting under the following circumstances: 

 

 Interruption of work because of the failure of any or all public utilities; or 

 Interruption of work because of natural causes or other circumstances beyond the 

Company’s power to control. 

 
Expense Reimbursements 
 
Company reimburses employees for authorized business expenses on the last check of each 

month.  Employees who have expense accounts or who have incurred authorized business 

expenses must submit required receipts and a completed expense reimbursement form to Human 

Resources Department no later than the 15
th
 of each month. 

 

All expenses or the use of the Company’s expense account must be authorized by a supervisor 

prior to the expense.  The Company reserves the right to not to reimburse an employee for an 

unauthorized expense incurred, and may take disciplinary action up to an including termination of 

employment for such unauthorized action. 

 

If you have any questions about the Company’s expense reimbursement policy, contact the 

Human Resource Manager. 

MVD 000191

glaval
Sticky Note
None set by glaval

glaval
Sticky Note
MigrationNone set by glaval

glaval
Sticky Note
Unmarked set by glaval



 

Mid Valley Disposal Employee Handbook 
816954 

14 

 

Deductions for Salaried Employees 
 
Employees paid on a “salary basis” regularly receive a predetermined amount of compensation each pay 

period.  Subject to the exceptions listed below, a salaried employee will receive his/her full salary for any 

workweek in which he/she performs any work, regardless of the number of days or hours worked.  A 

salaried employee may not be paid for any workweek in which he/she performs no work, subject to 

Company benefits programs and policies. 

 

No deductions from salary may be made for time when work is not available, provided the salaried 

employee is ready, willing, and able to work.  Deductions from pay are permissible when a salaried 

employee: 

 

 Is absent from work for one or more full days for personal reasons other than sickness or 

disability; 

 Is absent for one or more full days due to sickness or disability if the deduction is made in 

accordance with a bona fide plan, policy, or practice of providing compensation for salary lost 

due to illness; 

 Is absent for jury duty or military duty for a full week and performs no work during the week; or 

 Works less than a full week during the initial or final week of employment. 

 
It is Mid Valley Disposal policy to comply with these salary basis requirements.  Therefore, Mid Valley 

Disposal prohibits all Company managers from making any improper deductions from the salaries of 

exempt employees.  Mid Valley Disposal wants employees to be aware of this policy and know that the 

Company does not allow deductions that violate federal or state law. 

 

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

this information to your direct supervisor, or to Human Resource Manager. 

 

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

deduction has occurred, you will be promptly reimbursed for any improper deduction made. 
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VI. EMPLOYEE BENEFITS 
 

 

Health Insurance 
 
Mid Valley Disposal provides a comprehensive health insurance plan for eligible full-time employees and 

their dependents when they become eligible and pay the premiums, including medical health insurance.  

 

In the event of an increase in medical insurance premium rates, all employees may be required to 

contribute to the cost of increased premiums to retain coverage.  Details about medical insurance 

coverage are available in a separate publication distributed by the Human Resources Department. 

 

 

Retirement Plan 
 

Mid Valley Disposal provides a 401k plan for eligible employees in order to assist in planning for their 

retirement.  For information regarding eligibility, contributions, benefits, and tax status, contact the 

Human Resources Department.  All eligible participants will receive a summary plan description. 

 

 

Vacation  
 

Regular full-time employees accrue paid vacations in accordance with the following policy: 

 

0–6 months no accrual 

6 months–1 year 5 days 

2–5 years 10 days per year 

6–10 years 15 days per year 

 

Temporary and part-time employees do not accrue paid vacation time.  Regular full-time employees do 

not accrue vacation time during the first six months of employment.  No vacation time may be taken until 

after completion of the first year of employment. 

 

After completion of the initial six months of continuous employment, full-time employees begin to accrue 

vacation time at the rate of .0385 hours per straight time hour worked.  An employee who is scheduled to 

and does work 40 hours per week will normally accrue five working days or 40 hours of vacation in the 

second six months of continuous employment. 

 

In the second, third, and fourth years of continuous employment, full-time employees will accrue vacation 

time at the rate of .0385 hours per hour worked.  An employee who is scheduled to and does work 40 

hours per week will normally accrue 10 working days or 80 hours vacation time in the second, third, and 

fourth years of employment. 

 

Beginning with the fifth year of continuous employment, full-time employees begin to accrue vacation 

time at the rate of .0575 hours per straight time hour worked.  An employee who is scheduled to and does 

work an average of 40 hours per week will normally accrue 15 working days or 120 hours of vacation 
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beginning in the fifth year of employment. 

 

Employees will continue to accrue vacation time on Company recognized holidays, and when the 

employee is using previously accrued vacation time. 

 

 

Vacation Accrual Cap 
 
Mid Valley Disposal encourages employees to take vacation annually.  Once an employee has 

accrued 1.5 times the maximum amount of vacation accruable based on their respective years of 

service, the employee will no longer continue to accrue vacation until they have used some of 

their previously accrued vacation.  For example, an employee with four (4) years service would 

be eligible to accrue a maximum of 10 days of vacation during the year.  Once the employee has 

accrued 1.5 times maximum vacation accrual (or in this case, 15 days of vacation), the 

employee’s vacation accrual will stop.  Under this example, the employee will not start accruing 

vacation again until the employee uses some of the 15 days of vacation already on the books.   

This same policy applies to all employees. 

 

Vacation Approval 
 
Employees become eligible to take accrued vacation after six months of active service as work 

schedules permit.  Vacation schedules must be coordinated and cleared with your supervisor.  

Company schedules determine permissible vacation periods, which employees may need to defer 

or otherwise adjust accordingly. 

 

Vacations shall be scheduled to provide adequate coverage of job responsibilities and staffing 

requirements.  The Department Manager, Supervisor, or General Manager will make final 

determinations and must approve your vacation schedule in advance. 

 

Vacation will not be granted during Holidays unless written approval by immediate supervisor. 

 

Vacation for Exempt Employees 
 
Exempt employees must take vacation in four hour increments. Employees absent for four hours 

or more in a workday will have the corresponding amount of time deducted from their accrued 

vacation.   

 

Unused Vacation Benefits Paid at Termination of Employment 
 
An employee whose employment terminates will be paid for accrued unused vacation days on a 

pro rata basis. 

 

Required Use of Vacation Before Unpaid Leave  
 
You are required to take accrued and unused vacation before taking unpaid leave, or having 

unpaid absences.  Family and Medical Leave (under both state and federal law) is included in this 

requirement, unless the absence is pregnancy-related.  

 

If you are absent for a reason that qualifies you for Paid Family Leave (PFL) payments, you are 
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required to first use any accrued and unused vacation, up to a maximum of two weeks in a 12-

month period.   

 

Employees who are absent because of their own disability may be eligible for State Disability 

Insurance (SDI) benefits.  SDI payments do not begin until after you have been absent from work 

for 7 calendar days.  If you have accrued vacation, vacation will be substituted for the unpaid 

absence. 

 

SDI benefits do not replace all of your usual wages.  Your SDI benefits will be supplemented 

with any accrued and unused vacation benefits. 

 

Holidays 
 
Each non-exempt employee’s eligibility for holiday pay pursuant to the schedule below begins after 

completion of his or her trial period.  To be eligible for holiday pay, you must be regularly scheduled to 

work on the day on which the holiday is observed and must work your regularly scheduled working days 

immediately preceding and immediately following the holiday, unless an absence on either day is 

approved in advance by your supervisor. 

 

Employees who are on vacation will receive holiday pay for any holiday that falls during their scheduled 

vacation.   

 
Paid Holidays When Office is Closed 

 

Mid Valley Disposal observes the following paid holidays when the Company’s offices will be 

closed:  

 

 January 1 (New Year’s Day) 

 Thanksgiving Day 

 Christmas Day 

When a holiday falls on a Saturday or Sunday, it is usually observed on the preceding Friday or 

the following Monday.  However, Mid Valley Disposal reserves the right to close on another day 

or grant compensating time off instead of closing.  Holiday observance will be announced in 

advance. 

 

Hours paid for holidays when the office is closed will be at regular pay and cannot be added as 

hours for overtime pay.  You will be paid eight (8) hours straight time pay for the holiday if you 

were regularly scheduled to work eight (8) hours or more on that holiday.  If the holiday falls on a 

normal work day that is less that eight (8) hours, you will be compensated for your normal 

straight time hours that day.   

 

Paid Holidays When Office is Open 
 

Mid Valley Disposal observes the following paid holidays when the Company’s offices will be 

open and employees are scheduled to work:  

 

 Memorial Day 

 Fourth of July 
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 Labor Day 

All employees are expected to work on paid holidays when the office is open unless otherwise 

approved in advance by Company management.  If you are required to work on a paid scheduled 

holiday when the office is open, you will receive an additional eight hours of holiday pay at your 

straight time rate, in addition to any normal wages earned for time worked on the paid holiday.  If 

the holiday falls on a normal work day that is less that eight (8) hours, you will be compensated in 

holiday pay for your normal straight time hours that day.  Hours paid for holidays will be at 

regular pay and cannot be added as hours for overtime pay.   

 

When one of the paid holiday when the office is open falls on a Saturday or Sunday, the 

Company will usually observe the paid holiday on the preceding Friday or the following Monday 

when employees are regularly scheduled to work.  However, Mid Valley Disposal reserves the 

right to observe the paid holiday on another day or grant compensating time off instead of 

closing.  Holiday observance will be announced in advance. 

 

 

Uniforms 
 
Mid Valley Disposal provides uniforms for Drivers and Shop employees.  Uniforms are laundered at the 

Company’s expense.  It is important to realize that Drivers and Shop employees reflect the image of the 

Company to both the community and the Company’s customers.  Drivers and Shop employees are 

expected to present a professional and business-like appearance at all times while on the job.  This 

includes being neatly dressed with a clean, pressed uniform and shirttail tucked in.  Drivers and Shop 

employees are required to wear the uniform provided to them by the Company at all times while on the 

job. 

 

 
Other Benefits 
 

Workers’ Compensation 
 
You are protected by Mid Valley Disposal’s workers’ compensation insurance policy while 

employed by Company, at no cost to you.  The policy covers you in case of occupational injury or 

illness. 

 

Workers’ Compensation insurance pays 100% of medical expenses if you are hurt on the job.   

Injuries not reported immediately to your supervisor cannot be guaranteed coverage by the 

workers’ compensation insurance.  Report your injury to your supervisor no matter how slight the 

injury may appear.  California law requires Mid Valley Disposal to notify the workers’ 

compensation insurance carrier of any concerns of false or fraudulent claims. 

 

Any person who makes or causes to be made any knowingly false or fraudulent material 

statement or material misrepresentation for the purpose of obtaining or denying workers’ 

compensation benefits or payments is guilty of a felony.  A violation of this law is punishable 

by imprisonment for 1-5 years or by a fine not to exceed $50,000.00 or double the value of 

the fraud, whichever is greater or both.  Additional civil penalties may also be assessed. 

Acceptance of employment with a different employer that requires the performance of 

activities that you have stated that you cannot perform because of the injury for which you 

are receiving temporary disability benefits could constitute fraud and could result in 
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criminal prosecution.  If convicted, you could lose your rights to workers’ compensation 

benefits and face imprisonment for up to five (5) years and a fine of up to fifty thousand 

dollars ($50,000.00) or double the amount of the fraud, whichever is greater. 

 

State Unemployment Insurance 
 
All workers are covered by unemployment insurance.  Mid Valley Disposal pays the cost of 

unemployment insurance to provide you with a weekly income when you are out of work through 

no fault of your own.  Claims may be filed with the local Employment Development Department. 

 

Social Security 
 
Mid Valley Disposal will pay your social security account an amount equal to the FICA 

contribution deducted from your paycheck.  All employees are eligible for federal Social Security 

retirement benefits.  You become eligible for some benefits at age 62 and can receive full benefits 

at your normal retirement age as defined by the federal Social Security Administration.  

 

Disability Insurance 
 
Each employee contributes to California’s state disability insurance programs through payroll 

taxes deducted from your paycheck.  Disability insurance is mandated by the California 

Unemployment Insurance Code and administered by the Employment Development Department. 

Disability insurance is payable when you cannot work because of illness or injury not caused by 

employment at Mid Valley Disposal.  An additional payroll tax deducted from your paycheck 

funds the state’s Paid Family Leave program, and provides partial wage replacement for absences 

related to care of a family member, or bonding with a new child.  Specific rules and regulations 

governing disability are available from the Human Resources Department. 
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VII. EMPLOYEE LEAVES OF ABSENCE 
 

 

Introduction 
 
Mid Valley Disposal may grant leaves of absence to employees in certain circumstances.  Request any 

leave in writing as far in advance as possible, keep in touch with your supervisor or the Human Resources 

Department during your leave, and give prompt notice of any change in your anticipated return date.  If 

your leave expires and you fail to return to work without contacting your supervisor or the Human 

Resources Department, the Company will assume that you do not plan to return and that you have 

terminated your employment.  Upon return from a leave of absence, you will resume all aspects of your 

employment status that existed prior to the start of your leave.  

 

Any leave taken under this provision that qualifies as leave under the state and/or federal Family and 

Medical Leave Acts will be counted as family/medical leave and charged to your entitlement of 12 (or 26) 

workweeks of family/medical leave in a 12-month period. 

 

Unless stated otherwise in this handbook, an employee who is granted a leave of absence must utilize any 

unused accrued vacation benefits during the period of the employee’s leave of absence.  Employees on 

Family and Medical Leave Act/California Family Rights Act (FMLA/CFRA) leave will not continue to 

accrue vacation leave during an unpaid leave of absence.  Employees returning from an unpaid leave of 

absence during the course of a calendar year will receive only a prorated portion of accrued vacation 

leave benefits for the duration of that year.   If you take a leave of absence under this provision that 

qualifies you for payments for Paid Family Leave (PFL), you will be required to use any accrued and 

unused vacation, up to a maximum of two weeks.   

 

Company does not continue to pay premiums for health insurance coverage for employees on leaves of 

absence, with the exception of the twelve (12) or twenty-six (26) week period covered by the state and 

federal Family Medical Leave Act (FMLA/CFRA).  However, you may self-pay the premiums under the 

COBRA provisions.  The Human Resources Department can provide you with additional information 

regarding this issue. 

 

 

Family/Medical Leaves of Absence 
 

Family and Medical Leave Act (FMLA/CFRA) 
 

1. Employee Eligibility 
 

The Company will grant family and medical leave in accordance with the requirements of the 

federal Family & Medical Leave Act (FMLA) and the California Family Rights Act (CFRA), 

which provide up to 12 workweeks (26 workweeks to care for an injured servicemember) of 

unpaid family/medical leave within a 12-month period, under the following conditions: 

 

 The employee has more than 12 months of service; 

 The employee has worked at least 1,250 hours during the previous 12-month period 

before the need for leave; and 
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 The employee is employed at a work site where there are 50 or more employees within a 

75-mile radius. 

 

2. Reasons for FMLA/CFRA Leave 
 

Leave may be taken for one or more of the following reasons: 

 

 The birth of the employee’s child, or placement of a child with the employee for adoption 

or foster care (FMLA/CFRA); 

 To care for the employee’s spouse, child, or parent who has a serious health condition 

(FMLA/CFRA); 

 To care for the employee’s registered domestic partner with a serious health condition 

(CFRA only); 

 For a serious health condition that makes the employee unable to perform his or her job 

(FMLA/CFRA); 

 Any period of incapacity or treatment due to pregnancy or prenatal care (FMLA only); 

 For a “qualifying exigency” arising out of the fact that an employee’s spouse, son, 

daughter, or parent is on active duty or call to active duty status in the National Guard or 

Military Reserves in support of a contingency operation (FMLA only) ; or 

 To care for a spouse, son, daughter, parent, or “next of kin” servicemember of the United 

States Armed Forces who has a serious injury or illness incurred in the line of duty while 

on active military duty (this leave can run up to 26 weeks of unpaid leave during a single 

12-month period) (FMLA only). 

 

3. FMLA/CFRA Leave Available 
 

Eligible employees may receive up to a total of 12 workweeks (26 workweeks to care for an 

injured servicemember) of unpaid leave during a 12-month period. 

 

For purposes of calculating the 12-month period during which 12 weeks of leave may be taken, 

Company uses a “rolling” 12-month period measured backward from the date an employee uses 

any FMLA leave.  Under the “rolling” 12-month period, each time an employee takes FMLA 

leave the remaining leave entitlement would be any balance of the 12 weeks which has not been 

used during the immediately preceding 12 months.  For example, if an employee has taken eight 

weeks of leave during the past 12 months, an additional four weeks of leave could be taken.   If 

an employee used four weeks beginning February 1, 2008, four weeks beginning June 1, 2008, 

and four weeks beginning December 1, 2008, the employee would not be entitled to any 

additional leave until February 1, 2009.  However, beginning on February 1, 2009, the employee 

would be entitled to four weeks of leave, on June 1 the employee would be entitled to an 

additional four weeks, etc. 

 

Under most circumstances, leave under federal and state law will run at the same time and the 

eligible employee will be entitled to a total of 12 weeks (26 weeks to care for an injured 

servicemember) of family and medical leave in the designated 12-month period.  

 

For leave to care for a covered servicemember, the single 12-month period begins on the first day 
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of the leave, regardless of how the 12-month period is calculated for other leaves.  Leave to care 

for a covered servicemember is for a maximum of 26 workweeks during the single 12-month 

period.  An employee cannot generally take more than a total of 26 workweeks of FMLA/CFRA 

leave for any qualifying reason once the single 12-month period begins following the first day of 

covered servicemember leave. 

 

However, leave because of the employee’s disability for pregnancy, childbirth or related medical 

condition is not counted as time used under the California Family Rights Act (CFRA) while such 

conditions do count under the federal Family and Medical Leave Act (FMLA). Employees who 

take time off for pregnancy disability and who are eligible for family and medical leave will also 

be placed on family and medical leave that runs at the same time as their pregnancy disability 

leave.  Once the pregnant employee is no longer disabled, she may apply for leave under the 

California Family Rights Act (CFRA), for purposes of baby bonding.  

 

Any leave taken for the birth, adoption, or foster care placement of a child does not have to be 

taken in one continuous period of time.  California Family Rights Act leave taken for the birth or 

placement of a child will be granted in minimum amounts of two weeks.  However, Mid Valley 

Disposal will grant a request for a California Family Rights Act leave for the birth/ placement of 

a child of less than two weeks’ duration on any two occasions requested by an employee.  Any 

leave taken must be concluded within one year of the birth or placement of the child with the 

employee. 

 

4. Required Procedures for Requesting FMLA/CFRA Leave 
 

The following procedures shall apply when an employee requests family leave: 

 Please contact Human Resources Department as soon as you realize the need for 

family/medical leave. 

 If the leave is based on the expected birth, placement for adoption or foster care, or 

planned medical treatment for a serious health condition of the employee or a family 

member, the employee must notify the Company at least 30 days before leave is to begin.  

The employee must consult with his or her supervisor regarding scheduling of any 

planned medical treatment or supervision in order to minimize disruption to Company 

operations.  Any such scheduling is subject to the approval of the health care provider of 

the employee or the health care provider of the employee’s child, parent, or spouse. 

 If the employee cannot provide 30 days’ notice, the Company must be informed as soon 

as is practical. 

 If the FMLA/CFRA request is made because of the employee’s own serious health 

condition, Company may require, at its expense, a second opinion from a health care 

provider that the Company chooses.  The health care provider designated to give a second 

opinion will not be one who is employed on a regular basis by the Company. 

 If the second opinion differs from the first opinion, Company may require, at its expense, 

the employee to obtain the opinion of a third health care provider designated or approved 

jointly by the employer and the employee.  The opinion of the third health care provider 

shall be considered final and binding on Company and the employee. 
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 Company requires the employee to provide certification within 15 days of any request for 

family and medical leave under state and federal law, unless it is not practicable to do so.  

Company may require recertification from the health care provider if additional leave is 

required. 

 

If the leave is needed to care for a sick child, spouse, or parent, the employee must provide a 

certification from the health care provider stating: 

 

 Date of commencement of the serious health condition; 

 Probable duration of the condition; 

 Estimated amount of time for care by the health care provider; and  

 Confirmation that the serious health condition warrants the participation of the employee. 

Employees who request leave to care for an injured servicemember who is a child, spouse, parent, 

or “next of kin” of the employee must provide written certification from a health care provider 

regarding the injured servicemember’s serious injury or illness. 

 

Employees who request leave due to a “qualifying exigency” related to military service must be 

supported by a certification of its necessity.   

 

When both parents are employed by Company, and request simultaneous leave for the birth or 

placement for adoption or foster care of a child or to care for a child who is injured 

servicemember, the Company will not grant more than a total of 12 workweeks (26 workweeks to 

care for an injured servicemember) of family/medical leave for this reason. 

 

If an employee cites his/her own serious health condition as a reason for leave, the employee 

must provide a certification from the health care provider stating: 

 

 Date of commencement of the serious health condition; 

 Probable duration of the condition; and 

 Inability of the employee to work at all or perform any one or more of the essential 

functions of his/her position because of the serious health condition. 

Company will require certification by the employee’s health care provider that the employee is fit 

to return to his or her job. 

 

Failure to provide certification by the health care provider of the employee’s fitness to return to 

work will result in denial of reinstatement for the employee until the certificate is obtained. 

 

5. Benefits During FMLA/CFRA Leave 
 

Eligible employee taking FMLA/CFRA leave will be allowed to continue participating in a 

company-sponsored health and welfare benefit plans in which he/she was enrolled before the first 

day of the leave for a maximum of 12 workweeks (26 workweeks for injured servicemember 

leave) at the level and under the conditions of coverage as if the employee had continued in 

employment for the duration of such leave.  Company will continue to make the same premium 

contribution as if the employee had continued working.  The continued participation in health 

benefits begins on the date leave first begins under Family and Medical Leave Act (for pregnancy 
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disability leaves) or under the Family and Medical Leave Act/California Family Rights Act (for 

all other family care and medical leaves).  In some instances, the Company may recover from an 

employee premiums paid to maintain health coverage if the employee fails to return to work 

following family/medical leave. 

 

6. Compensation During FMLA/CFRA Leave 
 

Paid leave will be substituted for unpaid leave for eligible employees in the following 

circumstances:  

 

 Accrued vacation is required to be used under the FMLA/CFRA leaves above, and for 

any other FMLA/CFRA qualifying event, except leave that is also pregnancy disability 

leave. 

 

7. Job Reinstatement Following FMLA/CFRA Leave 
 

Under most circumstances, upon return from family/medical leave, an employee will be 

reinstated to his or her original job or to an equivalent job with equivalent pay, benefits, and other 

employment terms and conditions.  However, an employee has no greater right to reinstatement 

than if he or she had been continuously employed rather than on leave.  For example, if an 

employee on family/medical leave would have been laid off had he or she not gone on leave, or if 

the employee’s job is eliminated during the leave and no equivalent or comparable job is 

available, then the employee would not be entitled to reinstatement.  In addition, an employee’s 

use of family/medical leave will not result in the loss of any employment benefit that the 

employee earned before using family/medical leave.  

 

Reinstatement after family/medical leave may be denied to certain salaried “key” employees 

under the following conditions: 

 

 An employee requesting reinstatement was among the highest-paid 10 percent of salaried 

employees employed within 75 miles of the work site at which the employee worked at 

the time of the leave request;  

 The refusal to reinstate is necessary because reinstatement would cause substantial and 

grievous economic injury to the Company’s operations;  

 The employee is notified of the Company’s intent to refuse reinstatement at the time the 

Company determines the refusal is necessary; and  

 If leave has already begun, the Company gives the employee a reasonable opportunity to 

return to work following the notice described previously. 

 

8. Intermittent Leave 
 

Employees may take Family and Medical Leave Act/California Family Rights Act leave 

intermittently in blocks of time, or by reducing their normal weekly or daily work schedule if the 

leave is for the serious health condition of the employee’s child, parent, spouse, next of kin 

(FMLA injured servicemember leave only), or of the employee, and the reduced leave schedule is 

medically necessary as determined by the health care provider of the person with the serious 

health condition.  Employees who take FMLA leave for a “qualifying exigency” are also eligible 
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to take intermittent leave as appropriate to address the qualifying exigency. 

 

Pregnancy Disability Leave (PDL) 
 

1. Pregnancy Disability Leave and Accommodations Available 
 

Any employee with appropriate doctor certification may request accommodations, up to and 

including an unpaid leave of absence for up to four months, due to conditions related to 

pregnancy, childbirth, or related medical conditions.  The Company will provide such 

accommodations unless the requested accommodations would constitute an undue hardship. 

Upon the request of an employee and recommendation of the employee’s physician, the 

employee’s work assignment may be changed if necessary to protect the health and safety of the 

employee and her child.  Requests for transfers of job duties will be reasonably accommodated if 

the job and security rights of others are not breached.  Temporary transfers due to health 

considerations will be granted when possible.  However, the transferred employee will receive the 

pay that accompanies the job, as is the case with any other temporary transfer due to temporary 

health reasons. 

 

The duration of a pregnancy disability leave will be determined by the advice of the employee’s 

physician, but employees disabled by pregnancy may take up to four months.  Part-time 

employees are entitled to leave on a pro rata basis.  The four months of leave includes any period 

of time for actual disability caused by the employee’s pregnancy, childbirth, or related medical 

condition.  This includes leave for severe morning sickness and for prenatal care. 

 

2. Required Procedures for Requesting PDL Leave 
 

Any female employee planning to take pregnancy disability leave should advise the personnel 

department as early as possible.  The individual should make an appointment with the Human 

Resources Department to discuss the following conditions: 

 
 Employees who need to take pregnancy disability leave must inform Company when a 

leave is expected to begin and how long it will likely last.  If the need for a leave or 

transfer is foreseeable, employees must provide notification at least 30 days before the 

pregnancy disability leave or transfer is to begin.  Employees must consult with the 

Human Resources Department regarding the scheduling of any planned medical 

treatment or supervision in order to minimize disruption to the operations of the 

Company.  Any such scheduling is subject to the approval of the employee’s health care 

provider; 

 If 30 days’ advance notice is not possible, notice must be given as soon as practical; 

 Pregnancy leave usually begins when ordered by the employee’s physician.  The 

employee must provide Company with a certification from a health care provider.  The 

certification indicating disability should contain: 

o The date on which the employee became disabled due to pregnancy; 

o The probable duration of the period or periods of disability; and 

o A statement that, due to the disability, the employee is unable to perform one or 

more of the essential functions of her position without undue risk to herself, the 

successful completion of her pregnancy, or to other persons 
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 Leave does not need to be taken in one continuous period of time and may be taken 

intermittently, as needed; 

 

3. Compensation During PDL Leave 
 

PDL leave provided by the Company is an unpaid leave of absence.  A pregnant employee may 

be entitled to disability insurance payments through the California Employment Development 

Department (EDD) depending on their evaluation of your medical condition.  A pregnant 

employee should contact the local EDD office for more information on eligibility for pregnancy 

disability insurance.  An employee will be allowed to use accrued vacation during an eligible 

pregnancy disability leave; 

 

4. Benefits During PDL Leave 
 

If you take pregnancy disability leave and are eligible under the federal or state family and 

medical leave laws (FMLA/CFRA), Company will maintain group health insurance coverage for 

up to a maximum of 12 workweeks if such insurance was provided before the leave was taken on 

the same terms as if you had continued to work.  Leave taken under the pregnancy disability 

policy runs concurrently with family and medical leave under federal law (FMLA), but not family 

and medical leave under California Law (CFRA).  If you are ineligible under the federal and state 

family and medical leave laws, while on pregnancy disability you will receive continued paid 

coverage on the same basis as other medical leave that the Company may provide and for which 

you are eligible.  In some instances, the Company may recover premiums it paid to maintain 

health coverage for you if you fail to return to work following pregnancy disability leave. 

Employees on pregnancy disability leave who receive health insurance through the Company and 

who are not eligible for continued paid health insurance coverage under the federal or state family 

and medical leave laws (FMLA/CFRA), may continue their group health insurance coverage 

through Company in conjunction with the federal COBRA guidelines by making monthly 

payments to Company for the amount of the applicable premium.  Employees should contact the 

Human Resources Department for further information.  

 

5. Job Reinstatement Following PDL Leave 
 

Under most circumstances, upon submission of a medical certification that an employee is able to 

return to work from a pregnancy disability leave, an employee will be reinstated to her same 

position held at the time the leave began or to an equivalent position, if available.  An employee 

returning from a pregnancy disability leave has no greater right to reinstatement than if the 

employee had been continuously employed.  Leave returns will be allowed only when the 

employee’s physician sends a release allowing the employee to return to work;  

 
Paid Family Leave (PFL) 
 
As of 2004, employees may be eligible for Paid Family Leave (PFL) wage replacement benefits, 

which are funded through payroll deductions and coordinated through the Employment 

Development Department. PFL provides limited compensation for up to six weeks after an 

unpaid, seven day wait period, when an employee needs to take leave to care for a parent, child, 

spouse, or domestic partner who is seriously ill, or for a working parent who wants time to bond 

with his or her newborn.  The PFL program does not provide employees with a right to a leave of 

absence; it is limited to a state-mandated wage replacement benefit.  
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To determine eligibility for PFL benefits, an employee must apply for PFL benefits through the 

Employment Development Department (EDD).  The EDD, not the Company, decides whether an 

employee is eligible for PFL benefits.  PFL benefits apply to employees who take an unpaid leave 

of absence from work for one of the following reasons: 

 

 The birth or placement of a child for adoption or foster care; or 

 

 To care for an immediate family member (child, parent, spouse, domestic partner) who is 

seriously ill and requires care. 

 

Under the law, an employee must provide certification to the EDD of the need for the leave.  

Employees applying for PFL benefits must also provide the appropriate certifications and notices 

required by the Company for the specific leave that the employee wishes to take, for example, 

FMLA or PDL.   

 

In some instances, PFL benefits may be coordinated and run concurrently with an otherwise 

authorized leave of absence.  In such circumstances, the use of PFL benefits and/or paid time off 

during the leave period will not extend the length of the leave beyond what is required by 

applicable law and/or allowed by Company policy. 

 
Nothing in this policy may be construed as creating any contractual or other rights regarding a 

leave of absence, benefits during a leave of absence, reinstatement following a leave of absence, 

etc.  For further information about such matters, refer to the applicable policies set forth in this 

handbook. 

 

Employee benefits, including health insurance (assuming the employee is covered), do not 

continue during a use of PFL unless otherwise required by law and/or applicable Company 

policies.  As appropriate, you will receive separate information about your right to continue your 

health care insurance under COBRA. 

 

For additional information on PFL, please contact Human Resources Department for an 

informational brochure concerning your rights under this law and review this Handbook 

regarding your eligibility for a leave of absence. 
 

Workers' Compensation Leave 
 
Mid Valley Disposal, in accordance with state law, provides insurance coverage for employees in 

case of work-related injury. The workers’ compensation benefits provided to injured employees 

may include: 

 

 Medical care; 

 Cash benefits, tax free, to replace lost wages; and 

 Assistance to help qualified injured employees return to suitable employment. 

Employees who are ill or injured as a result of a work-related incident, and who are eligible for 

family and medical leave under state and federal law (Family Medical Leave Act (FMLA) and 

the California Family Rights Act (CFRA)), will be placed on FMLA/CFRA during the time they 

are disabled and not released to return to work.  The leave under these laws runs concurrently, 

and eligible employees will be on FMLA/CFRA for a maximum of 12 weeks in a 12-month 
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period “rolling” 12-month period measured backward from the date an employee uses any FMLA 

leave. 

 

1. Required Procedures for Filing for Workers’ Compensation Benefits 
 

To ensure that you receive any workers’ compensation benefits to which you may be entitled, you 

will need to: 

 

 Immediately report any work-related injury to your supervisor; 

 Seek medical treatment and follow-up care if required; 

 Complete a written Employee’s Claim Form (DWC Form 1) and return it to Human 

Resources Department; and 

 Provide the Company with a certification from your health care provider regarding the 

need for workers’ compensation disability leave, as well as your eventual ability to return 

to work from the leave. 

Mid Valley Disposal provides medical treatment for work-related injuries through a medical 

provider network which the company has chosen to provide injured employees because of their 

experience in treating work-related injuries. 

 

The law requires Mid Valley Disposal to notify the workers’ compensation insurance company of 

any concerns of false or fraudulent claims. 

 

2. Compensation During Workers’ Compensation Leave of Absence 
 

Employees who have a work-related illness or injury are covered by workers' compensation 

insurance. However, workers' compensation benefits usually do not cover absences for medical 

treatment. When you report a work-related illness or injury, you will be sent for medical 

treatment, if treatment is necessary.  You will be paid your regular wages for the time you spend 

seeking initial medical treatment. 

 

Any further medical treatment will be under the direction of the health care provider. Any 

absences from work for follow-up treatment, physical therapy or other prescribed appointments 

will not be paid as time worked.  You may choose to use vacation/paid time off for further 

absences from worked, related to your illness or injury. 

 

All such compensation received through accrued vacation during a workers’ compensation leave 

of absence will be coordinated with any state disability workers’ compensation or other wage 

reimbursement benefits for which you may be eligible.  At no time shall an employee receive a 

greater total payment than the employee’s regular salary. 

 

3. Benefits During Workers’ Compensation Leave of Absence 
 

If the employee taking workers’ compensation disability leave is eligible under the federal or 

state family and medical leave laws (FMLA/CFRA), Mid Valley Disposal will maintain group 

health insurance coverage for up to a maximum of 12 workweeks if such insurance was provided 

before the leave was taken on the same terms as if you had continued to work.  If you are 

ineligible under the federal and state family and medical leave laws, while on workers’ 

compensation disability leave you will receive continued paid coverage on the same basis as other 
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medical leave that the Company may provide for employees taking other leaves and for which 

you are eligible.  

 

Employees on workers’ compensation disability leave who are not eligible for continued paid 

health insurance coverage under the federal or state family and medical leave laws (FMLA/ 

CFRA) or whose paid coverage ceases after 12 workweeks, may continue their group health 

insurance coverage through Company in conjunction with the federal COBRA guidelines by 

making monthly payments to Company for the amount of the applicable premium.  Employees 

should contact the Human Resources Department for further information.  

 

3. Reinstatement Following Workers’ Compensation Leave of Absence 
 

Upon submission of a medical certification that an employee is able to return to work after a 

workers’ compensation leave, the employee under most circumstances will be reinstated to his or 

her same position held at the time the leave began, or to an equivalent position, if available.  An 

employee returning from a workers’ compensation leave has no greater right to reinstatement 

than if the employee had been continuously employed rather than on leave.  For example, if the 

employee on workers’ compensation leave would have been laid off had he or she not gone on 

leave, or if the employee’s position has been eliminated or filled in order to avoid undermining 

the Company’s ability to operate safely and efficiently during the leave, and no equivalent or 

comparable positions are available, then the employee would not be entitled to reinstatement.  An 

employee’s return depends on his or her qualifications for any existing openings.  If, after 

returning from a workers’ compensation disability leave, an employee is unable to perform the 

essential functions of his or her job because of a physical or mental disability, the Mid Valley 

Disposal’s obligations to the employee may include reasonable accommodation, as governed by 

the Americans with Disabilities Act. 
 

Extended Medical Leave of Absence 
 
A medical leave of absence may be granted for non-work-related temporary medical disabilities 

(other than pregnancy, childbirth, and related medical conditions) with a doctor’s written 

certificate of disability.  Employees should request any leave in writing as far in advance as 

possible.  If you are granted a medical leave, Mid Valley Disposal requires that you use any paid 

vacation time previously accrued. 

 

A medical leave begins on the first day your doctor certifies that you are unable to work, and ends 

when your doctor certifies that you are able to return to work or after a total of four months of 

leave, whichever occurs first.  Your supervisor will supply you with a form for your doctor to 

complete, showing the date you were disabled and the estimated date you will be able to return to 

work.  An employee returning from a medical disability leave must present a doctor’s certificate 

declaring fitness to return to work. 

 

If returning from a non-work-related medical leave, you will be offered the same position you 

held at the time your leave began, if available.  If your former position is not available, a 

comparable position will be offered.  If neither the same nor a comparable position is available, 

your return to work will depend on job openings existing at the time of your scheduled return. 

Mid Valley Disposal makes no guarantees of reinstatement, and your return will depend on your 

qualifications for existing openings. 

 

California workers’ compensation laws govern work-related injuries and illnesses. California 
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pregnancy disability laws govern leaves taken because of pregnancy, childbirth, and related 

medical conditions. 

 

Temporary Transfers 
 
Employees who request a temporary transfer for medical and/or family medical leave reasons will 

be considered for that transfer if a position exists at the time the transfer is requested and the 

employee is qualified to perform the job.  The employee will be paid in accordance with the 

responsibilities and duties of the temporary job. 

 

 

Non-Family/Medical Leaves of Absence 
 

Personal Leave of Absence 
 
A non-medical personal leave of absence without pay may be granted at the discretion of Mid 

Valley Disposal.  Requests for personal leave should be limited to unusual circumstances 

requiring an absence of longer than two weeks.  Approved personal absences of shorter duration 

are not normally treated as leaves, but rather as excused absences without pay.  An employee who 

is granted a non-medical personal leave of absence must utilize any unused accrued vacation 

during the personal leave.  The use of accrued vacation during a non-medical personal leave of 

absence does not extend the maximum time period approved by the Company for leave. 

 

If returning from a non-medical personal leave of absence, you will be offered the same position 

you held at the time your leave began, if available.  If your former position is not available, a 

comparable position will be offered.  If neither the same nor a comparable position is available, 

your return to work will depend on job openings existing at the time of your scheduled return. 

Mid Valley Disposal makes no guarantees of reinstatement, and your return will depend on your 

qualifications for existing openings. 

 

Bereavement Leave 
 
Mid Valley Disposal grants leave of absence to employees in the event of the death of the 

employee’s current spouse, registered domestic partner, child, parent, legal guardian, brother, 

sister, grandparent, or grandchild; or mother-, father-, sister-, brother-, son-, or daughter-in-law.  

An employee with such a death in the family may take up to 3 days consecutive scheduled 

workdays off with no pay with the approval of the Company.  Only the General Manager, 

Department Manager, Supervisor, or Human Resource Manager may approve additional unpaid 

time off. 

 

Jury Duty Leave  
 
Mid Valley Disposal encourages employees to serve on jury duty when called.  Non-exempt 

employees will not receive pay while serving of jury duty.  Exempt employees will receive full 

salary unless they are absent for a full week and perform no work.  You should notify your 

supervisor of the need for time off for jury duty as soon as a notice or summons from the court is 

received.  You may be requested to provide written verification from the court clerk of 

performance of jury service.  If work time remains after any day of jury selection or jury duty, 

you will be expected to return to work for the remainder of your work schedule. 
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Witness Leave 
 
Mid Valley Disposal provides employees a leave of absence to attend judicial proceedings as 

non-party witnesses pursuant to a court subpoena.  This leave will be considered an unpaid leave 

of absence unless you choose to supplement accrued vacation leave for the absence.  You should 

notify your supervisor of the need for time off for witness duty as soon as a notice or summons 

from the court is received.  If work time remains after any day of witness duty, you will be 

expected to return to work for the remainder of your work schedule, unless you have used 

vacation leave for the day. 

 

Military Leave 
 
Employees who wish to serve in the military and take military leave should contact Human 

Resources Department for information about their rights before and after such leave.  You are 

entitled to reinstatement upon completion of military service, provided you return or apply for 

reinstatement within the time allowed by law. 

 

Victim of Domestic Violence/Sexual Assault Leave 
 
Employees who are victims of domestic violence or sexual assault are eligible for unpaid leave to 

attend to the following: 

 Involvement in a judicial action, such as obtaining restraining orders, or appearing in 

court to obtain relief to ensure your health, safety, or welfare, or that of your child. 

 To seek medical attention for injuries caused by domestic violence or sexual assault. 

 To obtain psychological counseling related to an experience of domestic violence or 

sexual assault. 

 To participate in safety planning and take other actions to increase safety from future 

domestic violence or sexual assault, including temporary or permanent relocation 

 

You should provide notice and certification of your need to take leave under this policy.  

Certification may be sufficiently provided by any of the following: 

 

 A police report indicating that the employee was a victim of domestic violence or sexual 

assault; 

 A court order protecting or separating the employee from the perpetrator of an act of 

domestic violence or sexual assault, or other evidence from the court or prosecuting 

attorney that the employee appeared in court; or 

 Documentation from a medical professional, domestic violence advocate, health-care 

provider, or counselor that the employee was undergoing treatment for physical or mental 

injuries or abuse resulting in victimization from an act of domestic violence or sexual 

assault. 

Mid Valley Disposal will, to the extent allowed by law, maintain the confidentiality of an 

employee requesting leave under this provision. 
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This section does not create a right for an employee to take unpaid leave that exceed the 

maximum of 12 weeks of unpaid leave time allowed under, or is in addition to the unpaid leave 

time permitted by the federal Family and Medical Leave Act (FMLA).  An employee may use 

vacation, personal leave, or compensatory time off that is otherwise available to the employee 

under this Employee Handbook. 

 

Victims of Crime Leave 
 
An employee who is themselves a victim or who is the family member of a victim of a violent 

felony or serious felony may take time off from work to attend related judicial proceedings under 

the following circumstances: 

 

 The crime must be a violent or serious felony, as defined by law; and 

 You must be the victim of a crime, or you must be an immediate family member of a 

victim, a registered domestic partner of a victim, or the child of a registered domestic 

partner of a victim. 

An immediate family member is defined as:  a spouse, child, stepchild, brother, stepbrother, 

sister, stepsister, mother, stepmother, father or stepfather.  A registered domestic partner means a 

domestic partner who is registered in accordance with California state law.  The absence from 

work must be in order to attend judicial proceedings related to a crime listed above. 

 

Before you are absent for such a reason, you must provide documentation of the scheduled 

judicial proceeding.  Such notice is typically given to the victim of the crime by a court or 

government agency setting the hearing, a district attorney or prosecuting attorney's office or a 

victim/witness office.  If advance notice is not possible, you must provide appropriate 

documentation within a reasonable time after the absence. 

 

Any absence from work to attend judicial proceedings will be unpaid, unless you choose to use 

any accrued vacation, or personal leave time available.  
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 VIII. EMPLOYEE INFORMATION 
 
 
Names and Addresses 
 
Mid Valley Disposal is required by law to keep current all employees’ names and addresses.  Employees 

are responsible for notifying the Company in the event of a name or address change. 

 

 

Performance Evaluations 
 
Each employee will receive periodic performance reviews conducted by his or her supervisor.    

Subsequent performance evaluations will be conducted annually.  The frequency of performance 

evaluations may vary depending upon length of service, job position, past performance, changes in job 

duties, or recurring performance problems. 

 

Your performance evaluations may review factors such as the quality and quantity of the work you 

perform, your knowledge of the job, your initiative, your work attitude, and your attitude toward others.  

The performance evaluations are intended to make you aware of your progress, areas for improvement, 

and objectives or goals for future work performance.  Favorable performance evaluations do not 

guarantee increases in salary or promotions.  Salary increases and promotions are solely within the 

discretion of Mid Valley Disposal and depend upon many factors in addition to performance.  After the 

review, you will be required to sign the evaluation report simply to acknowledge that it has been 

presented to you, that you have discussed it with your supervisor, and that you are aware of its contents. 

 

 

Personnel Records 
 
You have a right to inspect certain documents in your personnel file, as provided by law, in the presence 

of a Company representative at a mutually convenient time.  No copies of documents in your file may be 

made, with the exception of documents that you have previously signed.  You may add your comments to 

any disputed item in the file. 

 

Mid Valley Disposal will restrict disclosure of your personnel file to authorized individuals within the 

Company.  Any request for information contained in personnel files must be directed to the Human 

Resources Department.  Only the Human Resources Department is authorized to release information 

about current or former employees.  Disclosure of personnel information to outside sources will be 

limited.  However, Mid Valley Disposal will cooperate with requests from authorized law enforcement or 

local, state, or federal agencies conducting official investigations and as otherwise legally required. 

 

 
Employee References 
 
All requests for references must be directed to the Human Resources Department.  No other manager, 

supervisor, or employee is authorized to release references for current or former employees. 

 

By policy, Mid Valley Disposal discloses only the dates of employment and the title of the last position 

held of former employees.  If you authorize the disclosure in writing, Mid Valley Disposal also will 
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inform prospective employers of the amount of salary or wage you last earned. 
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IX. EMPLOYEE SAFETY AND SECURITY 
 
 
Employees Who Are Required to Drive 
 
Employees who are required to drive a Mid Valley Disposal vehicle or their own vehicles on Company 

business will be required to show proof of current valid driving licenses and current effective insurance 

coverage before the first day of employment.  Mid Valley Disposal participates in a system that regularly 

checks state Department of Motor Vehicles (DMV) records of all employees who drive as part of their 

job. 

 

Mid Valley Disposal retains the right to transfer to an alternative position, suspend, or terminate an 

employee whose license is revoked, or who fails to maintain personal automobile insurance coverage or 

who is uninsurable under the Company’s policy. 

 

Employees who drive their own vehicles on Company business will be reimbursed per mile at the current 

IRS reimbursement rate. 

 

 
Prohibited Use of Company Cell Phone While Driving 
 
In the interest of the safety of our employees and other drivers, Mid Valley Disposal employees are 

prohibited from using cell phones or personal digital assistants (PDA) while driving on Company 

business and/or Company time.  Personal and/or company provided cell phones or PDAs are to be turned 

off any time you are driving on Company business or Company time. 

 

As determined by Mid Valley Disposal management, if your job requires that you keep your cell phone 

turned on while you are driving, you must use a hands-free device and safely pull off the road before 

conducting Company business.  Under no circumstances should employees place phone calls or 

read/send/compose any text messages, emails, or instant messages while operating a motor vehicle while 

driving on Company business and/or Company time. 

 

Ergonomics 
 
Mid Valley Disposal is subject to Cal/OSHA ergonomics standards for minimizing workplace repetitive 

motion injuries.  Mid Valley Disposal will make necessary adjustments to reduce exposure to ergonomic 

hazards through modifications to equipment and processes and employee training.  Mid Valley Disposal 

encourages safe and proper work procedures and requires all employees to follow safety instructions and 

guidelines. 

 

Mid Valley Disposal believes that reduction of ergonomic risk is instrumental in maintaining an 

environment of personal safety and well-being, and is essential to our business.  We intend to provide 

appropriate resources to create a risk-free environment.  

 

If you have any questions about ergonomics, please contact Human Resources Department. 
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Health and Safety 
 
All employees are responsible for their own safety, as well as that of others in the workplace.  To help us 

maintain a safe workplace, everyone must be safety-conscious at all times.  Report all work-related 

injuries or illnesses immediately to your supervisor or to the human resources department.  In compliance 

with California law, and to promote the concept of a safe workplace, Mid Valley Disposal maintains an 

Injury and Illness Prevention Program.  The Injury and Illness Prevention Program is available for review 

by employees and/or employee representatives in the break lounge. 

 

In compliance with Proposition 65, Mid Valley Disposal will inform employees of any known exposure 

to a chemical known to cause cancer or reproductive toxicity. 

 

 

Heat Illness  
 
Mid Valley Disposal is concerned with employee health and safety.  Employees who work outside may 

be exposed to extreme temperatures or adverse working conditions, particularly in the summer months.  

All supervisors are trained in the prevention of heat illness.  Please refer to the Company’s Injury Illness 

and Prevention Program or talk to your supervisor for details on how to ensure you are protected from 

heat illness dangers. 

 

 

Inclement Weather/Natural Disasters/Emergency Situation 
 
In the event of severe weather, a natural disaster, or an emergency situation that prevents employees from 

safely traveling to and from work, the following policies will apply: 

 

 Inclement weather:  If weather conditions prevent you from safely traveling to work, you must 

notify your supervisor of your inability to attend work by phone, if telephone service is 

functional, or by any other available means.   

 Natural Disasters/Emergency Situation: In the event of a natural disaster or emergency 

situation such as an earthquake, fire, or explosion, the office will be closed if the building is 

damaged or highways leading to the office are damaged.  For instructions on reporting to work 

under such conditions, contact your supervisor or the office immediately for further information, 

if possible.   

Mid Valley Disposal reserves the right to implement a Company Disaster/Emergency Plan to address 

situations of inclement weather, natural disasters, or emergency situations.  Unless indicated otherwise by 

the General Manager of the Company, absences resulting from inclement weather, natural disasters, or 

emergency situations will be unpaid or will be deducted from an Employee’s accumulated vacation time. 

 

 

Recreational Activities and Programs 
 
Mid Valley Disposal or its insurer will not be liable for payment of workers’ compensation benefits for 

any injury that arises out of an employee’s voluntary participation in any off-duty recreational, social, or 

athletic activity that is not part of the employee’s work-related duties. 
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Security/Workplace Violence 
 
Mid Valley Disposal has developed guidelines to help maintain a secure workplace.  Be aware of persons 

loitering for no apparent reason in parking areas, walkways, entrances and exits, and service areas.  

Report any suspicious persons or activities to security personnel.  Secure your desk or office at the end of 

the day.  When called away from your work area for an extended length of time, do not leave valuable 

and/or personal articles in or around your workstation that may be accessible.  The security of facilities as 

well as the welfare of our employees depends upon the alertness and sensitivity of every individual to 

potential security risks.  You should immediately notify your supervisor when unknown persons are 

acting in a suspicious manner in or around the facilities, or when keys, security passes, or identification 

badges are missing. 

 

Violence by an employee or anyone else against an employee, supervisor or member of management will 

not be tolerated.  The purpose of this policy is to minimize the potential risk of personal injuries to 

employees at work and to reduce the possibility of damage to Company property in the event that 

someone, for whatever reason, may be unhappy with a Company decision or action by an employee or 

member of management. 

 

If you receive or overhear any threatening communications from an employee or outside third party, 

report it to your supervisor at once.  Do not engage in either physical or verbal confrontation with a 

potentially violent individual.  If you encounter an individual who is threatening immediate harm to an 

employee or visitor to our premises, contact an emergency agency (such as 911) immediately. 

 

All reports of work-related threats will be kept confidential to the extent possible, investigated and 

documented.  Employees are encouraged to report and participate in an investigation of any suspected or 

actual cases of workplace violence.  Your failure to report or fully cooperate in the Company's 

investigation could result in disciplinary action.  

  

Violations of this policy will not be permitted and may result in disciplinary action up to and including 

termination of employment. 
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X. COMPANY PROPERTY 
 

Use of Company Property 
 
Lockers, desks, computers, vehicles, and other company-owned items are Mid Valley Disposal property 

and must be maintained according to Company rules and regulations.  They must be kept clean and are to 

be used only for work-related purposes.  Mid Valley Disposal reserves the right to inspect all Company 

property to ensure compliance with its rules and regulations, without notice to the employee and at any 

time, not necessarily in the employee’s presence.  Prior authorization must be obtained before any 

Company property may be removed from the premises. 

 

Mid Valley Disposal voice mail and/or electronic mail (e-mail) are to be used for business purposes only.  

Company reserves the right to monitor voice mail messages and e-mail messages to ensure compliance 

with this rule, without notice to the employee and at any time, not necessarily in the employee’s presence. 

 

No personal locks may be used on Company-provided lockers unless the employee furnishes a copy of 

the key or the combination to the lock.  Unauthorized use of a personal lock by an employee may result in 

losing the right to use a Company locker. 

 

Mid Valley Disposal may periodically need to assign and/or change “passwords” and personal codes for 

voice mail, e-mail, and computer.  These communication technologies and related storage media and 

databases are to be used only for Company business and they remain the property of Company.  Company 

reserves the right to keep a record of all passwords and codes used and/or may be able to override any 

such password system.  

 

For security reasons, employees should not leave personal belongings of value in the workplace. Personal 

items are subject to inspection and search, with or without notice, with or without the employee’s prior 

consent.  

 

An employee’s personal property, including but not limited to lockers, packages, purses, and backpacks, 

may be inspected upon reasonable suspicion of unauthorized possession of Company property. 

Terminated employees should remove any personal items at the time they leave Company.  Personal 

items left in the workplace are subject to disposal if not claimed at the time of an employee’s termination. 

 

 

Use of Electronic Media 
 
Mid Valley Disposal uses various forms of electronic communication including, but not limited 

computers, e-mail, telephones, Internet, cell phones, and PDAs.  All electronic communications, 

including all software, databases, hardware, and digital files, remain the sole property of Company and 

are to be used only for Company business and not for any personal use.   Employees may not install 

personal software on Company computer systems. 

 

Electronic communication and media may not be used in any manner that would be discriminatory, 

harassing, or obscene, or for any other purpose that is illegal, against Company policy, or not in the best 

interest of the Company. 

 

Employees who misuse electronic communications and engage in defamation, copyright or trademark 

infringement, misappropriation of trade secrets, discrimination, harassment, or related actions will be 
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subject to discipline and/or immediate termination. 

 

All electronic information created by any employee using any means of electronic communication is the 

property of Company and remains the property of Company.  Personal passwords may be used for 

purposes of security, but the use of a personal password does not affect the Company’s ownership of the 

electronic information.  Mid Valley Disposal will override all personal passwords if necessary for any 

reason. 

 

Mid Valley Disposal reserves the right to access and review electronic files, messages, mail, and other 

digital archives, and to monitor the use of electronic communications as necessary to ensure that no 

misuse or violation of Company policy or any law occurs.  Employees are not permitted to access the 

electronic communications of other employees or third parties unless directed to do so by Company 

management.  No employee may install or use anonymous e-mail transmission programs or encryption of 

e-mail communications, except as specifically authorized by General Manager. 

 

Employees who use devices on which information may be received and/or stored, including but not 

limited to cell phones, cordless phones, portable computers, fax machines, and voice mail 

communications are required to use these methods in strict compliance with the trade secrets and 

confidential communication policy established by the Company.  These communications tools should not 

be used for communicating confidential or sensitive information or any trade secrets. 

 

Access to the Internet, websites, and other types of Company-paid computer access are to be used for 

Company-related business only.  Any information about Company, its products or services, or other types 

of information that will appear in the electronic media about the Company must be approved by General 

Manager before the information is placed on an electronic information resource that is accessible to 

others. 

 

Questions about access to electronic communications or issues relating to security should be addressed to 

General Manager. 
 

 

Personal Use of Company Telephone/Cell Phone 
 
Employees who are provided a Company telephone and/or cell phone may use the phone for personal 

reasons only in the case of an emergency.  Other personal use is prohibited.  Employees are prohibited 

from using Company telephones and/or cell phones and any other Company property to conduct personal 

business.  Employees are responsible for paying for additional costs incurred by the Company as a result 

of personal use of a Company telephone or cell phone. 
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Confidential Information 
 
All Mid Valley Disposal records and information relating to Mid Valley Disposal or its clients are 

confidential and employees must, therefore, treat all matters accordingly.  Careful custody and handling 

of Company documents or materials containing confidential information are of critical importance to the 

well being of Mid Valley Disposal.  Each employee is responsible for safeguarding against the theft, loss, 

unauthorized use or disclosure of this information.  Therefore, if in the course of your work you have 

access to such material, you must take whatever steps are necessary to assure that it is handled, stored, 

transmitted or destroyed in a manner that will preclude loss or misuse.  Such material may not be copied 

without the express consent of the originator nor can it be removed from Mid Valley Disposal without 

prior authorization.  Some common confidential matters are: 

 Employee names, addresses and telephone numbers; 

 Employee performance reviews and personnel files; 

 Company expenses and financial data; 

 Marketing and sales data and plans; 

 New service developments; 

 Company client information; 

 Anything marked "Confidential", "Company Private", "Secret", "Personal", etc.  Such private and 

confidential information should be given only to those personnel in Company who have a need 

and authority to know in order to function in their jobs.  For everyone else, inside or outside 

Company confidential means confidential. 

 

No Mid Valley Disposal information WHATSOEVER is to be given by any employee over the telephone 

to any person without prior approval.  If a call seeking confidential Company information appears 

suspect, it should be routed or reported immediately to your supervisor or the appropriate Director within 

the Company.  In addition, no information is to be given to a person soliciting information in person.  

Again, your supervisor or the appropriate Director within the Company should be notified immediately.  

Employees who use cell phones, cordless phones, portable computers, and facsimile machines should not 

use these methods for communicating confidential or sensitive information or any trade secret or 

proprietary information. Unauthorized disclosure of any information shall result in discipline up to and 

including termination. 

 

All employees will also be required to sign the Company’s separate Confidentiality Agreement. 

 

 

Housekeeping 
 
All employees are expected to keep their work areas clean and organized.  People using common areas 

such as lunch - rooms, locker rooms, and restrooms are expected to keep them sanitary.  Please clean up 

after meals and dispose of trash properly. 
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Off-Duty Use of Company Property 
 
Employees are prohibited from remaining on Company premises or making use of Company facilities 

while not on duty.  Employees are expressly prohibited from using Company facilities, Company 

property, or Company equipment for personal use without the authorization of General Manager. 

 

 

Employee Parking 
 
Employees may park their vehicles in designated areas, if space permits.  If space is unavailable, 

employees must park in permissible public areas in the vicinity of Company property.  Employees may 

not use parking areas specifically designated for customers, vendors, Company vehicles, or reserved for 

managers.  Mid Valley Disposal is not responsible for any loss or damage to employee vehicles or 

contents while parked on Company property. 

MVD 000219

glaval
Sticky Note
None set by glaval

glaval
Sticky Note
MigrationNone set by glaval

glaval
Sticky Note
Unmarked set by glaval



 

Mid Valley Disposal Employee Handbook 
816954 

42 

XI. COMPANY POLICIES 
 

Attendance and Punctuality 
 
As an employee of Mid Valley Disposal, you are expected to be punctual and regular in attendance.  Any 

tardiness or absence causes problems for your fellow employees and your supervisor.  When you are 

absent, your assigned work must be performed by others.  

 

Employees are expected to report to work as scheduled, on time, and prepared to start work.  Employees 

also are expected to remain at work for their entire work schedule, except for meal periods or when 

required to leave on authorized Company business.  Late arrival, early departure, or other unanticipated 

and unapproved absences from scheduled hours are disruptive and must be avoided.  

 

If you are unable to report for work on any particular day, you must under all but the most extenuating 

circumstances call your supervisor at least one hour before the time you are scheduled to begin working 

for that day.   If you call less than one hour before your scheduled time to begin work and do not arrive in 

time for your assigned shift, you will be considered tardy for that day.  In all cases of absence or 

tardiness, employees must provide their supervisor with an honest reason or explanation.  Employees also 

must inform their supervisor of the expected duration of any absence.  Excessive absenteeism or 

tardiness, whether excused or not, will not be tolerated.  Mid Valley Disposal defines excessive 

absenteeism as more than five (5) days absence in a month period. 

 

If you fail to report for work without any notification to your supervisor and your absence continues for a 

period of 3 days, Mid Valley Disposal will consider that you have abandoned your employment (No Call/ 

No Show). 

 
 

Conducting Personal Business 
 
Employees are to conduct only Mid Valley Disposal business while at work.  Employees may not conduct 

personal business or business for another employer during their scheduled working hours. 

 

 

Telephone/Cell Phone/Electronic Communication Device Use  
 
Employees are not permitted to use a telephone, cell phone/handheld electronic communication device, 

pager, digital assistant, laptop, or any other electronic communicative device during working hours for 

any non-business purpose, except as authorized by your supervisor.  Personal phone calls to/from friends, 

relatives, or others are not permitted except in emergency situations. 
 
Conflicts of Interest 
 
Mid Valley Disposal demands all employees maintain the highest level of integrity and objectivity in 

performing their job duties.  Employees are expected to conduct their business dealings with suppliers, 

vendors and customers in a manner that will avoid any conflicts of interest, or appearance of a conflict of 

interest between the employee's interest and the interest of the Company.  Any solicitation of, or 

requirements of, gratuities or gifts from suppliers, vendors or co-workers for from any other third party is 
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strictly prohibited. 

 

It is essential for the protection of both the employee and Mid Valley Disposal to avoid any situations that 

might constitute a conflict of interest, such as employment by or financial interest in the business of a 

competitor, supplier, or customer of Mid Valley Disposal.  Therefore, Mid Valley Disposal has adopted 

the following guidelines: 

 

As a condition of employment, no employee or any other member of employee's immediate family, 

without prior written consent of the General Manager may have a financial interest in any of the 

following: 

 A competitor of Mid Valley Disposal; or 

 A customer of Mid Valley Disposal; or 

 A business supplying Mid Valley Disposal. 

 

Mid Valley Disposal will not rent, lease or buy other property for its operations from an employee or an 

employee's relative without the prior written consent of the General Manager.  An employee may not do 

business with a relative on behalf of Mid Valley Disposal without prior written consent of the General 

Manager.  An employee may not give or accept a gift, loan or unreasonable favors from a person having 

business relations with Company.  This does not prohibit small or casual entertainment that are ethically 

proper.  If a person offers an employee a gift or unreasonable favor, the employee has a duty to 

immediately report the incident to the General Manager.  Any employee who is involved in a conflict of 

interest or breach of confidentiality will be subject to disciplinary action up to and including termination. 

 

 

Customer Relations 
 
Employees are expected to be polite, courteous, prompt, and attentive to every customer.  When an 

employee encounters an uncomfortable situation that he or she does not feel capable of handling, the 

general manager should be called immediately. 

 

Ours is a service business and all of us must remember that the customer always comes first.  Our 

customers ultimately pay all of our wages.  Remember, while the customer is not always right, the 

customer is never wrong. 

 

Customers are to be treated courteously and given proper attention at all times.  Never regard a customer's 

question or concern as an interruption or an annoyance.  You must respond to inquiries from customers, 

whether in person or by telephone, promptly and professionally. 

 

Never place a telephone caller on hold for an extended period.  Direct incoming calls to the appropriate 

person and make sure the call is received.   Never argue with a customer.  If a problem develops or if a 

customer remains dissatisfied, ask your supervisor or the general manager to intervene. 

 

Through your conduct, show your desire to assist the customer in obtaining the help he or she needs. If 

you are unable to help a customer, find someone who can.  All correspondence and documents, whether 

to customers or others, must be neatly prepared and error-free.  Attention to accuracy and detail in all 

paperwork demonstrates your commitment to those with whom we do business. 
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Dedication of Services to Company 
 
While employed by Mid Valley Disposal, employees are expected to devote their energies to their jobs 

with Mid Valley Disposal.  The following types of employment elsewhere are strictly prohibited: 

 

 Additional employment that conflicts with an employee’s work schedule, duties, and 

responsibilities at the Company; 

 Additional employment that creates a conflict of interest or is incompatible with the employee's 

position with the Company; 

 Additional employment that impairs or has a detrimental effect on the employee’s work 

performance with the Company; 

 Additional employment that requires the employee to conduct work or related activities on 

Company property during the employer's working hours or using Company facilities and/or 

equipment; and 

 Additional employment that directly or indirectly competes with the business or the interests of 

the Company. 

Employees who wish to engage in additional employment that may create a real or apparent conflict of 

interest must submit a written request to Human Resources Department explaining the details of the 

additional employment.  If the additional employment is authorized, Mid Valley Disposal assumes no 

responsibility for it.  Mid Valley Disposal shall not provide workers’ compensation coverage or any other 

benefit for injuries occurring from or arising out of additional employment.  Authorization to engage in 

additional employment can be revoked at any time. 

 

 

Dress Code and Other Personal Standards 
 
Employees are expected to wear clothing appropriate for the nature of our business and the type of work 

performed.  Clothing should be neat, clean and tasteful. Avoid clothing that can create a safety hazard. 

Department managers may issue more specific guidelines. 

 

 

Drug and Alcohol Abuse 
 
Mid Valley Disposal is concerned about the use of alcohol, illegal drugs, or controlled substances as it 

affects the workplace.  Use of these substances, whether on or off the job can detract from an employee’s 

work performance, efficiency, safety, and health, and therefore seriously impair the employee’s value to 

the Company.  In addition, the use or possession of these substances on the job constitutes a potential 

danger to the welfare and safety of other employees and exposes the Company to the risks of property 

loss or damage, or injury to other persons. 

 

Furthermore, the use of prescription drugs and/or over-the-counter drugs also may affect an employee’s 

job performance and may seriously impair the employee’s value to the Company.  

 

The following rules and standards of conduct apply to all employees either on Company property or 

during the workday (including meals and rest periods).  Behavior that violates Company policy includes: 
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 Possession or use of an illegal or controlled substance, or being under the influence of an illegal 

or controlled substance while on the job; 

 Driving a Company vehicle while under the influence of alcohol; and 

 Distribution, sale, or purchase of an illegal or controlled substance while on the job. 

 

Violation of these rules and standards of conduct will not be tolerated.  Mid Valley Disposal also may 

bring the matter to the attention of appropriate law enforcement authorities.  

 

Mid Valley Disposal reserves the right to require drug and/or alcohol testing of any employee. 

 

In order to enforce this policy, Mid Valley Disposal reserves the right to conduct searches of Company 

property or employees and/or their personal property, and to implement other measures necessary to deter 

and detect abuse of this policy.  

 

An employee’s conviction on a charge of illegal sale or possession of any controlled substance while off 

Company property will not be tolerated because such conduct, even though off duty, reflects adversely on 

Company.  In addition, the Company must keep people who sell or possess controlled substances off 

Company premises in order to keep the controlled substances themselves off the premises. 

 

Any employee who is using prescription or over-the-counter drugs that may impair the employee’s ability 

to safely perform the job, or affect the safety or well-being of others, must notify a supervisor of such use 

immediately before starting or resuming work.  

 

Mid Valley Disposal will encourage and reasonably accommodate employees with alcohol or drug 

dependencies to seek treatment and/or rehabilitation.  Employees desiring such assistance should request 

a treatment or rehabilitation leave.  The Company is not obligated, however, to continue to employ any 

person whose performance of essential job duties is impaired because of drug or alcohol use, nor is the 

Company obligated to re-employ any person who has participated in treatment and/or rehabilitation if that 

person’s job performance remains impaired as a result of dependency.  Additionally, employees who are 

given the opportunity to seek treatment and/or rehabilitation, but fail to successfully overcome their 

dependency or problem, will not automatically be given a second opportunity to seek treatment and/or 

rehabilitation.  

 

This policy on treatment and rehabilitation is not intended to affect the Company’s treatment of 

employees who violate the regulations described previously.  Rather, rehabilitation is an option for an 

employee who acknowledges a chemical dependency and voluntarily seeks treatment to end that 

dependency. 

 

 

Employment of Relatives 
 

Relatives of employees may be eligible for employment with Mid Valley Disposal only if individuals 

involved do not work in a direct supervisory relationship, or in job positions in which a conflict of interest 

could arise.  The Company defines “relatives” as spouses, registered domestic partners, children, siblings, 

parents, in-laws, and step-relatives.  Present employees who marry or become registered domestic 

partners will be permitted to continue working in the job position held only if they do not work in a direct 

supervisory relationship with one another or in job positions involving conflict of interest. 
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Moonlighting 
 
Mid Valley Disposal discourages its employees from holding a second job.  Mid Valley Disposal asks 

that you think seriously about the effects that such extra work may have on the limits of your endurance, 

overall personal health and effectiveness with the Company.  Mid Valley Disposal will hold all 

employees to the same standards of performance and scheduling demands and cannot make exceptions for 

employees who also hold outside jobs. 

 

 

News Media Contacts 
 
Employees may be approached for interviews or comments by the news media.  Only contact people 

designated by the General Manger may comment to news reporters on Mid Valley Disposal policy or 

events relevant to Mid Valley Disposal. 

 

 

Off-Duty Conduct 
 
While Mid Valley Disposal does not seek to interfere with the off-duty and personal conduct of its 

employees, certain types of off-duty conduct may interfere with the Company’s legitimate business 

interests.  For this reason, employees are expected to conduct their personal affairs in a manner that does 

not adversely affect the Company’s or their own integrity, reputation or credibility.  Illegal or immoral 

off-duty conduct by an employee that adversely affects the Company’s legitimate business interests or the 

employee's ability to perform his or her job will not be tolerated.  

 

 

Open-Door Policy 
 
Suggestions for improving the work environment at Mid Valley Disposal are always welcome.  At some 

time, you may have a complaint, suggestion, or question about your job, your working conditions, or the 

treatment you are receiving.  Your good-faith complaints, questions, and suggestions also are of concern 

to the Company.  We ask you to first discuss your concerns with your supervisor, following these steps: 

 

 Within a week of the occurrence, bring the situation to the attention of your immediate 

supervisor, who will then investigate and provide a solution or explanation. 

 If the problem persists, you may describe it in writing and present it to the Human Resources 

Department, who will investigate and provide a solution or explanation. If you need assistance 

with your complaint, or you prefer to make a complaint in person, contact Human Resources 

Manager.  We encourage you to bring the matter to the Human Resources Department as soon as 

possible after you believe that your immediate supervisor has failed to resolve it. 

 If the problem is not resolved, you may present the problem in writing to the General Manager of 

Company, who will attempt to reach a final resolution.  

This procedure, which we believe is important for both you and Mid Valley Disposal, cannot guarantee 

that every problem will be resolved to your satisfaction.  However, Mid Valley Disposal values your 
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observations and you should feel free to raise issues of concern, in good faith, without the fear of 

retaliation. 

 

 

Solicitation and Distribution of Literature 
 
In order to ensure efficient operation of the Mid Valley Disposal business and to prevent disruption to 

employees, we have established control of solicitations and distribution of literature on Company 

property.  Mid Valley Disposal has enacted rules applicable to all employees governing solicitation, 

distribution of written material, and entry onto the premises and work areas.  All employees are expected 

to comply strictly with these rules.  Any employee who is in doubt concerning the application of these 

rules should consult with his or her supervisor.  

 

No employee shall solicit or promote support for any cause or organization during his or her working time 

or during the working time of the employee or employees at whom such activity is directed.  No 

employee shall distribute or circulate any written or printed material in work areas at any time, or during 

his or her working time or during the working time of the employee or employees at whom such activity 

is directed.  

 

Under no circumstances will non-employees be permitted to solicit or to distribute written material for 

any purpose on Company property. 

 

 

Prohibited Employee Conduct 
 
The listing of the following disciplinary actions does not in any way detract from or alter the right of 

Company or the employee to terminate the employment relationship at any time, with or without cause.   

Also, the Company retains the right to demote, transfer, change job duties, and change compensation at 

any time with or without notice and with or without cause in its sole discretion.   

 

Disciplinary action may include a verbal-documented warning, written warning, suspension with or 

without pay, and/or termination.  The disciplinary action used to maintain the standard of conduct will be 

determined in light of the facts and circumstances of each individual case.  Each incident will be 

considered in light of a variety of factors, including: 

 The seriousness of the incident and the circumstances; 

 The employees past conduct; 

 The nature of any previous incidents; and/or, 

 The general practice as it relates to the incident. 

 

The intent of corrective disciplinary action is to formally document problems while providing the 

employee with a reasonable time within which to improve performance.  The process is designed to 

encourage development by providing employees with guidance in areas that need improvement. 
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Although not conclusive, the following list represents the types of behavior that will be considered 

improper and unacceptable in the workplace, and may subject employees to the above-mentioned 

discipline: 

 

 Stealing private or Company property; 

 Gambling on Company property; 

 Willful destruction or defacement of private or Company property; 

 Possession, sale, use or being under the influence of illicit drugs on Company property or 

during working hours.  If an employee must use a prescription drug which may impact their 

ability to safely perform their work during working hours, written authorization from their 

doctor must be given to their supervisor; 

 Violation of traffic or parking regulations while using Company or customer vehicles.  Also, 

failure to properly report any type of accident involving a Company or customer vehicle. 

 Falsification or misrepresentation of information on any Company form, e.g., time cards, 

application, Company and personnel records; 

 Possession, use or being under the influence of alcohol on Company property during working 

hours; 

 Fighting on Company property; 

 Immoral or indecent conduct on Company property; 

 Sleeping during work time; 

 Threats, intimidation including using obscene, abusive or threatening language to any 

Company employees or members of the public; 

 Carrying or bringing a weapon or concealed weapon to work including: bringing any type of 

concealed weapon in a personal or Company vehicle used for Company business; bringing 

weapons of any kind onto any Company property or work site. 

 Disorderly conduct such as practical jokes, horseplay, etc. 

 Making defamatory or false statements detrimental to the facility’s operation or good 

standing in the community. 

 Disregarding instruction of supervisor or proper authority; 

 Failure to be courteous and polite at all times to other employees and customers; 

 Failure to notify your supervisor prior to the beginning of a shift that you will not be 

reporting to work;  

 Leaving work area, job assignment or department during working hours without proper 

authorization; 

 Failure to observe work schedules including rest and lunch periods; 

 Failure to observe safety rules and regulations; 

 Contributing to unsanitary conditions or poor housekeeping; 
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 Inefficiency, lack of productive effort or other unsatisfactory work performance; 

 Unauthorized use of Company time, materials or equipment for personal activities; 

 Unsuitable or improper attire for the work situation; 

 Failure to report to work for three consecutive scheduled workdays without proper 

authorization.  Employees failing to provide this notice will be considered to have voluntarily 

terminated their employment; 

 Excessive number of absences or tardies; 

 Smoking in areas not designated for smoking;  (Only cigarette smoking is permitted.) 

 Company vehicles are only to be used for Company business, commuting to and from work 

and occasional local use.  Any other personal use of a Company vehicle, including travel 

outside the Company working area, is strictly prohibited. 

 Being on the premises at unauthorized times without proper reason or loitering before and 

after shifts. 

 Adding personal software to Company computers without prior written authorization is 

strictly prohibited. 
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XII. TERMINATIONS AND LAYOFFS 
 

 

Involuntary Termination of Employment 
 
Violation of Company policies and rules may warrant disciplinary action.  Mid Valley Disposal has 

established a system of discipline that includes verbal warnings, written warnings, and suspension.  The 

system is not formal and Mid Valley Disposal may, in its sole discretion, utilize whatever form of 

discipline is deemed appropriate under the circumstances, up to, and including, termination of 

employment.  The Company’s policy of discipline in no way limits or alters the at-will employment 

relationship between the Company and the Employee. 
 

 

Reductions in Force/Layoffs of Employment 
 
Under some circumstances, Mid Valley Disposal may need to restructure or reduce its workforce.  If 

restructuring our operations or reducing the number of employees becomes necessary, Mid Valley 

Disposal will attempt to provide advance notice, if possible, to help prepare affected individuals.  If 

possible, employees subject to layoff will be informed of the nature of the layoff and the foreseeable 

duration of the layoff, whether short-term or indefinite. 

 

In determining which employees will be subject to layoff, Mid Valley Disposal will take into account, 

among other things, operation and requirements, the skill, productivity, ability, and past performance of 

those involved, and also, when feasible, the employee’s length of service. 

 

 

Voluntary Termination of Employment 
 
Voluntary termination results when an employee voluntarily resigns his or her employment at Mid Valley 

Disposal, or fails to report to work for three consecutively scheduled workdays without notice to, or 

approval by, his or her supervisor.  All Company-owned property, including vehicles, keys, uniforms, 

identification badges, and credit cards, must be returned immediately upon termination of employment. 
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Mid Valley Disposal 
 

AGREEMENT AND ACKNOWLEDGMENT 
OF RECEIPT OF EMPLOYEE HANDBOOK 

 

 

 Employer and Employee agree that this Handbook exclusively sets forth Mid Valley 

Disposal’s employment policies and procedures and represents and expresses their complete 

agreement regarding the terms and conditions of employment.  Employer and Employee further 

agree that none of these policies and procedures can be amended, modified or altered in any way 

by oral statements or in any other way, but can only be altered by written amendment signed by 

General Manager of Mid Valley Disposal. 

 

 I hereby acknowledge receipt of the Employee Handbook for Mid Valley Disposal.  I 

have thoroughly read and understand the Company policy and rules set forth in the Employee 

Handbook of Mid Valley Disposal and agree to abide by them. 

 

 

 

_________________________________________  ________________________ 

Employee Signature      Date 
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Mid Valley Disposal 
 

ACKNOWLEDGMENT OF AT-WILL EMPLOYMENT 
 

 

 I understand and agree that my employment may be terminated by Mid Valley Disposal 

at any time, with or without cause, and with or without notice, at the option of either the 

Company or myself.  I understand and agree that the Company retains the right to demote, 

transfer, change my job duties, and change my compensation at any time with or without notice 

and with or without cause in its sole discretion.  Employer and Employee further agree that this 

at-will employment policy cannot be amended, modified or altered in any way by oral statements 

or in any other way, and can only be altered by written amendment signed by the General 

Manager of Mid Valley Disposal. 

 

 

 

_________________________________________  ________________________ 

Employee Signature    Date  
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I. INTRODUCTION 
 
 

Welcome to Mid Valley Disposal 
 
Welcome!  As an employee of Mid Valley Disposal (the “Company”), you are an important member of a 
team effort.  We hope that you will find your position with the Company rewarding, challenging, and 
productive. 
 
Because our success depends upon the dedication of our employees, we are highly selective in choosing 
new members of our team.  We look to you and the other employees to contribute to the success of the 
Company. 
 
This employee handbook is intended to explain the terms and conditions of employment of all employees 
and supervisors.  Written employment contracts between Company and some individuals may supersede 
some of the provisions of this handbook. 
 
This handbook summarizes the policies and practices in effect at the time of publication.  This handbook 
supersedes all previously issued handbooks and any policy or benefit statements or memoranda that are 
inconsistent with the policies described here.  Your supervisor or manager will be happy to answer any 
questions you may have. 
 
 

At-Will Employment Status 
 
Mid Valley Disposal personnel are employed on an at-will basis.  Employment at-will may be terminated 
with or without cause and with or without notice at any time by the employee or Mid Valley Disposal.  
Nothing in this handbook shall limit the right to terminate at-will employment.  No manager, supervisor, 
or employee of Mid Valley Disposal has any authority to enter into an agreement for employment for any 
specified period of time or to make an agreement for employment on other than at-will terms.  Only the 
General Manager of Mid Valley Disposal has the authority to make any such agreement, which is binding 
only if it is in writing. 
 
 

Right to Revise Employee Handbook 
 
This employee handbook contains the employment policies and practices of Mid Valley Disposal in effect 
at the time of publication.  All previously issued handbooks and any inconsistent policy statements or 
memoranda are superseded. 
 
Mid Valley Disposal reserves the right to revise, modify, delete, or add to any and all policies, 
procedures, work rules, or benefits stated in this handbook or in any other document, except for the policy 
of at-will employment.  However, any such changes must be in writing and must be signed by the General 
Manager of Mid Valley Disposal. 
 
Any written changes to this handbook will be distributed to all employees so that employees will be 
aware of the new policies or procedures.  No oral statements or representations can in any way alter the 
provisions of this handbook. 
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This handbook sets forth the entire agreement between you and Mid Valley Disposal as to the duration of 
employment and the circumstances under which employment may be terminated.  Nothing in this 
employee handbook or in any other personnel document, including benefit plan descriptions, creates or is 
intended to create a promise or representation of continued employment for any employee. 
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II. EQUAL OPPORTUNITY POLICIES 
 
 

Equal Employment Opportunity Policy 
 
Mid Valley Disposal is an equal opportunity employer and makes employment decisions on the basis of 
merit.  We want to have the best available persons in every job.  Company policy prohibits unlawful 
discrimination based on race, color, creed, gender, gender identity, religion, marital status, registered 
domestic partner status, age, national origin or ancestry, physical or mental disability, medical condition 
including genetic characteristics, sexual orientation, or any other consideration made unlawful by federal, 
state, or local laws.  It also prohibits unlawful discrimination based on the perception that anyone has any 
of those characteristics, or is associated with a person who has or is perceived as having any of those 
characteristics.  All such discrimination is unlawful. 
 
Mid Valley Disposal is committed to compliance with all applicable laws providing equal employment 
opportunities.  This commitment applies to all persons involved in Company operations and prohibits 
unlawful discrimination by any employee of Mid Valley Disposal, including supervisors and coworkers. 
 
To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a 
disability, Mid Valley Disposal will make reasonable accommodations for the known physical or mental 
limitations of an otherwise qualified individual with a disability who is an applicant or an employee 
unless undue hardship would result. 
 
Any applicant or employee who requires an accommodation in order to perform the essential functions of 
the job should contact the Human Resources Department with day-to-day personnel responsibilities and 
request such an accommodation.  The individual with the disability should specify what accommodation 
he or she needs to perform the job.  Mid Valley Disposal then will conduct an investigation to identify the 
barriers that interfere with the equal opportunity of the applicant or employee to perform his or her job.  
The Company will identify possible accommodations, if any, that will help eliminate the limitation.  If the 
accommodation is reasonable and will not impose an undue hardship, Mid Valley Disposal will make the 
accommodation. 
 
If you believe you have been subjected to any form of unlawful discrimination, please contact your 
supervisor or the Human Resources Department to submit a written complaint.  If the complaint 
implicates your supervisor or the Human Resources Department, then please feel free to provide your 
complaint to General Manager.  Your complaint should be specific and should include the names of the 
individuals involved and the names of any witnesses.  Mid Valley Disposal will immediately undertake 
an effective, thorough, and objective investigation and attempt to resolve the situation.  
 
If Mid Valley Disposal determines that unlawful discrimination has occurred, effective remedial action 
will be taken commensurate with the severity of the offense.  Appropriate action also will be taken to 
deter any future discrimination and you will be notified of the Company’s response to your complaint.  
Mid Valley Disposal will not retaliate against you for filing a complaint and will not knowingly permit 
retaliation by management employees or your coworkers. 
 

Unlawful Harassment Policy 
 
Mid Valley Disposal is committed to providing a work environment free of unlawful harassment. Mid 
Valley Disposal policy prohibits sexual harassment and harassment based on pregnancy, childbirth or 
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related medical conditions, race, religious creed, color, gender, gender identity, national origin or 
ancestry, physical or mental disability, medical condition, marital status, registered domestic partner 
status, age, sexual orientation or any other basis protected by federal, state or local law or ordinance or 
regulation.  All such harassment is unlawful.  Mid Valley Disposal’s anti-harassment policy applies to 
all persons involved in the operation of the Company and prohibits unlawful harassment by any employee 
of Mid Valley Disposal, including supervisors and managers, as well as vendors, customers, independent 
contractors and any other persons.  It also prohibits unlawful harassment based on the perception that 
anyone has any of those characteristics, or is associated with a person who has or is perceived as having 
any of those characteristics.  
 
Prohibited unlawful harassment includes, but is not limited to, the following behavior: 
 

 Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual 
advances, invitations or comments; 

 Visual displays such as derogatory and/or sexually-oriented posters, photography, cartoons, 
drawings or gestures; 

 Physical conduct including assault, unwanted touching, intentionally blocking normal movement 
or interfering with work because of sex, race or any other protected basis; 

 Threats and demands to submit to sexual requests as a condition of continued employment, or to 
avoid some other loss and offers of employment benefits in return for sexual favors; and 

 Retaliation for reporting or threatening to report harassment. 

 
If you believe that you have been unlawfully harassed, immediately bring your complaint to your own or 
any other Company supervisor, Human Resources Department, or the General Manager of the Company 
as soon as possible after the incident.  You will be asked to provide details of the incident or incidents, 
names of individuals involved and names of any witnesses.  It would be best to communicate your 
complaint in writing, but this is not mandatory.  Supervisors will refer all harassment complaints to either 
the Human Resources Department or the General Manager as appropriate under the circumstances.  Mid 
Valley Disposal will immediately undertake an effective, thorough and objective investigation of the 
harassment allegations. 
 
If Mid Valley Disposal determines that unlawful harassment has occurred, effective remedial action will 
be taken in accordance with the circumstances involved.  Any employee determined by Mid Valley 
Disposal to be responsible for unlawful harassment will be subject to appropriate disciplinary action, up 
to, and including termination.  A Company representative will advise all parties concerned of the results 
of the investigation.  Mid Valley Disposal will not retaliate against you for filing a complaint and will not 
tolerate or permit retaliation by management, employees or co-workers. 
 
Mid Valley Disposal encourages all employees to report any incidents of harassment forbidden by this 
policy immediately so that complaints can be quickly and fairly resolved.  You also should be aware that 
the Federal Equal Employment Opportunity Commission and the California Department of Fair 
Employment and Housing investigate and prosecute complaints of prohibited harassment in employment.  
If you think you have been harassed or that you have been retaliated against for resisting or complaining, 
you may file a complaint with the appropriate agency.  The nearest office is listed in the telephone book. 
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III. EMPLOYMENT POLICIES 
 
 

Requirements for Employment 
 
The following are requirements for employment with Mid Valley Disposal: 

 Must have a valid Social Security Number; 

 Must complete a W-4 form; 

 Must have completed an employment application; 

 Must assure that you are in physical condition appropriate to perform the job for which you 
apply; 

 Must have appropriate documentation establishing your right to work in the United States in 
compliance with state and federal law. 

 Insurability - All employees must remain insurable under the Company’s general liability 
insurance policy.  If any employee is declared uninsurable by the Company's insurance company, 
the employee will immediately be considered ineligible for further employment and will be 
considered to have voluntarily terminated his/her employment as of the date of notification by the 
insurance company of uninsurability. 

 Drug and Alcohol Testing – Mid Valley Disposal reserves the right to require drug and/or alcohol 
testing of any applicant or employee. 

 Prospective employees who will be required to drive Company vehicles will provide the 
Company with current and acceptable motor vehicle driving information.  Employment and 
assignment will be conditional pending the receipt of a satisfactory report from the State of 
California, Department of Motor Vehicles. 

 Must maintain a valid State of California driver’s license and at least the minimum auto insurance 
as required by California law if using your personal vehicle for Company business. 

 
Job Duties 
 
Upon employment, your supervisor will explain your job responsibilities and the performance standards 
expected of you.  Be aware that your job responsibilities may change at any time during your 
employment.  From time to time, you may be asked to work on special projects, or to assist with other 
work necessary or important to the operation of your department or the Company.  Your cooperation and 
assistance in performing such additional work is expected. 
 
Mid Valley Disposal reserves the right, at any time, with or without notice, to alter or change job 
responsibilities, reassign or transfer job positions, or assign additional job responsibilities. 
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Regular Employees 
 
Regular employees are those who are hired to work on a regular schedule. Regular employees 
may be classified as full-time or part-time. 
 

Full-Time Employees 
 
Regular full-time employees are those who are scheduled for and do work 40 hours per week. 
Regular full-time employees are eligible for most employee benefits described in this handbook. 
 

Part-Time Employees 
 
Part-time employees are those who are scheduled for and do work fewer than 40 hours per week 
on a regular schedule.  Part-time employees who work over 30 hours per week, are eligible for 
the following Company benefits: Holiday Pay, Health Insurance. Part-time employees are not 
eligible for the 401k plan. 

 
 

Temporary Employees 
 
Temporary employees are those employed for short-term assignments.  Short-term assignments generally 
are periods of three months or fewer; however, such assignments may be extended.  Temporary 
employees are not eligible for employee benefits except those mandated by applicable law. 
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IV. HOURS OF WORK 
 
 

Work Schedules 
 
Mid Valley Disposal is normally open for business between the hours of 7 a.m. and 5 p.m., Monday 
through Saturday.  Your supervisor will assign your individual work schedule.  All employees are 
expected to be at their desks or workstations at the start of their scheduled shifts, ready to work. 
 
Exchanging work schedules with other employees is discouraged.  However, if you need to exchange 
schedules, notify your supervisor, who may authorize an exchange if possible.  Work schedule exchanges 
will not be approved for the mere convenience of an employee or if the exchange interferes with normal 
operations or results in excessive overtime. 
 
 
Workweek 
 
The workweek begins at 12:01 a.m. Sunday and ends at midnight on Saturday for payroll purposes. 
 
 

Non-Exempt Employees’ Hours of Work 
 

Timekeeping Requirements 
 
All non-exempt employees are required to use a time clock to record time worked for payroll 
purposes.  Employees must record their own time at the start and at the end of each work period, 
including before and after the lunch break.  Employees also must record their time whenever they 
leave the building for any reason other than Company business.  Any handwritten marks or 
changes on the timecard must be initialed by a supervisor.  Punching another employee’s 
timecard, allowing another employee to punch your timecard, or altering a timecard is not 
permissible and is subject to disciplinary action. 
 
Any errors on your timecard should be reported immediately to your supervisor. 
 

Meal and Rest Periods 
 
Non-exempt employees are provided with either a 30-minute or 1-hour meal period, to be taken 
approximately in the middle of the workday.  The meal period must begin before the employee 
exceeds five (5) hours of work.  Unless the employee qualifies for an exception and signs a 
waiver of the employee’s right to a meal period that is also signed by an authorized supervisor, it 
is the employee’s obligation under the law and Company policy to take a meal period of at least 
30 minutes within the time identified above.  Violation of this rule constitutes a violation of the 
law and Company policy and may subject the employee to discipline, including the possibility of 
immediate termination. 
 
Employees are required to clock out and clock back in when starting and ending their meal 
periods. Failure to clock out or clock back in for a meal period is a violation of company policy 
and can result in disciplinary action. In some cases, it is impractical for an employee to clock out 
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during the normal course of duties. The company may authorize an employee to take their meal 
period without clocking out only if they have signed a separate automatic meal period deduction 
form. Employees who sign the form will have their meal period automatically deducted from 
their daily time. Employees who do not qualify for and have not signed the automatic meal period 
deduction form are required to clock out and in for meal periods. 
 
Employees are allowed a 10-minute rest period for every four hours of work or major portion 
thereof and should be taken as close to the middle of each work period as possible.  Your 
supervisor will schedule your meal and rest periods. 
 
You are expected to observe your assigned working hours and the time allowed for meal and rest 
periods.  Do not leave the premises during your rest period and do not take more than 10 minutes 
for each rest period.  You may leave the premises during your meal period. 
 
 
 
Employees who feel they were denied a meal or rest period, or who fail to take a meal or rest 
period as required by law and Company policy are required to notify their supervisor within 24 
hours, so that the matter can be fully and carefully investigated and appropriate corrective action 
can be taken. 
 
 

Overtime 
 
Non-exempt employees may be required to work overtime as necessary.  Only actual hours 
worked in a given workday or workweek can apply in calculating overtime.  Mid Valley Disposal 
will attempt to distribute overtime evenly and accommodate individual schedules.  All overtime 
work must be previously authorized by a supervisor.  Mid Valley Disposal provides 
compensation for all overtime hours worked by non-exempt employees in accordance with state 
and federal law as follows: 
 

 All hours worked in excess of eight hours in one workday or 48 hours in one workweek 
will be treated as overtime.  A workday begins at 12:01 a.m. and ends at midnight 24 
hours later.  Workweeks begin each Sunday at 12:01 a.m; 

 Compensation for hours in excess of 48 for the workweek, or in excess of eight and not 
more than 12 for the workday, and for the first eight hours on the seventh consecutive 
day of work in one workweek, shall be paid at a rate one and one-half times the 
employee's regular rate of pay; 

 Compensation for hours in excess of 12 in one workday and in excess of eight on the 
seventh consecutive workday in a workweek shall be paid at double the regular rate of 
pay; and 

Exempt employees may have to work hours beyond their normal schedules as work demands 
require.  No overtime compensation will be paid to exempt employees. 
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V. WAGES AND COMPENSATION 
 
 

Payment of Wages 
 
Paychecks are normally available by 4:00 p.m. at the main office.  If you observe an error on your check, 
please report it immediately to your supervisor. 

 

Weekly Payments 
 
All employees of Company are paid on Friday for work performed during the previous one-week 
pay period.  If a regular payday falls on a holiday, employees will be paid on the last day worked 
before the holiday. 

 
 

Payroll Advances 
 
Company does not permit payroll advances against paychecks or against unaccrued paid time off. 
 
 

Other Compensation 
 

Reporting to Work Pay 
 
Company will pay employees for half of the regularly scheduled workday if employees report to 
work as scheduled but no work is available. 
 
Company will not pay employees for reporting under the following circumstances: 
 

 Interruption of work because of the failure of any or all public utilities; or 

 Interruption of work because of natural causes or other circumstances beyond the 
Company’s power to control. 

 

Expense Reimbursements 
 
Company reimburses employees for authorized business expenses on the last check of each 
month.  Employees who have expense accounts or who have incurred authorized business 
expenses must submit required receipts and a completed expense reimbursement form to Human 
Resources Department no later than the 15th of each month. 
 
All expenses or the use of the Company’s expense account must be authorized by a supervisor 
prior to the expense.  The Company reserves the right to not to reimburse an employee for an 
unauthorized expense incurred, and may take disciplinary action up to an including termination of 
employment for such unauthorized action. 
 
If you have any questions about the Company’s expense reimbursement policy, contact the 
Human Resource Manager. 
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Deductions for Salaried Employees 
 
Employees paid on a “salary basis” regularly receive a predetermined amount of compensation each pay 
period.  Subject to the exceptions listed below, a salaried employee will receive his/her full salary for any 
workweek in which he/she performs any work, regardless of the number of days or hours worked.  A 
salaried employee may not be paid for any workweek in which he/she performs no work, subject to 
Company benefits programs and policies. 
 
No deductions from salary may be made for time when work is not available, provided the salaried 
employee is ready, willing, and able to work.  Deductions from pay are permissible when a salaried 
employee: 
 

 Is absent from work for one or more full days for personal reasons other than sickness or 
disability; 

 Is absent for one or more full days due to sickness or disability if the deduction is made in 
accordance with a bona fide plan, policy, or practice of providing compensation for salary lost 
due to illness; 

 Is absent for jury duty or military duty for a full week and performs no work during the week; or 

 Works less than a full week during the initial or final week of employment. 

 
It is Mid Valley Disposal policy to comply with these salary basis requirements.  Therefore, Mid Valley 
Disposal prohibits all Company managers from making any improper deductions from the salaries of 
exempt employees.  Mid Valley Disposal wants employees to be aware of this policy and know that the 
Company does not allow deductions that violate federal or state law. 
 
If you believe that an improper deduction from your salary has been made, you should immediately report 
this information to your direct supervisor, or to Human Resource Manager. 
 
Reports of improper deductions will be investigated promptly.  If it is determined that an improper 
deduction has occurred, you will be promptly reimbursed for any improper deduction made. 
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VI. EMPLOYEE BENEFITS 
 
 

Health Insurance 
 
Mid Valley Disposal provides a comprehensive health insurance plan for eligible full-time employees and 
their dependents when they become eligible and pay the premiums, including medical health insurance.  
 
In the event of an increase in medical insurance premium rates, all employees may be required to 
contribute to the cost of increased premiums to retain coverage.  Details about medical insurance 
coverage are available in a separate publication distributed by the Human Resources Department. 
 
 

Retirement Plan 
 
Mid Valley Disposal provides a 401k plan for eligible employees in order to assist in planning for their 
retirement.  For information regarding eligibility, contributions, benefits, and tax status, contact the 
Human Resources Department.  All eligible participants will receive a summary plan description. 
 
 

Paid Time Off (PTO)  
 

Employees are entitled to paid time off (PTO) based upon their years of active service. Active service 
commences with an employee’s first day of work and continues thereafter unless broken by an absence 
without pay, a leave of absence, or termination of employment. Temporary and part-time employees do 
not accrue paid time off. 

Regular full-time employees do not accrue paid time off during the first six months of employment. 
Employees become eligible to take paid time off after completion of the first year of employment, as 
work schedules permit. 

Employees may use accrued paid time off for paid vacation leave, paid sick leave, paid holidays, or any 
other type of paid time off. Employees will need to schedule time off with their supervisors. 

An employee whose employment terminates will be paid for accrued, unused paid time off on a pro rata 
basis. 

Employees on unpaid leave do not accrue paid time off.   

Regular full-time employees accrue paid time off in accordance with the following policy: 

 
0–6 months no accrual 

6 months–1 year 5 days 

2–5 years 10 days per year 

6–10 years 15 days per year 
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After completion of the initial six months of continuous employment, full-time employees begin to accrue 
paid time off  at the rate of .0385 hours per straight time hour worked.  An employee who is scheduled to 
and does work 40 hours per week will normally accrue five working days or 40 hours of paid time off in 
the second six months of continuous employment. 
 
In the second, third, and fourth years of continuous employment, full-time employees will accrue paid 
time off time at the rate of .0385 hours per hour worked.  An employee who is scheduled to and does 
work 40 hours per week will normally accrue 10 working days or 80 hours paid time off time in the 
second, third, and fourth years of employment. 
 
Beginning with the fifth year of continuous employment, full-time employees begin to accrue paid time 
off time at the rate of .0575 hours per straight time hour worked.  An employee who is scheduled to and 
does work an average of 40 hours per week will normally accrue 15 working days or 120 hours of paid 
time off beginning in the fifth year of employment. 
 
Employees will continue to accrue paid time off time on Company recognized holidays, and when the 
employee is using previously accrued paid time off time. 
 

 

PTO Accrual Cap 
 
Mid Valley Disposal encourages employees to take paid time off annually.  Once an employee 
has accrued 1.5 times the maximum amount of paid time off accruable based on their respective 
years of service, the employee will no longer continue to accrue paid time off until they have used 
some of their previously accrued paid time off.  For example, an employee with four (4) years 
service would be eligible to accrue a maximum of 10 days of paid time off during the year.  Once 
the employee has accrued 1.5 times maximum paid time off accrual (or in this case, 15 days of 
paid time off), the employee’s paid time off accrual will stop.  Under this example, the employee 
will not start accruing paid time off again until the employee uses some of the 15 days of paid 
time off already on the books.   
This same policy applies to all employees. 
 

PTO Approval 
 
Employees become eligible to take accrued paid time off after six months of active service as 
work schedules permit.  Paid time off schedules must be coordinated and cleared with your 
supervisor.  Company schedules determine permissible paid time off periods, which employees 
may need to defer or otherwise adjust accordingly. 
 
Paid time off shall be scheduled to provide adequate coverage of job responsibilities and staffing 
requirements.  The Department Manager, Supervisor, or General Manager will make final 
determinations and must approve your paid time off schedule in advance. 
 
Paid time off will not be granted during Holidays unless written approval by immediate 
supervisor. 
 

PTO for Exempt Employees 
 
Exempt employees must take paid time off in four hour increments. Employees absent for four 
hours or more in a workday will have the corresponding amount of time deducted from their 
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accrued paid time off.   
 

Unused PTO Benefits Paid at Termination of Employment 
 
An employee whose employment terminates will be paid for accrued unused paid time off days 
on a pro rata basis. 
 

Required Use of PTO Before Unpaid Leave  
 
You are required to take accrued and unused paid time off before taking unpaid leave, or having 
unpaid absences.  Family and Medical Leave (under both state and federal law) is included in this 
requirement, unless the absence is pregnancy-related.  
 
If you are absent for a reason that qualifies you for Paid Family Leave (PFL) payments, you are 
required to first use any accrued and unused paid time off, up to a maximum of two weeks in a 
12-month period.   
 
Employees who are absent because of their own disability may be eligible for State Disability 
Insurance (SDI) benefits.  SDI payments do not begin until after you have been absent from work 
for 7 calendar days.  If you have accrued paid time off, paid time off will be substituted for the 
unpaid absence. 
 
SDI benefits do not replace all of your usual wages.  Your SDI benefits will be supplemented 
with any accrued and unused paid time off benefits. 

 

Holidays 
 
Each non-exempt employee’s eligibility for holiday pay pursuant to the schedule below begins after 
completion of his or her trial period.  To be eligible for holiday pay, you must be regularly scheduled to 
work on the day on which the holiday is observed and must work your regularly scheduled working days 
immediately preceding and immediately following the holiday, unless an absence on either day is 
approved in advance by your supervisor. 
 
Employees who are on paid time off will receive holiday pay for any holiday that falls during their 
scheduled paid time off.   
 

Paid Holidays When Office is Closed 
 

Mid Valley Disposal observes the following paid holidays when the Company’s offices will be 
closed:  
 

 January 1 (New Year’s Day) 

 Thanksgiving Day 

 Christmas Day 

When a holiday falls on a Saturday or Sunday, it is usually observed on the preceding Friday or 
the following Monday.  However, Mid Valley Disposal reserves the right to close on another day 
or grant compensating time off instead of closing.  Holiday observance will be announced in 
advance. 
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Hours paid for holidays when the office is closed will be at regular pay and cannot be added as 
hours for overtime pay.  You will be paid eight (8) hours straight time pay for the holiday if you 
were regularly scheduled to work eight (8) hours or more on that holiday.  If the holiday falls on a 
normal work day that is less that eight (8) hours, you will be compensated for your normal 
straight time hours that day.   

 

Paid Holidays When Office is Open 
 

Mid Valley Disposal observes the following paid holidays when the Company’s offices will be 
open and employees are scheduled to work:  
 

 Memorial Day 

 Fourth of July 

 Labor Day 

All employees are expected to work on paid holidays when the office is open unless otherwise 
approved in advance by Company management.  If you are required to work on a paid scheduled 
holiday when the office is open, you will receive an additional eight hours of holiday pay at your 
straight time rate, in addition to any normal wages earned for time worked on the paid holiday.  If 
the holiday falls on a normal work day that is less that eight (8) hours, you will be compensated in 
holiday pay for your normal straight time hours that day.  Hours paid for holidays will be at 
regular pay and cannot be added as hours for overtime pay.   

 
When one of the paid holiday when the office is open falls on a Saturday or Sunday, the 
Company will usually observe the paid holiday on the preceding Friday or the following Monday 
when employees are regularly scheduled to work.  However, Mid Valley Disposal reserves the 
right to observe the paid holiday on another day or grant compensating time off instead of 
closing.  Holiday observance will be announced in advance. 

 
 

Uniforms 
 
Mid Valley Disposal provides uniforms for Drivers and Shop employees.  Uniforms are laundered at the 
Company’s expense.  It is important to realize that Drivers and Shop employees reflect the image of the 
Company to both the community and the Company’s customers.  Drivers and Shop employees are 
expected to present a professional and business-like appearance at all times while on the job.  This 
includes being neatly dressed with a clean, pressed uniform and shirttail tucked in.  Drivers and Shop 
employees are required to wear the uniform provided to them by the Company at all times while on the 
job. 
 
 

Other Benefits 
 

Workers’ Compensation 
 
You are protected by Mid Valley Disposal’s workers’ compensation insurance policy while 
employed by Company, at no cost to you.  The policy covers you in case of occupational injury or 
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illness. 
 
Workers’ Compensation insurance pays 100% of medical expenses if you are hurt on the job.   
Injuries not reported immediately to your supervisor cannot be guaranteed coverage by the 
workers’ compensation insurance.  Report your injury to your supervisor no matter how slight the 
injury may appear.  California law requires Mid Valley Disposal to notify the workers’ 
compensation insurance carrier of any concerns of false or fraudulent claims. 
 
Any person who makes or causes to be made any knowingly false or fraudulent material 
statement or material misrepresentation for the purpose of obtaining or denying workers’ 
compensation benefits or payments is guilty of a felony.  A violation of this law is punishable 
by imprisonment for 1-5 years or by a fine not to exceed $50,000.00 or double the value of 
the fraud, whichever is greater or both.  Additional civil penalties may also be assessed. 
Acceptance of employment with a different employer that requires the performance of 
activities that you have stated that you cannot perform because of the injury for which you 
are receiving temporary disability benefits could constitute fraud and could result in 
criminal prosecution.  If convicted, you could lose your rights to workers’ compensation 
benefits and face imprisonment for up to five (5) years and a fine of up to fifty thousand 
dollars ($50,000.00) or double the amount of the fraud, whichever is greater. 
 

State Unemployment Insurance 
 
All workers are covered by unemployment insurance.  Mid Valley Disposal pays the cost of 
unemployment insurance to provide you with a weekly income when you are out of work through 
no fault of your own.  Claims may be filed with the local Employment Development Department. 
 

Social Security 
 
Mid Valley Disposal will pay your social security account an amount equal to the FICA 
contribution deducted from your paycheck.  All employees are eligible for federal Social Security 
retirement benefits.  You become eligible for some benefits at age 62 and can receive full benefits 
at your normal retirement age as defined by the federal Social Security Administration.  
 

Disability Insurance 
 
Each employee contributes to California’s state disability insurance programs through payroll 
taxes deducted from your paycheck.  Disability insurance is mandated by the California 
Unemployment Insurance Code and administered by the Employment Development Department. 
Disability insurance is payable when you cannot work because of illness or injury not caused by 
employment at Mid Valley Disposal.  An additional payroll tax deducted from your paycheck 
funds the state’s Paid Family Leave program, and provides partial wage replacement for absences 
related to care of a family member, or bonding with a new child.  Specific rules and regulations 
governing disability are available from the Human Resources Department. 
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VII. EMPLOYEE LEAVES OF ABSENCE 
 
 

Introduction 
 
Mid Valley Disposal may grant leaves of absence to employees in certain circumstances.  Request any 
leave in writing as far in advance as possible, keep in touch with your supervisor or the Human Resources 
Department during your leave, and give prompt notice of any change in your anticipated return date.  If 
your leave expires and you fail to return to work without contacting your supervisor or the Human 
Resources Department, the Company will assume that you do not plan to return and that you have 
terminated your employment.  Upon return from a leave of absence, you will resume all aspects of your 
employment status that existed prior to the start of your leave.  
 
Any leave taken under this provision that qualifies as leave under the state and/or federal Family and 
Medical Leave Acts will be counted as family/medical leave and charged to your entitlement of 12 (or 26) 
workweeks of family/medical leave in a 12-month period. 
 
Unless stated otherwise in this handbook, an employee who is granted a leave of absence must utilize any 
unused accrued paid time off benefits during the period of the employee’s leave of absence.  Employees 
on Family and Medical Leave Act/California Family Rights Act (FMLA/CFRA) leave will not continue 
to accrue paid time off leave during an unpaid leave of absence.  Employees returning from an unpaid 
leave of absence during the course of a calendar year will receive only a prorated portion of accrued paid 
time off leave benefits for the duration of that year.   If you take a leave of absence under this provision 
that qualifies you for payments for Paid Family Leave (PFL), you will be required to use any accrued and 
unused paid time off, up to a maximum of two weeks.   
 
Company does not continue to pay premiums for health insurance coverage for employees on leaves of 
absence, with the exception of the twelve (12) or twenty-six (26) week period covered by the state and 
federal Family Medical Leave Act (FMLA/CFRA).  However, you may self-pay the premiums under the 
COBRA provisions.  The Human Resources Department can provide you with additional information 
regarding this issue. 
 
 
Family/Medical Leaves of Absence 

 

Family and Medical Leave Act (FMLA/CFRA) 
 
1. Employee Eligibility 
 
The Company will grant family and medical leave in accordance with the requirements of the 
federal Family & Medical Leave Act (FMLA) and the California Family Rights Act (CFRA), 
which provide up to 12 workweeks (26 workweeks to care for a covered servicemember) of 
unpaid family/medical leave within a 12-month period, under the following conditions: 
 

 The employee has more than 12 months of service; 

 The employee has worked at least 1,250 hours during the previous 12-month period 
before the need for leave; and 
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 The employee is employed at a work site where there are 50 or more employees within a 
75-mile radius. 

 

2. Reasons for FMLA/CFRA Leave 
 
Leave may be taken for one or more of the following reasons: 
 

 The birth of the employee’s child, or placement of a child with the employee for adoption 
or foster care (FMLA/CFRA); 

 To care for the employee’s spouse, child, or parent who has a serious health condition 
(FMLA/CFRA); 

 To care for the employee’s registered domestic partner with a serious health condition 
(CFRA only); 

 For a serious health condition that makes the employee unable to perform his or her job 
(FMLA/CFRA); 

 Any period of incapacity or treatment due to pregnancy or prenatal care (FMLA only); 

 For a “qualifying exigency” arising out of the fact that an employee’s spouse, son, 
daughter, or parent is on active duty or call to active duty status in the National Guard or 
Military Reserves in support of a contingency operation (FMLA only) ; or 

 To care for a spouse, son daughter, parent, or “next of kin” who is a covered 
servicemember of the United States Armed Forces who has a serious injury or illness 
incurred in the line of duty while on active military duty or existed before the beginning 
of the member’s covered active duty  and was aggravated by service in the line of duty on 
activity duty in the Armed Forces (this leave can run up to 26 weeks of unpaid leave 
during a single 12-month period) (FMLA only). 

 
3. FMLA/CFRA Leave Available 
 
Eligible employees may receive up to a total of 12 workweeks (26 workweeks to care for a 
covered servicemember) of unpaid leave during a 12-month period. 
 
For purposes of calculating the 12-month period during which 12 weeks of leave may be taken, 
Company uses a “rolling” 12-month period measured backward from the date an employee uses 
any FMLA leave.  Under the “rolling” 12-month period, each time an employee takes FMLA 
leave the remaining leave entitlement would be any balance of the 12 weeks which has not been 
used during the immediately preceding 12 months.  For example, if an employee has taken eight 
weeks of leave during the past 12 months, an additional four weeks of leave could be taken.   If 
an employee used four weeks beginning February 1, 2012, four weeks beginning June 1, 2012, 
and four weeks beginning December 1, 2012, the employee would not be entitled to any 
additional leave until February 1, 2013.  However, beginning on February 1, 2013, the employee 
would be entitled to four weeks of leave, on June 1, 2013, the employee would be entitled to an 
additional four weeks, etc. 
 
Under most circumstances, leave under federal and state law will run at the same time and the 
eligible employee will be entitled to a total of 12 weeks (26 weeks to care for a covered 
servicemember) of family and medical leave in the designated 12-month period.  
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For leave to care for a covered servicemember, the single 12-month period begins on the first day 
of the leave, regardless of how the 12-month period is calculated for other leaves.  Leave to care 
for a covered servicemember is for a maximum of 26 workweeks during the single 12-month 
period.  An employee cannot generally take more than a total of 26 workweeks of FMLA/CFRA 
leave for any qualifying reason once the single 12-month period begins following the first day of 
covered servicemember leave. 
 
However, leave because of the employee’s disability for pregnancy, childbirth or related medical 
condition is not counted as time used under the California Family Rights Act (CFRA) while such 
conditions do count under the federal Family and Medical Leave Act (FMLA). Employees who 
take time off for pregnancy disability and who are eligible for family and medical leave will also 
be placed on family and medical leave that runs at the same time as their pregnancy disability 
leave.  Once the pregnant employee is no longer disabled, she may apply for leave under the 
California Family Rights Act (CFRA), for purposes of baby bonding.  
 
Any leave taken for the birth, adoption, or foster care placement of a child does not have to be 
taken in one continuous period of time.  California Family Rights Act leave taken for the birth or 
placement of a child will be granted in minimum amounts of two weeks.  However, Mid Valley 
Disposal will grant a request for a California Family Rights Act leave for the birth/ placement of 
a child of less than two weeks’ duration on any two occasions requested by an employee.  Any 
leave taken must be concluded within one year of the birth or placement of the child with the 
employee. 
 

4. Required Procedures for Requesting FMLA/CFRA Leave 
 
The following procedures shall apply when an employee requests family leave: 

 Please contact Human Resources Department as soon as you realize the need for 
family/medical leave. 

 If the leave is based on the expected birth, placement for adoption or foster care, or 
planned medical treatment for a serious health condition of the employee or a family 
member, the employee must notify the Company at least 30 days before leave is to begin.  
The employee must consult with his or her supervisor regarding scheduling of any 
planned medical treatment or supervision in order to minimize disruption to Company 
operations.  Any such scheduling is subject to the approval of the health care provider of 
the employee or the health care provider of the employee’s child, parent, or spouse. 

 If the employee cannot provide 30 days’ notice, the Company must be informed as soon 
as is practical. 

 If the FMLA/CFRA request is made because of the employee’s own serious health 
condition, Company may require, at its expense, a second opinion from a health care 
provider that the Company chooses.  The health care provider designated to give a second 
opinion will not be one who is employed on a regular basis by the Company. 

 If the second opinion differs from the first opinion, Company may require, at its expense, 
the employee to obtain the opinion of a third health care provider designated or approved 
jointly by the employer and the employee.  The opinion of the third health care provider 
shall be considered final and binding on Company and the employee. 
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 Company requires the employee to provide certification within 15 days of any request for 
family and medical leave under state and federal law, unless it is not practicable to do so.  
Company may require recertification from the health care provider if additional leave is 
required. 

 
If the leave is needed to care for a sick child, spouse, or parent, the employee must provide a 
certification from the health care provider stating: 
 

 Date of commencement of the serious health condition; 

 Probable duration of the condition; 

 Estimated amount of time for care by the health care provider; and  

 Confirmation that the serious health condition warrants the participation of the employee. 

Employees who request leave to care for a covered servicemember who is a child, spouse, parent, 
or “next of kin” of the employee must provide written certification from a health care provider 
regarding the covered servicemember’s serious injury or illness. 
 
Employees who request leave due to a “qualifying exigency” related to military service must be 
supported by a certification of its necessity.   
 
When both parents are employed by Company, and request simultaneous leave for the birth or 
placement for adoption or foster care of a child or to care for a child who is a covered 
servicemember, the Company will not grant more than a total of 12 workweeks (26 workweeks to 
care for a covered servicemember) of family/medical leave for this reason. 
 
If an employee cites his/her own serious health condition as a reason for leave, the employee 
must provide a certification from the health care provider stating: 
 

 Date of commencement of the serious health condition; 

 Probable duration of the condition; and 

 Inability of the employee to work at all or perform any one or more of the essential 
functions of his/her position because of the serious health condition. 

Company will require certification by the employee’s health care provider that the employee is fit 
to return to his or her job. 
 
Failure to provide certification by the health care provider of the employee’s fitness to return to 
work will result in denial of reinstatement for the employee until the certificate is obtained. 
 

5. Benefits During FMLA/CFRA Leave 
 
Eligible employee taking FMLA/CFRA leave will be allowed to continue participating in a 
company-sponsored health and welfare benefit plans in which he/she was enrolled before the first 
day of the leave for a maximum of 12 workweeks (26 workweeks for covered servicemember 
leave) at the level and under the conditions of coverage as if the employee had continued in 
employment for the duration of such leave.  Company will continue to make the same premium 
contribution as if the employee had continued working.  The continued participation in health 
benefits begins on the date leave first begins under Family and Medical Leave Act (for pregnancy 
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disability leaves) or under the Family and Medical Leave Act/California Family Rights Act (for 
all other family care and medical leaves).  In some instances, the Company may recover from an 
employee premiums paid to maintain health coverage if the employee fails to return to work 
following family/medical leave. 
 

6. Compensation During FMLA/CFRA Leave 
 
Paid leave will be substituted for unpaid leave for eligible employees in the following 
circumstances:  
 

 Accrued paid time off is required to be used under the FMLA/CFRA leaves above, and 
for any other FMLA/CFRA qualifying event, except leave that is also pregnancy 
disability leave or where an employee is receiving paid disability or workers’ 
compensation benefit. 

 
7. Job Reinstatement Following FMLA/CFRA Leave 
 
Under most circumstances, upon return from family/medical leave, an employee will be 
reinstated to his or her original job or to an equivalent job with equivalent pay, benefits, and other 
employment terms and conditions.  However, an employee has no greater right to reinstatement 
than if he or she had been continuously employed rather than on leave.  For example, if an 
employee on family/medical leave would have been laid off had he or she not gone on leave, or if 
the employee’s job is eliminated during the leave and no equivalent or comparable job is 
available, then the employee would not be entitled to reinstatement.  In addition, an employee’s 
use of family/medical leave will not result in the loss of any employment benefit that the 
employee earned before using family/medical leave.  
 
Reinstatement after family/medical leave may be denied to certain salaried “key” employees 
under the following conditions: 
 

 An employee requesting reinstatement was among the highest-paid 10 percent of salaried 
employees employed within 75 miles of the work site at which the employee worked at 
the time of the leave request;  

 The refusal to reinstate is necessary because reinstatement would cause substantial and 
grievous economic injury to the Company’s operations;  

 The employee is notified of the Company’s intent to refuse reinstatement at the time the 
Company determines the refusal is necessary; and  

 If leave has already begun, the Company gives the employee a reasonable opportunity to 
return to work following the notice described previously. 

 

8. Intermittent Leave 
 
Employees may take Family and Medical Leave Act/California Family Rights Act leave 
intermittently in blocks of time, or by reducing their normal weekly or daily work schedule if the 
leave is for the serious health condition of the employee’s child, parent, spouse, next of kin 
(FMLA covered servicemember leave only), or of the employee, and the reduced leave schedule 
is medically necessary as determined by the health care provider of the person with the serious 
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health condition.  Employees who take FMLA leave for a “qualifying exigency” are also eligible 
to take intermittent leave as appropriate to address the qualifying exigency. 
 

Pregnancy Disability Leave (PDL) 
 
1. Pregnancy Disability Leave and Accommodations Available 
 
Any employee with appropriate doctor certification may request accommodations, up to and 
including an unpaid leave of absence for up to four months, due to conditions related to 
pregnancy, childbirth, or related medical conditions.  The Company will provide such 
accommodations unless the requested accommodations would constitute an undue hardship. 
Upon the request of an employee and recommendation of the employee’s physician, the 
employee’s work assignment may be changed if necessary to protect the health and safety of the 
employee and her child.  Requests for transfers of job duties will be reasonably accommodated if 
the job and security rights of others are not breached.  Temporary transfers due to health 
considerations will be granted when possible.  However, the transferred employee will receive the 
pay that accompanies the job, as is the case with any other temporary transfer due to temporary 
health reasons. 
 
The duration of a pregnancy disability leave will be determined by the advice of the employee’s 
physician, but employees disabled by pregnancy may take up to four months.  Part-time 
employees are entitled to leave on a pro rata basis.  The four months of leave includes any period 
of time for actual disability caused by the employee’s pregnancy, childbirth, or related medical 
condition.  This includes leave for severe morning sickness and for prenatal care. 
 

2. Required Procedures for Requesting PDL Leave 
 
Any female employee planning to take pregnancy disability leave should advise the personnel 
department as early as possible.  The individual should make an appointment with the Human 
Resources Department to discuss the following conditions: 
 

 Employees who need to take pregnancy disability leave must inform Company when a 
leave is expected to begin and how long it will likely last.  If the need for a leave or 
transfer is foreseeable, employees must provide notification at least 30 days before the 
pregnancy disability leave or transfer is to begin.  Employees must consult with the 
Human Resources Department regarding the scheduling of any planned medical 
treatment or supervision in order to minimize disruption to the operations of the 
Company.  Any such scheduling is subject to the approval of the employee’s health care 
provider; 

 If 30 days’ advance notice is not possible, notice must be given as soon as practical; 

 Pregnancy leave usually begins when ordered by the employee’s physician.  The 
employee must provide Company with a certification from a health care provider.  The 
certification indicating disability should contain: 

o The date on which the employee became disabled due to pregnancy; 

o The probable duration of the period or periods of disability; and 
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o A statement that, due to the disability, the employee is unable to perform one or 
more of the essential functions of her position without undue risk to herself, the 
successful completion of her pregnancy, or to other persons 

 Leave does not need to be taken in one continuous period of time and may be taken 
intermittently, as needed; 

 

3. Compensation During PDL Leave 
 
PDL leave provided by the Company is an unpaid leave of absence.  A pregnant employee may 
be entitled to disability insurance payments through the California Employment Development 
Department (EDD) depending on their evaluation of your medical condition.  A pregnant 
employee should contact the local EDD office for more information on eligibility for pregnancy 
disability insurance.  An employee will be allowed to use accrued paid time off during an eligible 
pregnancy disability leave; 
 

4. Benefits During PDL Leave 
 
The Company will maintain group health insurance coverage during a PDL leave to the extent 
such insurance was provided before the leave was taken on the same terms as if you had 
continued to work.  Leave taken under the pregnancy disability policy runs concurrently with 
family and medical leave under federal law (FMLA), but not family and medical leave under 
California Law (CFRA).  In some instances, the Company may recover premiums it paid to 
maintain health coverage for you if you fail to return to work following pregnancy disability 
leave. 

 

5. Job Reinstatement Following PDL Leave 
 
Under most circumstances, upon submission of a medical certification that an employee is able to 
return to work from a pregnancy disability leave, an employee will be reinstated to her same 
position held at the time the leave began or to an equivalent position, if available.  An employee 
returning from a pregnancy disability leave has no greater right to reinstatement than if the 
employee had been continuously employed.  Leave returns will be allowed only when the 
employee’s physician sends a release allowing the employee to return to work;  

 

Paid Family Leave (PFL) 
 
As of 2004, employees may be eligible for Paid Family Leave (PFL) wage replacement benefits, 
which are funded through payroll deductions and coordinated through the Employment 
Development Department. PFL provides limited compensation for up to six weeks after an 
unpaid, seven day wait period, when an employee needs to take leave to care for a parent, child, 
spouse, or domestic partner who is seriously ill, or for a working parent who wants time to bond 
with his or her newborn.  The PFL program does not provide employees with a right to a leave of 
absence; it is limited to a state-mandated wage replacement benefit.  
 
To determine eligibility for PFL benefits, an employee must apply for PFL benefits through the 
Employment Development Department (EDD).  The EDD, not the Company, decides whether an 
employee is eligible for PFL benefits.  PFL benefits apply to employees who take an unpaid leave 
of absence from work for one of the following reasons: 
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 The birth or placement of a child for adoption or foster care; or 
 
 To care for an immediate family member (child, parent, spouse, domestic partner) who is 

seriously ill and requires care. 
 
Under the law, an employee must provide certification to the EDD of the need for the leave.  
Employees applying for PFL benefits must also provide the appropriate certifications and notices 
required by the Company for the specific leave that the employee wishes to take, for example, 
FMLA or PDL.   
 
In some instances, PFL benefits may be coordinated and run concurrently with an otherwise 
authorized leave of absence.  In such circumstances, the use of PFL benefits and/or paid time off 
during the leave period will not extend the length of the leave beyond what is required by 
applicable law and/or allowed by Company policy. 
 
Nothing in this policy may be construed as creating any contractual or other rights regarding a 
leave of absence, benefits during a leave of absence, reinstatement following a leave of absence, 
etc.  For further information about such matters, refer to the applicable policies set forth in this 
handbook. 
 
Employee benefits, including health insurance (assuming the employee is covered), do not 
continue during a use of PFL unless otherwise required by law and/or applicable Company 
policies.  As appropriate, you will receive separate information about your right to continue your 
health care insurance under COBRA. 
 
For additional information on PFL, please contact Human Resources Department for an 
informational brochure concerning your rights under this law and review this Handbook 
regarding your eligibility for a leave of absence. 
 

Workers' Compensation Leave 
 
Mid Valley Disposal, in accordance with state law, provides insurance coverage for employees in 
case of work-related injury. The workers’ compensation benefits provided to injured employees 
may include: 
 

 Medical care; 

 Cash benefits, tax free, to replace lost wages; and 

 Assistance to help qualified injured employees return to suitable employment. 

Employees who are ill or injured as a result of a work-related incident, and who are eligible for 
family and medical leave under state and federal law (Family Medical Leave Act (FMLA) and 
the California Family Rights Act (CFRA)), will be placed on FMLA/CFRA during the time they 
are disabled and not released to return to work.  The leave under these laws runs concurrently, 
and eligible employees will be on FMLA/CFRA for a maximum of 12 weeks in a 12-month 
period “rolling” 12-month period measured backward from the date an employee uses any FMLA 
leave. 
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1. Required Procedures for Filing for Workers’ Compensation Benefits 
 
To ensure that you receive any workers’ compensation benefits to which you may be entitled, you 
will need to: 
 

 Immediately report any work-related injury to your supervisor; 

 Seek medical treatment and follow-up care if required; 

 Complete a written Employee’s Claim Form (DWC Form 1) and return it to Human 
Resources Department; and 

 Provide the Company with a certification from your health care provider regarding the 
need for workers’ compensation disability leave, as well as your eventual ability to return 
to work from the leave. 

Mid Valley Disposal provides medical treatment for work-related injuries through a medical 
provider network which the company has chosen to provide injured employees because of their 
experience in treating work-related injuries. 
 
The law requires Mid Valley Disposal to notify the workers’ compensation insurance company of 
any concerns of false or fraudulent claims. 
 

2. Compensation During Workers’ Compensation Leave of Absence 
 
Employees who have a work-related illness or injury are covered by workers' compensation 
insurance. However, workers' compensation benefits usually do not cover absences for medical 
treatment. When you report a work-related illness or injury, you will be sent for medical 
treatment, if treatment is necessary.  You will be paid your regular wages for the time you spend 
seeking initial medical treatment. 
 
Any further medical treatment will be under the direction of the health care provider. Any 
absences from work for follow-up treatment, physical therapy or other prescribed appointments 
will not be paid as time worked.  You may choose to use paid time off for further absences from 
worked, related to your illness or injury. 
 
All such compensation received through accrued paid time off during a workers’ compensation 
leave of absence will be coordinated with any state disability workers’ compensation or other 
wage reimbursement benefits for which you may be eligible.  At no time shall an employee 
receive a greater total payment than the employee’s regular salary. 
 

3. Benefits During Workers’ Compensation Leave of Absence 
 
If the employee taking workers’ compensation disability leave is eligible under the federal or 
state family and medical leave laws (FMLA/CFRA), Mid Valley Disposal will maintain group 
health insurance coverage for up to a maximum of 12 workweeks if such insurance was provided 
before the leave was taken on the same terms as if you had continued to work.  If you are 
ineligible under the federal and state family and medical leave laws, while on workers’ 
compensation disability leave you will receive continued paid coverage on the same basis as other 
medical leave that the Company may provide for employees taking other leaves and for which 
you are eligible.  
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Employees on workers’ compensation disability leave who are not eligible for continued paid 
health insurance coverage under the federal or state family and medical leave laws (FMLA/ 
CFRA) or whose paid coverage ceases after 12 workweeks, may continue their group health 
insurance coverage through Company in conjunction with the federal COBRA guidelines by 
making monthly payments to Company for the amount of the applicable premium.  Employees 
should contact the Human Resources Department for further information.  
 

3. Reinstatement Following Workers’ Compensation Leave of Absence 
 
Upon submission of a medical certification that an employee is able to return to work after a 
workers’ compensation leave, the employee under most circumstances will be reinstated to his or 
her same position held at the time the leave began, or to an equivalent position, if available.  An 
employee returning from a workers’ compensation leave has no greater right to reinstatement 
than if the employee had been continuously employed rather than on leave.  For example, if the 
employee on workers’ compensation leave would have been laid off had he or she not gone on 
leave, or if the employee’s position has been eliminated or filled in order to avoid undermining 
the Company’s ability to operate safely and efficiently during the leave, and no equivalent or 
comparable positions are available, then the employee would not be entitled to reinstatement.  An 
employee’s return depends on his or her qualifications for any existing openings.  If, after 
returning from a workers’ compensation disability leave, an employee is unable to perform the 
essential functions of his or her job because of a physical or mental disability, the Mid Valley 
Disposal’s obligations to the employee may include reasonable accommodation, as governed by 
the Americans with Disabilities Act. 
 

Extended Medical Leave of Absence 
 
A medical leave of absence may be granted for non-work-related temporary medical disabilities 
(other than pregnancy, childbirth, and related medical conditions) with a doctor’s written 
certificate of disability.  Employees should request any leave in writing as far in advance as 
possible.  If you are granted a medical leave, Mid Valley Disposal requires that you use any paid 
time off time previously accrued. 
 
A medical leave begins on the first day your doctor certifies that you are unable to work, and ends 
when your doctor certifies that you are able to return to work or after a total of four months of 
leave, whichever occurs first.  Your supervisor will supply you with a form for your doctor to 
complete, showing the date you were disabled and the estimated date you will be able to return to 
work.  An employee returning from a medical disability leave must present a doctor’s certificate 
declaring fitness to return to work. 
 
If returning from a non-work-related medical leave, you will be offered the same position you 
held at the time your leave began, if available.  If your former position is not available, a 
comparable position will be offered.  If neither the same nor a comparable position is available, 
your return to work will depend on job openings existing at the time of your scheduled return. 
Mid Valley Disposal makes no guarantees of reinstatement, and your return will depend on your 
qualifications for existing openings. 
 
California workers’ compensation laws govern work-related injuries and illnesses. California 
pregnancy disability laws govern leaves taken because of pregnancy, childbirth, and related 
medical conditions. 
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Temporary Transfers 
 
Employees who request a temporary transfer for medical and/or family medical leave reasons will 
be considered for that transfer if a position exists at the time the transfer is requested and the 
employee is qualified to perform the job.  The employee will be paid in accordance with the 
responsibilities and duties of the temporary job. 

 
 

Non-Family/Medical Leaves of Absence 
 

Personal Leave of Absence 
 
A non-medical personal leave of absence without pay may be granted at the discretion of Mid 
Valley Disposal.  Requests for personal leave should be limited to unusual circumstances 
requiring an absence of longer than two weeks.  Approved personal absences of shorter duration 
are not normally treated as leaves, but rather as excused absences without pay.  An employee who 
is granted a non-medical personal leave of absence must utilize any unused accrued paid time off 
during the personal leave.  The use of accrued paid time off during a non-medical personal leave 
of absence does not extend the maximum time period approved by the Company for leave. 
 
If returning from a non-medical personal leave of absence, you will be offered the same position 
you held at the time your leave began, if available.  If your former position is not available, a 
comparable position will be offered.  If neither the same nor a comparable position is available, 
your return to work will depend on job openings existing at the time of your scheduled return. 
Mid Valley Disposal makes no guarantees of reinstatement, and your return will depend on your 
qualifications for existing openings. 

 

Bereavement Leave 
 
Mid Valley Disposal grants leave of absence to employees in the event of the death of the 
employee’s current spouse, registered domestic partner, child, parent, legal guardian, brother, 
sister, grandparent, or grandchild; or mother-, father-, sister-, brother-, son-, or daughter-in-law.  
An employee with such a death in the family may take up to 3 days consecutive scheduled 
workdays off with no pay with the approval of the Company.  Only the General Manager, 
Department Manager, Supervisor, or Human Resource Manager may approve additional unpaid 
time off. 
 

Jury Duty Leave  
 
Mid Valley Disposal encourages employees to serve on jury duty when called.  Non-exempt 
employees will not receive pay while serving of jury duty.  Exempt employees will receive full 
salary unless they are absent for a full week and perform no work.  You should notify your 
supervisor of the need for time off for jury duty as soon as a notice or summons from the court is 
received.  You may be requested to provide written verification from the court clerk of 
performance of jury service.  If work time remains after any day of jury selection or jury duty, 
you will be expected to return to work for the remainder of your work schedule. 
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Witness Leave 
 
Mid Valley Disposal provides employees a leave of absence to attend judicial proceedings as 
non-party witnesses pursuant to a court subpoena.  This leave will be considered an unpaid leave 
of absence unless you choose to supplement accrued paid time off leave for the absence.  You 
should notify your supervisor of the need for time off for witness duty as soon as a notice or 
summons from the court is received.  If work time remains after any day of witness duty, you will 
be expected to return to work for the remainder of your work schedule, unless you have used paid 
time off leave for the day. 

 

Military Leave 
 
Employees who wish to serve in the military and take military leave should contact Human 
Resources Department for information about their rights before and after such leave.  You are 
entitled to reinstatement upon completion of military service, provided you return or apply for 
reinstatement within the time allowed by law. 
 

Victim of Domestic Violence/Sexual Assault Leave 
 
Employees who are victims of domestic violence or sexual assault are eligible for unpaid leave to 
attend to the following: 

 Involvement in a judicial action, such as obtaining restraining orders, or appearing in 
court to obtain relief to ensure your health, safety, or welfare, or that of your child. 

 To seek medical attention for injuries caused by domestic violence or sexual assault. 

 To obtain psychological counseling related to an experience of domestic violence or 
sexual assault. 

 To participate in safety planning and take other actions to increase safety from future 
domestic violence or sexual assault, including temporary or permanent relocation 

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

 A police report indicating that the employee was a victim of domestic violence or sexual 
assault; 

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

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

Mid Valley Disposal will, to the extent allowed by law, maintain the confidentiality of an 
employee requesting leave under this provision. 
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This section does not create a right for an employee to take unpaid leave that exceed the 
maximum of 12 weeks of unpaid leave time allowed under, or is in addition to the unpaid leave 
time permitted by the federal Family and Medical Leave Act (FMLA).  An employee may use 
paid time off, personal leave, or compensatory time off that is otherwise available to the 
employee under this Employee Handbook. 
 

Victims of Crime Leave 
 
An employee who is themselves a victim or who is the family member of a victim of a violent 
felony or serious felony may take time off from work to attend related judicial proceedings under 
the following circumstances: 
 

 The crime must be a violent or serious felony, as defined by law; and 

 You must be the victim of a crime, or you must be an immediate family member of a 
victim, a registered domestic partner of a victim, or the child of a registered domestic 
partner of a victim. 

An immediate family member is defined as:  a spouse, child, stepchild, brother, stepbrother, 
sister, stepsister, mother, stepmother, father or stepfather.  A registered domestic partner means a 
domestic partner who is registered in accordance with California state law.  The absence from 
work must be in order to attend judicial proceedings related to a crime listed above. 
 
Before you are absent for such a reason, you must provide documentation of the scheduled 
judicial proceeding.  Such notice is typically given to the victim of the crime by a court or 
government agency setting the hearing, a district attorney or prosecuting attorney's office or a 
victim/witness office.  If advance notice is not possible, you must provide appropriate 
documentation within a reasonable time after the absence. 
 
Any absence from work to attend judicial proceedings will be unpaid, unless you choose to use 
any accrued paid time off, or personal leave time available.  
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 VIII. EMPLOYEE INFORMATION 
 
 

Names and Addresses 
 
Mid Valley Disposal is required by law to keep current all employees’ names and addresses.  Employees 
are responsible for notifying the Company in the event of a name or address change. 
 
 

Performance Evaluations 
 
Each employee will receive periodic performance reviews conducted by his or her supervisor.    The 
frequency of performance evaluations may vary depending upon length of service, job position, past 
performance, changes in job duties, or recurring performance problems. 
 
Your performance evaluations may review factors such as the quality and quantity of the work you 
perform, your knowledge of the job, your initiative, your work attitude, and your attitude toward others.  
The performance evaluations are intended to make you aware of your progress, areas for improvement, 
and objectives or goals for future work performance.  Favorable performance evaluations do not 
guarantee increases in salary or promotions.  Salary increases and promotions are solely within the 
discretion of Mid Valley Disposal and depend upon many factors in addition to performance.  After the 
review, you will be required to sign the evaluation report simply to acknowledge that it has been 
presented to you, that you have discussed it with your supervisor, and that you are aware of its contents. 
 
 

Personnel Records 
 
You have a right to inspect certain documents in your personnel file, as provided by law, in the presence 
of a Company representative at a mutually convenient time.  No copies of documents in your file may be 
made, with the exception of documents that you have previously signed.  You may add your comments to 
any disputed item in the file. 
 
Mid Valley Disposal will restrict disclosure of your personnel file to authorized individuals within the 
Company.  Any request for information contained in personnel files must be directed to the Human 
Resources Department.  Only the Human Resources Department is authorized to release information 
about current or former employees.  Disclosure of personnel information to outside sources will be 
limited.  However, Mid Valley Disposal will cooperate with requests from authorized law enforcement or 
local, state, or federal agencies conducting official investigations and as otherwise legally required. 
 

Employee References 
 
All requests for references must be directed to the Human Resources Department.  No other manager, 
supervisor, or employee is authorized to release references for current or former employees. 
 
By policy, Mid Valley Disposal discloses only the dates of employment and the title of the last position 
held of former employees.  If you authorize the disclosure in writing, Mid Valley Disposal also will 
inform prospective employers of the amount of salary or wage you last earned. 
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IX. EMPLOYEE SAFETY AND SECURITY 
 
 

Employees Who Are Required to Drive 
 
Employees who are required to drive a Mid Valley Disposal vehicle or their own vehicles on Company 
business will be required to show proof of current valid driving licenses and current effective insurance 
coverage before the first day of employment.  Mid Valley Disposal participates in a system that regularly 
checks state Department of Motor Vehicles (DMV) records of all employees who drive as part of their 
job. Employees in possession of a Commercial Driver’s license must also keep a valid Medical 
Examiner’s Certificate. Keeping the certificate current and valid is the responsibility of the employee. 
 
Mid Valley Disposal retains the right to transfer to an alternative position, suspend, or terminate an 
employee whose license is revoked, or who fails to maintain personal automobile insurance coverage or 
who is uninsurable under the Company’s policy. 
 
Employees who drive their own vehicles on Company business will be reimbursed per mile at the current 
IRS reimbursement rate. 
 

 
Prohibited Use of Company Cell Phone While Driving 
 
In the interest of the safety of our employees and other drivers, Mid Valley Disposal employees are 
prohibited from using cell phones or personal digital assistants (PDA) while driving on Company 
business and/or Company time.  Personal and/or company provided cell phones or PDAs are to be turned 
off any time you are driving on Company business or Company time. 
 
As determined by Mid Valley Disposal management, if your job requires that you keep your cell phone 
turned on while you are driving, you must use a hands-free device and safely pull off the road before 
conducting Company business.  Under no circumstances should employees place phone calls or 
read/send/compose any text messages, emails, or instant messages while operating a motor vehicle while 
driving on Company business and/or Company time. 
 

Ergonomics 
 
Mid Valley Disposal is subject to Cal/OSHA ergonomics standards for minimizing workplace repetitive 
motion injuries.  Mid Valley Disposal will make necessary adjustments to reduce exposure to ergonomic 
hazards through modifications to equipment and processes and employee training.  Mid Valley Disposal 
encourages safe and proper work procedures and requires all employees to follow safety instructions and 
guidelines. 
 
Mid Valley Disposal believes that reduction of ergonomic risk is instrumental in maintaining an 
environment of personal safety and well-being, and is essential to our business.  We intend to provide 
appropriate resources to create a risk-free environment.  
 
If you have any questions about ergonomics, please contact Human Resources Department. 
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Health and Safety 
 
All employees are responsible for their own safety, as well as that of others in the workplace.  To help us 
maintain a safe workplace, everyone must be safety-conscious at all times.  Report all work-related 
injuries or illnesses immediately to your supervisor or to the human resources department.  In compliance 
with California law, and to promote the concept of a safe workplace, Mid Valley Disposal maintains an 
Injury and Illness Prevention Program.  The Injury and Illness Prevention Program is available for review 
by employees and/or employee representatives in the break lounge. Mid Valley Disposal also maintains 
and enforces more detailed Safety Programs by job function. Employees should ask their Supervisor to 
view the Safety Program for their department. 
 
In compliance with Proposition 65, Mid Valley Disposal will inform employees of any known exposure 
to a chemical known to cause cancer or reproductive toxicity. 
 
 

Heat Illness  
 
Mid Valley Disposal is concerned with employee health and safety.  Employees who work outside may 
be exposed to extreme temperatures or adverse working conditions, particularly in the summer months.  
All supervisors are trained in the prevention of heat illness.  Please refer to the Company’s Injury Illness 
and Prevention Program or talk to your supervisor for details on how to ensure you are protected from 
heat illness dangers. 
 
 

Inclement Weather/Natural Disasters/Emergency Situation 
 
In the event of severe weather, a natural disaster, or an emergency situation that prevents employees from 
safely traveling to and from work, the following policies will apply: 
 

 Inclement weather:  If weather conditions prevent you from safely traveling to work, you must 
notify your supervisor of your inability to attend work by phone, if telephone service is 
functional, or by any other available means.   

 Natural Disasters/Emergency Situation: In the event of a natural disaster or emergency 
situation such as an earthquake, fire, or explosion, the office will be closed if the building is 
damaged or highways leading to the office are damaged.  For instructions on reporting to work 
under such conditions, contact your supervisor or the office immediately for further information, 
if possible.   

Mid Valley Disposal reserves the right to implement a Company Disaster/Emergency Plan to address 
situations of inclement weather, natural disasters, or emergency situations.  Unless indicated otherwise by 
the General Manager of the Company, absences resulting from inclement weather, natural disasters, or 
emergency situations will be unpaid or will be deducted from an Employee’s accumulated paid time off 
time. 
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Recreational Activities and Programs 
 
Mid Valley Disposal or its insurer will not be liable for payment of workers’ compensation benefits for 
any injury that arises out of an employee’s voluntary participation in any off-duty recreational, social, or 
athletic activity that is not part of the employee’s work-related duties. 
 
 

Security/Workplace Violence 
 
Mid Valley Disposal has developed guidelines to help maintain a secure workplace.  Be aware of persons 
loitering for no apparent reason in parking areas, walkways, entrances and exits, and service areas.  
Report any suspicious persons or activities to security personnel.  Secure your desk or office at the end of 
the day.  When called away from your work area for an extended length of time, do not leave valuable 
and/or personal articles in or around your workstation that may be accessible.  The security of facilities as 
well as the welfare of our employees depends upon the alertness and sensitivity of every individual to 
potential security risks.  You should immediately notify your supervisor when unknown persons are 
acting in a suspicious manner in or around the facilities, or when keys, security passes, or identification 
badges are missing. 
 
Violence by an employee or anyone else against an employee, supervisor or member of management will 
not be tolerated.  The purpose of this policy is to minimize the potential risk of personal injuries to 
employees at work and to reduce the possibility of damage to Company property in the event that 
someone, for whatever reason, may be unhappy with a Company decision or action by an employee or 
member of management. 
 
If you receive or overhear any threatening communications from an employee or outside third party, 
report it to your supervisor at once.  Do not engage in either physical or verbal confrontation with a 
potentially violent individual.  If you encounter an individual who is threatening immediate harm to an 
employee or visitor to our premises, contact an emergency agency (such as 911) immediately. 
 
All reports of work-related threats will be kept confidential to the extent possible, investigated and 
documented.  Employees are encouraged to report and participate in an investigation of any suspected or 
actual cases of workplace violence.  Your failure to report or fully cooperate in the Company's 
investigation could result in disciplinary action.  
  
Violations of this policy will not be permitted and may result in disciplinary action up to and including 
termination of employment. 
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X. COMPANY PROPERTY 
 

Use of Company Property 
 
Lockers, desks, computers, vehicles, and other company-owned items are Mid Valley Disposal property 
and must be maintained according to Company rules and regulations.  They must be kept clean and are to 
be used only for work-related purposes.  Mid Valley Disposal reserves the right to inspect all Company 
property to ensure compliance with its rules and regulations, without notice to the employee and at any 
time, not necessarily in the employee’s presence.  Prior authorization must be obtained before any 
Company property may be removed from the premises. 
 
Mid Valley Disposal voice mail and/or electronic mail (e-mail) are to be used for business purposes only.  
The Company reserves the right to monitor voice mail messages and e-mail messages to ensure 
compliance with this rule, without notice to the employee and at any time, not necessarily in the 
employee’s presence. 
 
No personal locks may be used on Company-provided lockers unless the employee furnishes a copy of 
the key or the combination to the lock.  Unauthorized use of a personal lock by an employee may result in 
losing the right to use a Company locker. 
 
Mid Valley Disposal may periodically need to assign and/or change “passwords” and personal codes for 
voice mail, e-mail, and computer.  These communication technologies and related storage media and 
databases are to be used only for Company business and they remain the property of Company.  Company 
reserves the right to keep a record of all passwords and codes used and/or may be able to override any 
such password system.  
 
For security reasons, employees should not leave personal belongings of value in the workplace. Personal 
items are subject to inspection and search, with or without notice, with or without the employee’s prior 
consent.  
 
An employee’s personal property, including but not limited to lockers, packages, purses, and backpacks, 
may be inspected upon reasonable suspicion of unauthorized possession of Company property. 
Terminated employees should remove any personal items at the time they leave Company.  Personal 
items left in the workplace are subject to disposal if not claimed at the time of an employee’s termination. 
 
 

Use of Electronic Media 
 
Mid Valley Disposal uses various forms of electronic communication including, but not limited 
computers, e-mail, telephones, Internet, cell phones, and PDAs.  All electronic communications, 
including all software, databases, hardware, and digital files, remain the sole property of Company and 
are to be used only for Company business and not for any personal use.   Employees may not install 
personal software on Company computer systems. 
 
Electronic communication and media may not be used in any manner that would be discriminatory, 
harassing, or obscene, or for any other purpose that is illegal, against Company policy, or not in the best 
interest of the Company. 
 
Employees who misuse electronic communications and engage in defamation, copyright or trademark 
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infringement, misappropriation of trade secrets, discrimination, harassment, or related actions will be 
subject to discipline and/or immediate termination. 
 
All electronic information created by any employee using any means of electronic communication is the 
property of Company and remains the property of Company.  Personal passwords may be used for 
purposes of security, but the use of a personal password does not affect the Company’s ownership of the 
electronic information.  Mid Valley Disposal will override all personal passwords if necessary for any 
reason. 
 
Mid Valley Disposal reserves the right to access and review electronic files, messages, mail, and other 
digital archives, and to monitor the use of electronic communications as necessary to ensure that no 
misuse or violation of Company policy or any law occurs.  Employees are not permitted to access the 
electronic communications of other employees or third parties unless directed to do so by Company 
management.  No employee may install or use anonymous e-mail transmission programs or encryption of 
e-mail communications, except as specifically authorized by General Manager. 
 
Employees who use devices on which information may be received and/or stored, including but not 
limited to cell phones, cordless phones, portable computers, fax machines, and voice mail 
communications are required to use these methods in strict compliance with the trade secrets and 
confidential communication policy established by the Company.  These communications tools should not 
be used for communicating confidential or sensitive information or any trade secrets. 
 
Access to the Internet, websites, and other types of Company-paid computer access are to be used for 
Company-related business only.  Any information about Company, its products or services, or other types 
of information that will appear in the electronic media about the Company must be approved by General 
Manager before the information is placed on an electronic information resource that is accessible to 
others. 
 
Questions about access to electronic communications or issues relating to security should be addressed to 
General Manager. 
 
 

Personal Use of Company Telephone/Cell Phone 
 
Employees who are provided a Company telephone and/or cell phone may use the phone for personal 
reasons only in the case of an emergency.  Other personal use is prohibited.  Employees are prohibited 
from using Company telephones and/or cell phones and any other Company property to conduct personal 
business.  Employees are responsible for paying for additional costs incurred by the Company as a result 
of personal use of a Company telephone or cell phone. 
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Confidential Information 
 
All Mid Valley Disposal records and information relating to Mid Valley Disposal or its clients are 
confidential and employees must, therefore, treat all matters accordingly.  Careful custody and handling 
of Company documents or materials containing confidential information are of critical importance to the 
well being of Mid Valley Disposal.  Each employee is responsible for safeguarding against the theft, loss, 
unauthorized use or disclosure of this information.  Therefore, if in the course of your work you have 
access to such material, you must take whatever steps are necessary to assure that it is handled, stored, 
transmitted or destroyed in a manner that will preclude loss or misuse.  Such material may not be copied 
without the express consent of the originator nor can it be removed from Mid Valley Disposal without 
prior authorization.  Some common confidential matters are: 

 Employee names, addresses and telephone numbers; 

 Employee performance reviews and personnel files; 

 Company expenses and financial data; 

 Marketing and sales data and plans; 

 New service developments; 

 Company client information; 

 Anything marked "Confidential", "Company Private", "Secret", "Personal", etc.  Such private and 
confidential information should be given only to those personnel in Company who have a need 
and authority to know in order to function in their jobs.  For everyone else, inside or outside 
Company confidential means confidential. 

 
No Mid Valley Disposal information WHATSOEVER is to be given by any employee over the telephone 
to any person without prior approval.  If a call seeking confidential Company information appears 
suspect, it should be routed or reported immediately to your supervisor or the appropriate Director within 
the Company.  In addition, no information is to be given to a person soliciting information in person.  
Again, your supervisor or the appropriate Director within the Company should be notified immediately.  
Employees who use cell phones, cordless phones, portable computers, and facsimile machines should not 
use these methods for communicating confidential or sensitive information or any trade secret or 
proprietary information. Unauthorized disclosure of any information shall result in discipline up to and 
including termination. 
 
All employees will also be required to sign the Company’s separate Confidentiality Agreement. 
 
 

Housekeeping 
 
All employees are expected to keep their work areas clean and organized.  The inside and cab area of 
company equipment and collection vehicles are considered to be work areas. People using common areas 
such as lunch - rooms, locker rooms, and restrooms are expected to keep them sanitary.  Please clean up 
after meals and dispose of trash properly. 
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Off-Duty Use of Company Property 
 
Employees are prohibited from remaining on Company premises or making use of Company facilities 
while not on duty.  Employees are expressly prohibited from using Company facilities, Company 
property, or Company equipment for personal use without the authorization of General Manager. 
 
 

Employee Parking 
 
Employees may park their vehicles in designated areas, if space permits.  If space is unavailable, 
employees must park in permissible public areas in the vicinity of Company property.  Employees may 
not use parking areas specifically designated for customers, vendors, Company vehicles, or reserved for 
managers.  Mid Valley Disposal is not responsible for any loss or damage to employee vehicles or 
contents while parked on Company property. 
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XI. COMPANY POLICIES 
 

Attendance and Punctuality 
 
As an employee of Mid Valley Disposal, you are expected to be punctual and regular in attendance.  Any 
tardiness or absence causes problems for your fellow employees and your supervisor.  When you are 
absent, your assigned work must be performed by others.  
 
Employees are expected to report to work as scheduled, on time, and prepared to start work.  Employees 
also are expected to remain at work for their entire work schedule, except for meal periods or when 
required to leave on authorized Company business.  Late arrival, early departure, or other unanticipated 
and unapproved absences from scheduled hours are disruptive and must be avoided.  
 
If you are unable to report for work on any particular day, you must under all but the most extenuating 
circumstances call your supervisor at least one hour before the time you are scheduled to begin working 
for that day.   If you call less than one hour before your scheduled time to begin work and do not arrive in 
time for your assigned shift, you will be considered tardy for that day.  In all cases of absence or 
tardiness, employees must provide their supervisor with an honest reason or explanation.  Employees also 
must inform their supervisor of the expected duration of any absence.  Excessive absenteeism or 
tardiness, whether excused or not, will not be tolerated.  Mid Valley Disposal defines excessive 
absenteeism as more than five (5) days absence in a month period. 
 
If you fail to report for work without any notification to your supervisor and your absence continues for a 
period of 3 days, Mid Valley Disposal will consider that you have abandoned your employment (No Call/ 
No Show). 
 
 

Conducting Personal Business 
 
Employees are to conduct only Mid Valley Disposal business while at work.  Employees may not conduct 
personal business or business for another employer during their scheduled working hours. 
 
 

Telephone/Cell Phone/Electronic Communication Device Use  
 
Employees are not permitted to use a telephone, cell phone/handheld electronic communication device, 
pager, digital assistant, laptop, or any other electronic communicative device during working hours for 
any non-business purpose, except as authorized by your supervisor.  Personal phone calls to/from friends, 
relatives, or others are not permitted except in emergency situations. 
 

Conflicts of Interest 
 
Mid Valley Disposal demands all employees maintain the highest level of integrity and objectivity in 
performing their job duties.  Employees are expected to conduct their business dealings with suppliers, 
vendors and customers in a manner that will avoid any conflicts of interest, or appearance of a conflict of 
interest between the employee's interest and the interest of the Company.  Any solicitation of, or 
requirements of, gratuities or gifts from suppliers, vendors or co-workers for from any other third party is 
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strictly prohibited. 
 
It is essential for the protection of both the employee and Mid Valley Disposal to avoid any situations that 
might constitute a conflict of interest, such as employment by or financial interest in the business of a 
competitor, supplier, or customer of Mid Valley Disposal.  Therefore, Mid Valley Disposal has adopted 
the following guidelines: 
 
As a condition of employment, no employee or any other member of employee's immediate family, 
without prior written consent of the General Manager may have a financial interest in any of the 
following: 

 A competitor of Mid Valley Disposal; or 

 A customer of Mid Valley Disposal; or 

 A business supplying Mid Valley Disposal. 

 
Mid Valley Disposal will not rent, lease or buy other property for its operations from an employee or an 
employee's relative without the prior written consent of the General Manager.  An employee may not do 
business with a relative on behalf of Mid Valley Disposal without prior written consent of the General 
Manager.  An employee may not give or accept a gift, loan or unreasonable favors from a person having 
business relations with Company.  This does not prohibit small or casual entertainment that are ethically 
proper.  If a person offers an employee a gift or unreasonable favor, the employee has a duty to 
immediately report the incident to the General Manager.  Any employee who is involved in a conflict of 
interest or breach of confidentiality will be subject to disciplinary action up to and including termination. 
 
 

Customer Relations 
 
Employees are expected to be polite, courteous, prompt, and attentive to every customer.  When an 
employee encounters an uncomfortable situation that he or she does not feel capable of handling, the 
general manager should be called immediately. 
 
Ours is a service business and all of us must remember that the customer always comes first.  Our 
customers ultimately pay all of our wages.  Remember, while the customer is not always right, the 
customer is never wrong. 
 
Customers are to be treated courteously and given proper attention at all times.  Never regard a customer's 
question or concern as an interruption or an annoyance.  You must respond to inquiries from customers, 
whether in person or by telephone, promptly and professionally. 
 
Never place a telephone caller on hold for an extended period.  Direct incoming calls to the appropriate 
person and make sure the call is received.   Never argue with a customer.  If a problem develops or if a 
customer remains dissatisfied, ask your supervisor or the general manager to intervene. 
 
Through your conduct, show your desire to assist the customer in obtaining the help he or she needs. If 
you are unable to help a customer, find someone who can.  All correspondence and documents, whether 
to customers or others, must be neatly prepared and error-free.  Attention to accuracy and detail in all 
paperwork demonstrates your commitment to those with whom we do business. 
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Dedication of Services to Company 
 
While employed by Mid Valley Disposal, employees are expected to devote their energies to their jobs 
with Mid Valley Disposal.  The following types of employment elsewhere are strictly prohibited: 
 

 Additional employment that conflicts with an employee’s work schedule, duties, and 
responsibilities at the Company; 

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

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

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

 Additional employment that directly or indirectly competes with the business or the interests of 
the Company. 

Employees who wish to engage in additional employment that may create a real or apparent conflict of 
interest must submit a written request to Human Resources Department explaining the details of the 
additional employment.  If the additional employment is authorized, Mid Valley Disposal assumes no 
responsibility for it.  Mid Valley Disposal shall not provide workers’ compensation coverage or any other 
benefit for injuries occurring from or arising out of additional employment.  Authorization to engage in 
additional employment can be revoked at any time. 
 
 

Dress Code and Other Personal Standards 
 
Employees are expected to wear clothing appropriate for the nature of our business and the type of work 
performed.  Clothing should be neat, clean and tasteful. Avoid clothing that can create a safety hazard. 
Department managers may issue more specific guidelines. 
 
 

Drug and Alcohol Abuse 
 
Mid Valley Disposal is concerned about the use of alcohol, illegal drugs, or controlled substances as it 
affects the workplace.  Use of these substances, whether on or off the job can detract from an employee’s 
work performance, efficiency, safety, and health, and therefore seriously impair the employee’s value to 
the Company.  In addition, the use or possession of these substances on the job constitutes a potential 
danger to the welfare and safety of other employees and exposes the Company to the risks of property 
loss or damage, or injury to other persons. 
 
Furthermore, the use of prescription drugs and/or over-the-counter drugs also may affect an employee’s 
job performance and may seriously impair the employee’s value to the Company.  
 
The following rules and standards of conduct apply to all employees either on Company property or 
during the workday (including meals and rest periods).  Behavior that violates Company policy includes: 
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 Possession or use of an illegal or controlled substance, or being under the influence of an illegal 
or controlled substance while on the job; 

 Driving a Company vehicle while under the influence of alcohol; and 

 Distribution, sale, or purchase of an illegal or controlled substance while on the job. 

 
Violation of these rules and standards of conduct will not be tolerated.  Mid Valley Disposal also may 
bring the matter to the attention of appropriate law enforcement authorities.  
 
Mid Valley Disposal reserves the right to require drug and/or alcohol testing of any employee. 
 
In order to enforce this policy, Mid Valley Disposal reserves the right to conduct searches of Company 
property or employees and/or their personal property, and to implement other measures necessary to deter 
and detect abuse of this policy.  
 
An employee’s conviction on a charge of illegal sale or possession of any controlled substance while off 
Company property will not be tolerated because such conduct, even though off duty, reflects adversely on 
Company.  In addition, the Company must keep people who sell or possess controlled substances off 
Company premises in order to keep the controlled substances themselves off the premises. 
 
Any employee who is using prescription or over-the-counter drugs that may impair the employee’s ability 
to safely perform the job, or affect the safety or well-being of others, must notify a supervisor of such use 
immediately before starting or resuming work.  
 
Mid Valley Disposal will encourage and reasonably accommodate employees with alcohol or drug 
dependencies to seek treatment and/or rehabilitation.  Employees desiring such assistance should request 
a treatment or rehabilitation leave.  The Company is not obligated, however, to continue to employ any 
person whose performance of essential job duties is impaired because of drug or alcohol use, nor is the 
Company obligated to re-employ any person who has participated in treatment and/or rehabilitation if that 
person’s job performance remains impaired as a result of dependency.  Additionally, employees who are 
given the opportunity to seek treatment and/or rehabilitation, but fail to successfully overcome their 
dependency or problem, will not automatically be given a second opportunity to seek treatment and/or 
rehabilitation.  
 
This policy on treatment and rehabilitation is not intended to affect the Company’s treatment of 
employees who violate the regulations described previously.  Rather, rehabilitation is an option for an 
employee who acknowledges a chemical dependency and voluntarily seeks treatment to end that 
dependency. 
 
 

Employment of Relatives 
 
Relatives of employees may be eligible for employment with Mid Valley Disposal only if individuals 
involved do not work in a direct supervisory relationship, or in job positions in which a conflict of interest 
could arise.  The Company defines “relatives” as spouses, registered domestic partners, children, siblings, 
parents, in-laws, and step-relatives.  Present employees who marry or become registered domestic 
partners will be permitted to continue working in the job position held only if they do not work in a direct 
supervisory relationship with one another or in job positions involving conflict of interest. 
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Moonlighting 
 
Mid Valley Disposal discourages its employees from holding a second job.  Mid Valley Disposal asks 
that you think seriously about the effects that such extra work may have on the limits of your endurance, 
overall personal health and effectiveness with the Company.  Mid Valley Disposal will hold all 
employees to the same standards of performance and scheduling demands and cannot make exceptions for 
employees who also hold outside jobs. 
 
 

News Media Contacts 
 
Employees may be approached for interviews or comments by the news media.  Only contact people 
designated by the General Manger may comment to news reporters on Mid Valley Disposal policy or 
events relevant to Mid Valley Disposal. 
 
 

Off-Duty Conduct 
 
While Mid Valley Disposal does not seek to interfere with the off-duty and personal conduct of its 
employees, certain types of off-duty conduct may interfere with the Company’s legitimate business 
interests.  For this reason, employees are expected to conduct their personal affairs in a manner that does 
not adversely affect the Company’s or their own integrity, reputation or credibility.  Illegal or immoral 
off-duty conduct by an employee that adversely affects the Company’s legitimate business interests or the 
employee's ability to perform his or her job will not be tolerated.  
 
 

Open-Door Policy 
 
Suggestions for improving the work environment at Mid Valley Disposal are always welcome.  At some 
time, you may have a complaint, suggestion, or question about your job, your working conditions, or the 
treatment you are receiving.  Your good-faith complaints, questions, and suggestions also are of concern 
to the Company.  We ask you to first discuss your concerns with your supervisor, following these steps: 
 

 Within a week of the occurrence, bring the situation to the attention of your immediate 
supervisor, who will then investigate and provide a solution or explanation. 

 If the problem persists, you may describe it in writing and present it to the Human Resources 
Department, who will investigate and provide a solution or explanation. If you need assistance 
with your complaint, or you prefer to make a complaint in person, contact Human Resources 
Manager.  We encourage you to bring the matter to the Human Resources Department as soon as 
possible after you believe that your immediate supervisor has failed to resolve it. 

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

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

Solicitation and Distribution of Literature 
 
In order to ensure efficient operation of the Mid Valley Disposal business and to prevent disruption to 
employees, we have established control of solicitations and distribution of literature on Company 
property.  Mid Valley Disposal has enacted rules applicable to all employees governing solicitation, 
distribution of written material, and entry onto the premises and work areas.  All employees are expected 
to comply strictly with these rules.  Any employee who is in doubt concerning the application of these 
rules should consult with his or her supervisor.  
 
No employee shall solicit or promote support for any cause or organization during his or her working time 
or during the working time of the employee or employees at whom such activity is directed.  No 
employee shall distribute or circulate any written or printed material in work areas at any time, or during 
his or her working time or during the working time of the employee or employees at whom such activity 
is directed.  
 
Under no circumstances will non-employees be permitted to solicit or to distribute written material for 
any purpose on Company property. 
 
 

Prohibited Employee Conduct 
 
The listing of the following disciplinary actions does not in any way detract from or alter the right of the 
Company or the employee to terminate the employment relationship at any time, with or without cause.   
Also, the Company retains the right to demote, transfer, change job duties, and change compensation at 
any time with or without notice and with or without cause in its sole discretion.   
 
Disciplinary action may include a verbal-documented warning, written warning, suspension with or 
without pay, and/or termination.  The disciplinary action used to maintain the standard of conduct will be 
determined in light of the facts and circumstances of each individual case.  Each incident will be 
considered in light of a variety of factors, including: 

 The seriousness of the incident and the circumstances; 

 The employees past conduct; 

 The nature of any previous incidents; and/or, 

 The general practice as it relates to the incident. 

 
The intent of corrective disciplinary action is to formally document problems while providing the 
employee with a reasonable time within which to improve performance.  The process is designed to 
encourage development by providing employees with guidance in areas that need improvement. 
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Although not comprehensive, the following list represents the types of behavior that will be considered 
improper and unacceptable in the workplace, and may subject employees to the above-mentioned 
discipline: 
 

 Stealing private or Company property; 

 Gambling on Company property; 

 Willful destruction or defacement of private or Company property; 

 Possession, sale, use or being under the influence of illicit drugs on Company property or 
during working hours.  If an employee must use a prescription drug which may impact their 
ability to safely perform their work during working hours, written authorization from their 
doctor must be given to their supervisor; 

 Violation of traffic or parking regulations while using Company or customer vehicles.  Also, 
failure to properly report any type of accident involving a Company or customer vehicle. 

 Falsification or misrepresentation of information on any Company form, e.g., time cards, 
application, Company and personnel records; 

 Possession, use or being under the influence of alcohol on Company property during working 
hours; 

 Fighting on Company property; 

 Immoral or indecent conduct on Company property; 

 Sleeping during work time; 

 Threats, intimidation including using obscene, abusive or threatening language to any 
Company employees or members of the public; 

 Carrying or bringing a weapon or concealed weapon to work including: bringing any type of 
concealed weapon in a personal or Company vehicle used for Company business; bringing 
weapons of any kind onto any Company property or work site. 

 Disorderly conduct such as practical jokes, horseplay, etc. 

 Making defamatory or false statements detrimental to the facility’s operation or good 
standing in the community. 

 Disregarding instruction of supervisor or proper authority; 

 Failure to be courteous and polite at all times to other employees and customers; 

 Failure to notify your supervisor prior to the beginning of a shift that you will not be 
reporting to work;  

 Leaving work area, job assignment or department during working hours without proper 
authorization; 

 Failure to observe work schedules including rest and lunch periods; 

 Failure to observe safety rules and regulations; 

 Contributing to unsanitary conditions or poor housekeeping; 
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 Inefficiency, lack of productive effort or other unsatisfactory work performance; 

 Unauthorized use of Company time, materials or equipment for personal activities; 

 Unsuitable or improper attire for the work situation; 

 Failure to report to work for three consecutive scheduled workdays without proper 
authorization.  Employees failing to provide this notice will be considered to have voluntarily 
terminated their employment; 

 Excessive number of absences or tardies; 

 Smoking in areas not designated for smoking;  (Only cigarette smoking is permitted.) 

 Company vehicles are only to be used for Company business, commuting to and from work 
and occasional local use.  Any other personal use of a Company vehicle, including travel 
outside the Company working area, is strictly prohibited. 

 Being on the premises at unauthorized times without proper reason or loitering before and 
after shifts. 

 Adding personal software to Company computers without prior written authorization is 
strictly prohibited. 
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XII. TERMINATIONS AND LAYOFFS 
 
 

Involuntary Termination of Employment 
 
Violation of Company policies and rules may warrant disciplinary action.  Mid Valley Disposal has 
established a system of discipline that includes verbal warnings, written warnings, and suspension.  The 
system is not formal and Mid Valley Disposal may, in its sole discretion, utilize whatever form of 
discipline is deemed appropriate under the circumstances, up to, and including, termination of 
employment.  The Company’s policy of discipline in no way limits or alters the at-will employment 
relationship between the Company and the Employee. 
 
 

Reductions in Force/Layoffs of Employment 
 
Under some circumstances, Mid Valley Disposal may need to restructure or reduce its workforce.  If 
restructuring our operations or reducing the number of employees becomes necessary, Mid Valley 
Disposal will attempt to provide advance notice, if possible, to help prepare affected individuals.  If 
possible, employees subject to layoff will be informed of the nature of the layoff and the foreseeable 
duration of the layoff, whether short-term or indefinite. 
 
In determining which employees will be subject to layoff, Mid Valley Disposal will take into account, 
among other things, operation and requirements, the skill, productivity, ability, and past performance of 
those involved, and also, when feasible, the employee’s length of service. 
 
 

Voluntary Termination of Employment 
 
Voluntary termination results when an employee voluntarily resigns his or her employment at Mid Valley 
Disposal, or fails to report to work for three consecutively scheduled workdays without notice to, or 
approval by, his or her supervisor.  All Company-owned property, including vehicles, keys, uniforms, 
identification badges, and credit cards, must be returned immediately upon termination of employment. 
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Mid Valley Disposal 
 

AGREEMENT AND ACKNOWLEDGMENT 
OF RECEIPT OF EMPLOYEE HANDBOOK 

 
 

 Employer and Employee agree that this Handbook exclusively sets forth Mid Valley 
Disposal’s employment policies and procedures and represents and expresses their complete 
agreement regarding the terms and conditions of employment.  Employer and Employee further 
agree that none of these policies and procedures can be amended, modified or altered in any way 
by oral statements or in any other way, but can only be altered by written amendment signed by 
General Manager of Mid Valley Disposal. 
 
 I hereby acknowledge receipt of the Employee Handbook for Mid Valley Disposal.  I 
have thoroughly read and understand the Company policy and rules set forth in the Employee 
Handbook of Mid Valley Disposal and agree to abide by them. 
 
 
 
_________________________________________  ________________________ 
Employee Signature      Date 
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Mid Valley Disposal 
 

ACKNOWLEDGMENT OF AT-WILL EMPLOYMENT 
 
 

 I understand and agree that my employment may be terminated by Mid Valley Disposal 
at any time, with or without cause, and with or without notice, at the option of either the 
Company or myself.  I understand and agree that the Company retains the right to demote, 
transfer, change my job duties, and change my compensation at any time with or without notice 
and with or without cause in its sole discretion.  Employer and Employee further agree that this 
at-will employment policy cannot be amended, modified or altered in any way by oral statements 
or in any other way, and can only be altered by written amendment signed by the General 
Manager of Mid Valley Disposal. 
 
 
 
_________________________________________  ________________________ 
Employee Signature    Date  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
62232.1  MI380-001 
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I. INTRODUCTION 
 

Welcome to Mid Valley Disposal 
 
Welcome!  As an employee at one of the Mid Valley family of companies (which includes Mid Valley 
Disposal, Inc., Mid Valley Disposal, LLC, Mid Valley Recycling, LLC, and Crown Transportation, LLC, 
individually referred to as the “Company”) you are an important member of a team effort.  We hope that 
you will find your position rewarding, challenging, and productive. 
 
Because our success depends upon the dedication of our employees, we are highly selective in choosing 
new members of our team.  We look to you and the other employees to contribute to the success of the 
Company. 
 
This employee handbook is intended to explain the terms and conditions of employment of all employees 
and supervisors.  Written employment contracts between the Company and some individuals may 
supersede some of the provisions of this handbook. 
 
This handbook summarizes the policies and practices in effect at the time of publication.  This handbook 
supersedes all previously issued handbooks and any policy or benefit statements or memoranda that are 
inconsistent with the policies described here.  Your supervisor or manager will be happy to answer any 
questions you may have. 
 
 

At-Will Employment Status 
 
Company personnel are employed on an at-will basis.  Employment at-will may be terminated with or 
without cause and with or without notice at any time by the employee or the Company.  Nothing in this 
handbook shall limit the right to terminate at-will employment.  No manager, supervisor, or employee has 
any authority to enter into an agreement for employment for any specified period of time or to make an 
agreement for employment on other than at-will terms.  Only the General Manager of The Company has 
the authority to make any such agreement, which is binding only if it is in writing. 
 
 

Right to Revise Employee Handbook 
 
This employee handbook contains the employment policies and practices of the Company in effect at the 
time of publication.  All previously issued handbooks and any inconsistent policy statements or 
memoranda are superseded. 
 
The Company reserves the right to revise, modify, delete, or add to any and all policies, procedures, work 
rules, or benefits stated in this handbook or in any other document, except for the policy of at-will 
employment.  However, any such changes must be in writing and must be signed by the General 
Manager. 
 
Any written changes to this handbook will be distributed to all employees so that employees will be 
aware of the new policies or procedures.  No oral statements or representations can in any way alter the 
provisions of this handbook. 
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This handbook sets forth the entire agreement between you and the Company as to the duration of 
employment and the circumstances under which employment may be terminated.  Nothing in this 
employee handbook or in any other personnel document, including benefit plan descriptions, creates or is 
intended to create a promise or representation of continued employment for any employee. 
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II. EQUAL OPPORTUNITY POLICIES 
 
 

Equal Employment Opportunity Policy 
 
The Company is an equal opportunity employer and makes employment decisions on the basis of merit.  
We want to have the best available persons in every job.  Company policy prohibits unlawful 
discrimination based on race, color, creed, gender, gender identity, religion, marital status, registered 
domestic partner status, age, national origin or ancestry, physical or mental disability, medical condition 
including genetic characteristics, sexual orientation, or any other consideration made unlawful by federal, 
state, or local laws.  It also prohibits unlawful discrimination based on the perception that anyone has any 
of those characteristics, or is associated with a person who has or is perceived as having any of those 
characteristics.  All such discrimination is unlawful. 
 
The Company is committed to compliance with all applicable laws providing equal employment 
opportunities.  This commitment applies to all persons involved in Company operations and prohibits 
unlawful discrimination by any employee of the Company, including supervisors and coworkers. 
 
To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a 
disability, The Company will make reasonable accommodations for the known physical or mental 
limitations of an otherwise qualified individual with a disability who is an applicant or an employee 
unless undue hardship would result. 
 
Any applicant or employee who requires an accommodation in order to perform the essential functions of 
the job should contact the Human Resources Department with day-to-day personnel responsibilities and 
request such an accommodation.  The individual with the disability should specify what accommodation 
he or she needs to perform the job.  The Company then will conduct an investigation to identify the 
barriers that interfere with the equal opportunity of the applicant or employee to perform his or her job.  
The Company will identify possible accommodations, if any, that will help eliminate the limitation.  If the 
accommodation is reasonable and will not impose an undue hardship, the Company will make the 
accommodation. 
 
If you believe you have been subjected to any form of unlawful discrimination, please contact your 
supervisor or the Human Resources Department to submit a written complaint.  If the complaint 
implicates your supervisor or the Human Resources Department, then please feel free to provide your 
complaint to General Manager.  Your complaint should be specific and should include the names of the 
individuals involved and the names of any witnesses.  The Company will immediately undertake an 
effective, thorough, and objective investigation and attempt to resolve the situation.  
 
If the Company determines that unlawful discrimination has occurred, effective remedial action will be 
taken commensurate with the severity of the offense.  Appropriate action also will be taken to deter any 
future discrimination and you will be notified of the Company’s response to your complaint.  The 
Company will not retaliate against you for filing a complaint and will not knowingly permit retaliation by 
management employees or your coworkers. 
 

Unlawful Harassment Policy 
 
The Company is committed to providing a work environment free of unlawful harassment. Company 
policy prohibits sexual harassment and harassment based on pregnancy, childbirth or related medical 
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conditions, race, religious creed, color, gender, gender identity, national origin or ancestry, physical or 
mental disability, medical condition, marital status, registered domestic partner status, age, sexual 
orientation or any other basis protected by federal, state or local law or ordinance or regulation.  All such 
harassment is unlawful.  The Company’s anti-harassment policy applies to all persons involved in the 
operation of the Company and prohibits unlawful harassment by any employee of the Company, 
including supervisors and managers, as well as vendors, customers, independent contractors and any other 
persons.  It also prohibits unlawful harassment based on the perception that anyone has any of those 
characteristics, or is associated with a person who has or is perceived as having any of those 
characteristics.  
 
Prohibited unlawful harassment includes, but is not limited to, the following behavior: 
 

 Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual 
advances, invitations or comments; 

 Visual displays such as derogatory and/or sexually-oriented posters, photography, cartoons, 
drawings or gestures; 

 Physical conduct including assault, unwanted touching, intentionally blocking normal movement 
or interfering with work because of sex, race or any other protected basis; 

 Threats and demands to submit to sexual requests as a condition of continued employment, or to 
avoid some other loss and offers of employment benefits in return for sexual favors; and 

 Retaliation for reporting or threatening to report harassment. 

 
If you believe that you have been unlawfully harassed, immediately bring your complaint to your own or 
any other Company supervisor, Human Resources Department, or the General Manager of the Company 
as soon as possible after the incident.  You will be asked to provide details of the incident or incidents, 
names of individuals involved and names of any witnesses.  It would be best to communicate your 
complaint in writing, but this is not mandatory.  Supervisors will refer all harassment complaints to either 
the Human Resources Department or the General Manager as appropriate under the circumstances.  The 
Company will immediately undertake an effective, thorough and objective investigation of the harassment 
allegations. 
 
If The Company determines that unlawful harassment has occurred, effective remedial action will be 
taken in accordance with the circumstances involved.  Any employee determined by The Company to be 
responsible for unlawful harassment will be subject to appropriate disciplinary action, up to, and 
including termination.  A Company representative will advise all parties concerned of the results of the 
investigation.  The Company will not retaliate against you for filing a complaint and will not tolerate or 
permit retaliation by management, employees or co-workers. 
 
The Company encourages all employees to report any incidents of harassment forbidden by this policy 
immediately so that complaints can be quickly and fairly resolved.  You also should be aware that the 
Federal Equal Employment Opportunity Commission and the California Department of Fair Employment 
and Housing investigate and prosecute complaints of prohibited harassment in employment.  If you think 
you have been harassed or that you have been retaliated against for resisting or complaining, you may file 
a complaint with the appropriate agency.  The nearest office is listed in the telephone book. 
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III. EMPLOYMENT POLICIES 
 
 

Requirements for Employment 
 
The following are requirements for employment with the Company: 

 Must have a valid Social Security Number; 

 Must complete a W-4 form; 

 Must have completed an employment application; 

 Must assure that you are in physical condition appropriate to perform the job for which you 
apply; 

 Must have appropriate documentation establishing your right to work in the United States in 
compliance with state and federal law. 

 Insurability - All employees must remain insurable under the Company’s general liability 
insurance policy.  If any employee is declared uninsurable by the Company's insurance company, 
the employee will immediately be considered ineligible for further employment and will be 
considered to have voluntarily terminated his/her employment as of the date of notification by the 
insurance company of uninsurability. 

 Drug and Alcohol Testing – The Company reserves the right to require drug and/or alcohol 
testing of any applicant or employee. 

 Prospective employees who will be required to drive Company vehicles will provide the 
Company with current and acceptable motor vehicle driving information.  Employment and 
assignment will be conditional pending the receipt of a satisfactory report from the State of 
California, Department of Motor Vehicles. 

 Must maintain a valid State of California driver’s license and at least the minimum auto insurance 
as required by California law if using your personal vehicle for Company business. 

Job Duties 
 
Upon employment, your supervisor will explain your job responsibilities and the performance standards 
expected of you.  Be aware that your job responsibilities may change at any time during your 
employment.  From time to time, you may be asked to work on special projects, or to assist with other 
work necessary or important to the operation of your department or the Company.  Your cooperation and 
assistance in performing such additional work is expected. 
 
The Company reserves the right, at any time, with or without notice, to alter or change job 
responsibilities, reassign or transfer job positions, or assign additional job responsibilities. 
 

MVD 000064

glaval
Sticky Note
None set by glaval

glaval
Sticky Note
MigrationNone set by glaval

glaval
Sticky Note
Unmarked set by glaval



11 
Employee Handbook          Revised 7/1/2015 
 

 

Regular Employees 
 
Regular employees are those who are hired to work on a regular schedule. Regular employees may be 
classified as full-time or part-time. 
 

Full-Time Employees 
 
Regular full-time employees are those who are scheduled for and do work 40 hours per week. 
Regular full-time employees are eligible for most employee benefits described in this handbook. 
 

Part-Time Employees 
 
Part-time employees are those who are scheduled for and do work fewer than 40 hours per week 
on a regular schedule.  Part-time employees who work over 30 hours per week, are eligible for 
the following Company benefits: Holiday Pay, Health Insurance. Part-time employees are not 
eligible for the 401k plan. 

 
 

Temporary Employees 
 
Temporary employees are those employed for short-term assignments.  Short-term assignments generally 
are periods of three months or fewer; however, such assignments may be extended.  Temporary 
employees are not eligible for employee benefits except those mandated by applicable law. 
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IV. HOURS OF WORK 
 
 

Work Schedules 
 
The Company is normally open for business between the hours of 7 a.m. and 5 p.m., Monday through 
Saturday.  Your supervisor will assign your individual work schedule.  All employees are expected to be 
at their desks or workstations at the start of their scheduled shifts, ready to work. 
 
Exchanging work schedules with other employees is discouraged.  However, if you need to exchange 
schedules, notify your supervisor, who may authorize an exchange if possible.  Work schedule exchanges 
will not be approved for the mere convenience of an employee or if the exchange interferes with normal 
operations or results in excessive overtime. 
 
 
Workweek 
 
The workweek begins at 12:01 a.m. Sunday and ends at midnight on Saturday for payroll purposes. 
 
 

Non-Exempt Employees’ Hours of Work 
 

Timekeeping Requirements 
 
All non-exempt employees are required to use a time clock to record time worked for payroll 
purposes.  Employees must record their own time at the start and at the end of each work period, 
including before and after the lunch break.  Employees also must record their time whenever they 
leave the building for any reason other than Company business.  If you experience an error with 
the timecard system, you must notify your supervisor immediately.  Punching another employee’s 
timecard, allowing another employee to punch your timecard, or altering a timecard is not 
permissible and is subject to disciplinary action. 
 
Any errors on your timecard should be reported immediately to your supervisor. 
 

Meal and Rest Periods 
 
Non-exempt employees are provided with either a 30-minute or 1-hour meal period, to be taken 
approximately in the middle of the workday.  The meal period must begin before the employee 
exceeds five (5) hours of work.  Unless the employee qualifies for an exception and signs a 
waiver of the employee’s right to a meal period that is also signed by an authorized supervisor, it 
is the employee’s obligation under the law and Company policy to take a meal period of at least 
30 minutes within the time identified above.  Violation of this rule constitutes a violation of the 
law and Company policy and may subject the employee to discipline, including the possibility of 
immediate termination. 
 
Employees are required to clock out and clock back in when starting and ending their meal 
periods. Failure to clock out or clock back in for a meal period is a violation of company policy 
and can result in disciplinary action. In some cases, it is impractical for an employee to clock out 
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during the normal course of duties. The Company may authorize an employee to take their meal 
period without clocking out only if they have signed a separate automatic meal period deduction 
form. Employees who sign the form will have their meal period automatically deducted from 
their daily time. Employees who do not qualify for and have not signed the automatic meal period 
deduction form are required to clock out and in for meal periods. 
 
Employees are allowed a 10-minute rest period for every four hours of work or major portion 
thereof and should be taken as close to the middle of each work period as possible.  Your 
supervisor will schedule your meal and rest periods. 
 
You are expected to observe your assigned working hours and the time allowed for meal and rest 
periods.  Do not leave the premises during your rest period and do not take more than 10 minutes 
for each rest period.  You may leave the premises during your meal period. 
 
Employees who feel they were denied a meal or rest period, or who fail to take a meal or rest 
period as required by law and Company policy are required to notify their supervisor within 24 
hours, so that the matter can be fully and carefully investigated and appropriate corrective action 
can be taken. 
 
 

Overtime 
 
Non-exempt employees may be required to work overtime as necessary.  Only actual hours 
worked in a given workday or workweek can apply in calculating overtime.  The Company will 
attempt to distribute overtime evenly and accommodate individual schedules.  All overtime work 
must be previously authorized by a supervisor.  The Company provides compensation for all 
overtime hours worked by non-exempt employees in accordance with state and federal law as 
follows: 
 

 All hours worked in excess of eight hours in one workday or 48 hours in one workweek 
will be treated as overtime.  A workday begins at 12:01 a.m. and ends at midnight 24 
hours later.  Workweeks begin each Sunday at 12:01 a.m; 

 Compensation for hours in excess of 48 for the workweek, or in excess of eight and not 
more than 12 for the workday, and for the first eight hours on the seventh consecutive 
day of work in one workweek, shall be paid at a rate one and one-half times the 
employee's regular rate of pay; 

 Compensation for hours in excess of 12 in one workday and in excess of eight on the 
seventh consecutive workday in a workweek shall be paid at double the regular rate of 
pay; and 

Exempt employees may have to work hours beyond their normal schedules as work demands 
require.  No overtime compensation will be paid to exempt employees. 
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V. WAGES AND COMPENSATION 
 
 

Payment of Wages 
 
Paychecks are normally available by 4:00 p.m. at the main office.  If you observe an error on your check, 
please report it immediately to your supervisor. 

 

Bi-Weekly Payments 
 
All employees are paid every other Friday for work performed during the previous Two-week pay 
period.  If a regular payday falls on a holiday, employees will be paid on the last day worked 
before the holiday. Management will publish a schedule of pay periods and check dates annually. 

 

Payroll Advances 
 
Company does not permit payroll advances against paychecks or against unaccrued paid time off. 
 
 

Other Compensation 
Reporting to Work Pay 
 
Company will pay employees for half of the regularly scheduled workday if employees report to 
work as scheduled but no work is available. 
 
Company will not pay employees for reporting under the following circumstances: 
 

 Interruption of work because of the failure of any or all public utilities; or 

 Interruption of work because of natural causes or other circumstances beyond the 
Company’s power to control. 

Expense Reimbursements 
 
Company reimburses employees for authorized business expenses on the last check of each 
month.  Employees who have expense accounts or who have incurred authorized business 
expenses must submit required receipts and a completed expense reimbursement form to Human 
Resources Department no later than the 15th of each month. 
 
All expenses or the use of the Company’s expense account must be authorized by a supervisor 
prior to the expense.  The Company reserves the right to not to reimburse an employee for an 
unauthorized expense incurred, and may take disciplinary action up to an including termination of 
employment for such unauthorized action. 
 
If you have any questions about the Company’s expense reimbursement policy, contact the 
Human Resource Manager. 
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Deductions for Salaried Employees 
 
Employees paid on a “salary basis” regularly receive a predetermined amount of compensation each pay 
period.  Subject to the exceptions listed below, a salaried employee will receive his/her full salary for any 
workweek in which he/she performs any work, regardless of the number of days or hours worked.  A 
salaried employee may not be paid for any workweek in which he/she performs no work, subject to 
Company benefits programs and policies. 
 
No deductions from salary may be made for time when work is not available, provided the salaried 
employee is ready, willing, and able to work.  Deductions from pay are permissible when a salaried 
employee: 
 

 Is absent from work for one or more full days for personal reasons other than sickness or 
disability; 

 Is absent for one or more full days due to sickness or disability if the deduction is made in 
accordance with a bona fide plan, policy, or practice of providing compensation for salary lost 
due to illness; 

 Is absent for jury duty or military duty for a full week and performs no work during the week; or 

 Works less than a full week during the initial or final week of employment. 

 
It is Company policy to comply with these salary basis requirements.  Therefore, the Company prohibits 
all Company managers from making any improper deductions from the salaries of exempt employees.  
The Company wants employees to be aware of this policy and know that the Company does not allow 
deductions that violate federal or state law. 
 
If you believe that an improper deduction from your salary has been made, you should immediately report 
this information to your direct supervisor, or to Human Resource Manager. 
 
Reports of improper deductions will be investigated promptly.  If it is determined that an improper 
deduction has occurred, you will be promptly reimbursed for any improper deduction made. 
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VI. EMPLOYEE BENEFITS 
 

Health Insurance 
 
The Company provides a comprehensive health insurance plan for eligible full-time employees and their 
dependents when they become eligible and pay the premiums, including medical health insurance.  
 
In the event of an increase in medical insurance premium rates, all employees may be required to 
contribute to the cost of increased premiums to retain coverage.  Details about medical insurance 
coverage are available in a separate publication distributed by the Human Resources Department. 
 
 

Retirement Plan 
 
The Company provides a 401k plan for eligible employees in order to assist in planning for their 
retirement.  For information regarding eligibility, contributions, benefits, and tax status, contact the 
Human Resources Department.  All eligible participants will receive a summary plan description. 
 
 

Paid Time Off (PTO)  
 

Employees are entitled to paid time off (PTO) based upon their years of active service. Active service 
commences with an employee’s first day of work and continues thereafter unless broken by an absence 
without pay, a leave of absence, or termination of employment. Temporary and part-time employees do 
not accrue paid time off. 

Regular full-time employees do not accrue paid time off during the first six months of employment. 
Employees become eligible to take paid time off after completion of the first year of employment, as 
work schedules permit. 

Employees may use accrued paid time off for paid vacation leave, paid sick leave, paid holidays, or any 
other type of paid time off. Employees will need to schedule time off with their supervisors. 

An employee whose employment terminates will be paid for accrued, unused paid time off on a pro rata 
basis. 

Employees on unpaid leave do not accrue paid time off.   

Regular full-time employees accrue paid time off in accordance with the following policy: 

 
0–6 months no accrual 

6 months–1 year 5 days 

2–5 years 10 days per year 

6–10 years 15 days per year 
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After completion of the initial six months of continuous employment, full-time employees begin to accrue 
paid time off at the rate of .0385 hours per straight time hour worked.  An employee who is scheduled to 
and does work 40 hours per week will normally accrue five working days or 40 hours of paid time off in 
the second six months of continuous employment. 
 
In the second, third, and fourth years of continuous employment, full-time employees will accrue paid 
time off time at the rate of .0385 hours per hour worked.  An employee who is scheduled to and does 
work 40 hours per week will normally accrue 10 working days or 80 hours paid time off time in the 
second, third, and fourth years of employment. 
 
Beginning with the fifth year of continuous employment, full-time employees begin to accrue paid time 
off time at the rate of .0575 hours per straight time hour worked.  An employee who is scheduled to and 
does work an average of 40 hours per week will normally accrue 15 working days or 120 hours of paid 
time off beginning in the fifth year of employment. 
 
Employees will continue to accrue paid time off time on Company recognized holidays, and when the 
employee is using previously accrued paid time off time. 
 

 

PTO Accrual Cap 
 
Mid Valley Disposal, LLC encourages employees to take paid time off annually.  Once an 
employee has accrued 1.5 times the maximum amount of paid time off accruable based on their 
respective years of service, the employee will no longer continue to accrue paid time off until 
they have used some of their previously accrued paid time off.  For example, an employee with 
four (4) years’ service would be eligible to accrue a maximum of 10 days of paid time off during 
the year.  Once the employee has accrued 1.5 times maximum paid time off accrual (or in this 
case, 15 days of paid time off), the employee’s paid time off accrual will stop.  Under this 
example, the employee will not start accruing paid time off again until the employee uses some of 
the 15 days of paid time off already on the books.   
This same policy applies to all employees. 
 

PTO Approval 
 
Employees become eligible to take accrued paid time off after six months of active service as 
work schedules permit.  Paid time off schedules must be coordinated and cleared with your 
supervisor.  Company schedules determine permissible paid time off periods, which employees 
may need to defer or otherwise adjust accordingly. 
 
Paid time off shall be scheduled to provide adequate coverage of job responsibilities and staffing 
requirements.  The Department Manager, Supervisor, or General Manager will make final 
determinations and must approve your paid time off schedule in advance. 
 
Paid time off will not be granted during Holidays unless written approval by immediate 
supervisor. 
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PTO for Exempt Employees 
 
Exempt employees must take paid time off in four hour increments. Employees absent for four 
hours or more in a workday will have the corresponding amount of time deducted from their 
accrued paid time off.   
 

Unused PTO Benefits Paid at Termination of Employment 
 
An employee whose employment terminates will be paid for accrued unused paid time off days 
on a pro rata basis. 
 

Required Use of PTO Before Unpaid Leave  
 
You are required to take accrued and unused paid time off before taking unpaid leave, or having 
unpaid absences.  Family and Medical Leave (under both state and federal law) is included in this 
requirement, unless the absence is pregnancy-related.  
 
If you are absent for a reason that qualifies you for Paid Family Leave (PFL) payments, you are 
required to first use any accrued and unused paid time off, up to a maximum of two weeks in a 
12-month period.   
 
Employees who are absent because of their own disability may be eligible for State Disability 
Insurance (SDI) benefits.  SDI payments do not begin until after you have been absent from work 
for 7 calendar days.  If you have accrued paid time off, paid time off will be substituted for the 
unpaid absence. 
 
SDI benefits do not replace all of your usual wages.  Your SDI benefits will be supplemented 
with any accrued and unused paid time off benefits. 
 

Optional Payment of PTO   
 
Employees are offered the option to be paid out for accrued PTO. Employees may request a 
payout of unused PTO twice per year. All PTO payout requests are subject to management 
approval. Any request for a payout of PTO must be submitted to the Human Resource manager at 
least 1 week prior to the scheduled payroll date being requested. 
 
 
 

Paid Sick Leave (PSL) 
 

Effective July 1, 2015, California’s Paid Sick Leave law requires Mid Valley Disposal to provide paid 
sick leave to employees under the following conditions: 

 The Company will provide each newly hired employee with 3 days or 24 hours of paid sick leave 
at the date of hire.  An employee is not eligible to begin using any accrued paid sick leave until 
after 90 days of employment with the Company. 

 In accordance with California’s Paid Sick Leave law, an employee may use paid sick leave for 
one of the following reasons:   
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o For the employee’s own diagnosis, care, or treatment of an existing health condition or 
preventative care. 

o For the diagnosis, care, or treatment of an existing health condition or preventative care 
for an employee’s family member, including: 

o Child (including a biological, adopted, or foster child, stepchild, legal ward, or a 
child to whom the employee stands in loco parentis.)   

o Spouse or Registered Domestic Partner 

o Parent (including biological, adoptive, or foster parent, stepparent, or legal 
guardian of an employee or the employee’s spouse or registered domestic 
partner, or a person who stood in loco parentis when the employee was a minor 
child.) 

o Grandparent 

o Grandchild. 

o Sibling.  

o To obtain any relief or services related to being a victim of domestic violence, sexual 
assault, or stalking including the following with appropriate certification of the need for 
such services: 

o A temporary restraining order or restraining order. 

o Other injunctive relief to help ensure the health, safety or welfare of themselves 
or their children. 

o To seek medical attention for injuries caused by domestic violence, sexual 
assault, or stalking. 

o To obtain services from a domestic violence shelter, program, or rape crisis 
center as a result of domestic violence, sexual assault, or stalking. 

o To obtain psychological counseling related to an experience of domestic 
violence, sexual assault, or stalking. 

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

 An employee shall provide reasonable advance notification of their need to use accrued paid sick 
leave to their supervisor if the need for paid sick leave use is foreseeable (e.g., doctor’s 
appointment scheduled in advance).  If the need for paid sick leave use is unforeseeable, the 
employee shall provide notice of the need for the leave to their supervisor as soon as is 
practicable.   
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 An employee who uses paid sick leave must do so with a minimum increment of two hours of 
sick leave. 

 Paid sick leave will not be considered hours worked for purposes of overtime calculation.  An 
employee will not receive compensation for unused accrued paid sick leave upon termination, 
resignation, retirement or other separation from employment from the Company. 

 If an employee separates from Company employment and is re-hired by the Company within one 
year of the date of separation, previously accrued and unused paid sick leave hours shall be 
reinstated.  However, if a rehired employee had not yet worked the requisite 90 days of 
employment to use paid sick leave at the time of separation, the employee must still satisfy the 90 
days of employment requirement collectively over the periods of employment with the Company 
before any paid sick leave can be used. 

 Unused paid sick leave hours at the end of each calendar year shall be carried forward until used. 

 Once an employee has used all accrued paid sick leave provided under this policy, they will be 
required to use accrued PTO for any absences in accordance with Company policy. 

 

Holidays 
 
Non-exempt employees are eligible for holiday pay pursuant to the terms and conditions of this policy.  
Overtime-exempt salaried employees are not eligible for any extra holiday pay beyond the regular weekly 
salary already received. 
 
Each non-exempt employee’s eligibility for holiday pay pursuant to the schedule below begins after 
completion of his or her trial period.  To be eligible for holiday pay, you must be regularly scheduled to 
work on the day on which the holiday is observed and must work your regularly scheduled working days 
immediately preceding and immediately following the holiday, unless an absence on either day is 
approved in advance by your supervisor. 
 
Employees who are on paid time off will receive holiday pay for any holiday that falls during their 
scheduled paid time off.   
 

Paid Holidays When Office is Closed 
 

The Company observes the following paid holidays when the Company’s offices will be closed:  
 

 January 1 (New Year’s Day) 

 Thanksgiving Day 

 Christmas Day 

When a holiday falls on a Saturday or Sunday, it is usually observed on the preceding Friday or 
the following Monday.  However, The Company reserves the right to close on another day or 
grant compensating time off instead of closing.  Holiday observance will be announced in 
advance. 
 
Hours paid for holidays when the office is closed will be at regular pay and cannot be added as 
hours for overtime pay.  You will be paid eight (8) hours straight time pay for the holiday if you 
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were regularly scheduled to work eight (8) hours or more on that holiday.  If the holiday falls on a 
normal work day that is less than eight (8) hours, you will be compensated for your normal 
straight time hours that day.   

 

Paid Holidays When Office is Open 
 

The Company observes the following paid holidays when the Company’s offices will be open and 
employees are scheduled to work:  
 

 Memorial Day 

 Fourth of July 

 Labor Day 

All employees are expected to work on paid holidays when the office is open unless otherwise 
approved in advance by Company management.  If you are required to work on a paid scheduled 
holiday when the office is open, you will receive an additional eight hours of holiday pay at your 
straight time rate, in addition to any normal wages earned for time worked on the paid holiday.  If 
the holiday falls on a normal work day that is less than eight (8) hours, you will be compensated 
in holiday pay for your normal straight time hours that day.  Hours paid for holidays will be at 
regular pay and cannot be added as hours for overtime pay.   

 
When one of the paid holidays when the office is open falls on a Saturday or Sunday, the 
Company will usually observe the paid holiday on the preceding Friday or the following Monday 
when employees are regularly scheduled to work.  However, The Company reserves the right to 
observe the paid holiday on another day or grant compensating time off.  Holiday observance will 
be announced in advance. 
 
 

 
 

Uniforms 
 
The Company provides uniforms for Drivers and Shop employees.  Uniforms are laundered at the 
Company’s expense.  It is important to realize that Drivers and Shop employees reflect the image of the 
Company to both the community and the Company’s customers.  Drivers and Shop employees are 
expected to present a professional and business-like appearance at all times while on the job.  This 
includes being neatly dressed with a clean, pressed uniform and shirttail tucked in.  Drivers and Shop 
employees are required to wear the uniform provided to them by the Company at all times while on the 
job. 
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Other Benefits 
 

Workers’ Compensation 
 
You are protected by The Company’s workers’ compensation insurance policy while employed 
by the Company, at no cost to you.  The policy covers you in case of occupational injury or 
illness. 
 
Workers’ Compensation insurance pays 100% of medical expenses if you are hurt on the job.   
Injuries not reported immediately to your supervisor cannot be guaranteed coverage by the 
workers’ compensation insurance.  Report your injury to your supervisor no matter how slight the 
injury may appear.  California law requires the Company to notify the workers’ compensation 
insurance carrier of any concerns of false or fraudulent claims. 
 
Any person who makes or causes to be made any knowingly false or fraudulent material 
statement or material misrepresentation for the purpose of obtaining or denying workers’ 
compensation benefits or payments is guilty of a felony.  A violation of this law is punishable 
by imprisonment for 1-5 years or by a fine not to exceed $50,000.00 or double the value of 
the fraud, whichever is greater or both.  Additional civil penalties may also be assessed. 
Acceptance of employment with a different employer that requires the performance of 
activities that you have stated that you cannot perform because of the injury for which you 
are receiving temporary disability benefits could constitute fraud and could result in 
criminal prosecution.  If convicted, you could lose your rights to workers’ compensation 
benefits and face imprisonment for up to five (5) years and a fine of up to fifty thousand 
dollars ($50,000.00) or double the amount of the fraud, whichever is greater. 
 

State Unemployment Insurance 
 
All workers are covered by unemployment insurance.  The Company pays the cost of 
unemployment insurance to provide you with a weekly income when you are out of work through 
no fault of your own.  Claims may be filed with the local Employment Development Department. 
 

Social Security 
 
The Company will pay your social security account an amount equal to the FICA contribution 
deducted from your paycheck.  All employees are eligible for federal Social Security retirement 
benefits.  You become eligible for some benefits at age 62 and can receive full benefits at your 
normal retirement age as defined by the federal Social Security Administration.  
 

Disability Insurance 
 
Each employee contributes to California’s state disability insurance programs through payroll 
taxes deducted from your paycheck.  Disability insurance is mandated by the California 
Unemployment Insurance Code and administered by the Employment Development Department. 
Disability insurance is payable when you cannot work because of illness or injury not caused by 
employment at The Company.  An additional payroll tax deducted from your paycheck funds the 
state’s Paid Family Leave program, and provides partial wage replacement for absences related to 
care of a family member, or bonding with a new child.  Specific rules and regulations governing 
disability are available from the Human Resources Department. 
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VII. EMPLOYEE LEAVES OF ABSENCE 
 
 

Introduction 
 
The Company may grant leaves of absence to employees in certain circumstances.  Request any leave in 
writing as far in advance as possible, keep in touch with your supervisor or the Human Resources 
Department during your leave, and give prompt notice of any change in your anticipated return date.  If 
your leave expires and you fail to return to work without contacting your supervisor or the Human 
Resources Department, the Company will assume that you do not plan to return and that you have 
terminated your employment.  Upon return from a leave of absence, you will resume all aspects of your 
employment status that existed prior to the start of your leave.  
 
Any leave taken under this provision that qualifies as leave under the state and/or federal Family and 
Medical Leave Acts will be counted as family/medical leave and charged to your entitlement of 12 (or 26) 
workweeks of family/medical leave in a 12-month period. 
 
Unless stated otherwise in this handbook, an employee who is granted a leave of absence must utilize any 
unused accrued paid time off benefits during the period of the employee’s leave of absence.  Employees 
on Family and Medical Leave Act/California Family Rights Act (FMLA/CFRA) leave will not continue 
to accrue paid time off leave during an unpaid leave of absence.  Employees returning from an unpaid 
leave of absence during the course of a calendar year will receive only a prorated portion of accrued paid 
time off leave benefits for the duration of that year.   If you take a leave of absence under this provision 
that qualifies you for payments for Paid Family Leave (PFL), you will be required to use any accrued and 
unused paid time off, up to a maximum of two weeks.   
 
The Company does not continue to pay premiums for health insurance coverage for employees on leaves 
of absence, with the exception of the twelve (12) or twenty-six (26) week period covered by the state and 
federal Family Medical Leave Act (FMLA/CFRA).  However, you may self-pay the premiums under the 
COBRA provisions.  The Human Resources Department can provide you with additional information 
regarding this issue. 
 
 
Family/Medical Leaves of Absence 

 

Family and Medical Leave Act (FMLA/CFRA) 
 
1. Employee Eligibility 
 
The Company will grant family and medical leave in accordance with the requirements of the 
federal Family & Medical Leave Act (FMLA) and the California Family Rights Act (CFRA), 
which provide up to 12 workweeks (26 workweeks to care for a covered service member) of 
unpaid family/medical leave within a 12-month period, under the following conditions: 
 

 The employee has more than 12 months of service; 

 The employee has worked at least 1,250 hours during the previous 12-month period 
before the need for leave; and 
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 The employee is employed at a work site where there are 50 or more employees within a 
75-mile radius. 

 

2. Reasons for FMLA/CFRA Leave 
 
Leave may be taken for one or more of the following reasons: 
 

 The birth of the employee’s child, or placement of a child with the employee for adoption 
or foster care (FMLA/CFRA); 

 To care for the employee’s spouse, child, or parent who has a serious health condition 
(FMLA/CFRA); 

 To care for the employee’s registered domestic partner with a serious health condition 
(CFRA only); 

 For a serious health condition that makes the employee unable to perform his or her job 
(FMLA/CFRA); 

 Any period of incapacity or treatment due to pregnancy or prenatal care (FMLA only); 

 For a “qualifying exigency” arising out of the fact that an employee’s spouse, son, 
daughter, or parent is on active duty or call to active duty status in the National Guard or 
Military Reserves in support of a contingency operation (FMLA only) ; or 

 To care for a spouse, son daughter, parent, or “next of kin” who is a covered service 
member of the United States Armed Forces who has a serious injury or illness incurred in 
the line of duty while on active military duty or existed before the beginning of the 
member’s covered active duty  and was aggravated by service in the line of duty on 
activity duty in the Armed Forces (this leave can run up to 26 weeks of unpaid leave 
during a single 12-month period) (FMLA only). 

 
3. FMLA/CFRA Leave Available 
 
Eligible employees may receive up to a total of 12 workweeks (26 workweeks to care for a 
covered service member) of unpaid leave during a 12-month period. 
 
For purposes of calculating the 12-month period during which 12 weeks of leave may be taken, 
Company uses a “rolling” 12-month period measured backward from the date an employee uses 
any FMLA leave.  Under the “rolling” 12-month period, each time an employee takes FMLA 
leave the remaining leave entitlement would be any balance of the 12 weeks which has not been 
used during the immediately preceding 12 months.  For example, if an employee has taken eight 
weeks of leave during the past 12 months, an additional four weeks of leave could be taken.   If 
an employee used four weeks beginning February 1, 2012, four weeks beginning June 1, 2012, 
and four weeks beginning December 1, 2012, the employee would not be entitled to any 
additional leave until February 1, 2013.  However, beginning on February 1, 2013, the employee 
would be entitled to four weeks of leave, on June 1, 2013, the employee would be entitled to an 
additional four weeks, etc. 
 
Under most circumstances, leave under federal and state law will run at the same time and the 
eligible employee will be entitled to a total of 12 weeks (26 weeks to care for a covered service 
member) of family and medical leave in the designated 12-month period.  

MVD 000078

glaval
Sticky Note
None set by glaval

glaval
Sticky Note
MigrationNone set by glaval

glaval
Sticky Note
Unmarked set by glaval



25 
Employee Handbook          Revised 7/1/2015 
 

 
For leave to care for a covered service member, the single 12-month period begins on the first day 
of the leave, regardless of how the 12-month period is calculated for other leaves.  Leave to care 
for a covered service member is for a maximum of 26 workweeks during the single 12-month 
period.  An employee cannot generally take more than a total of 26 workweeks of FMLA/CFRA 
leave for any qualifying reason once the single 12-month period begins following the first day of 
covered service member leave. 
 
However, leave because of the employee’s disability for pregnancy, childbirth or related medical 
condition is not counted as time used under the California Family Rights Act (CFRA) while such 
conditions do count under the federal Family and Medical Leave Act (FMLA). Employees who 
take time off for pregnancy disability and who are eligible for family and medical leave will also 
be placed on family and medical leave that runs at the same time as their pregnancy disability 
leave.  Once the pregnant employee is no longer disabled, she may apply for leave under the 
California Family Rights Act (CFRA), for purposes of baby bonding.  
 
Any leave taken for the birth, adoption, or foster care placement of a child does not have to be 
taken in one continuous period of time.  California Family Rights Act leave taken for the birth or 
placement of a child will be granted in minimum amounts of two weeks.  However, the Company 
will grant a request for a California Family Rights Act leave for the birth/ placement of a child of 
less than two weeks’ duration on any two occasions requested by an employee.  Any leave taken 
must be concluded within one year of the birth or placement of the child with the employee. 
 

4. Required Procedures for Requesting FMLA/CFRA Leave 
 
The following procedures shall apply when an employee requests family leave: 

 Please contact Human Resources Department as soon as you realize the need for 
family/medical leave. 

 If the leave is based on the expected birth, placement for adoption or foster care, or 
planned medical treatment for a serious health condition of the employee or a family 
member, the employee must notify the Company at least 30 days before leave is to begin.  
The employee must consult with his or her supervisor regarding scheduling of any 
planned medical treatment or supervision in order to minimize disruption to Company 
operations.  Any such scheduling is subject to the approval of the health care provider of 
the employee or the health care provider of the employee’s child, parent, or spouse. 

 If the employee cannot provide 30 days’ notice, the Company must be informed as soon 
as is practical. 

 If the FMLA/CFRA request is made because of the employee’s own serious health 
condition, Company may require, at its expense, a second opinion from a health care 
provider that the Company chooses.  The health care provider designated to give a second 
opinion will not be one who is employed on a regular basis by the Company. 

 If the second opinion differs from the first opinion, Company may require, at its expense, 
the employee to obtain the opinion of a third health care provider designated or approved 
jointly by the employer and the employee.  The opinion of the third health care provider 
shall be considered final and binding on Company and the employee. 
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 Company requires the employee to provide certification within 15 days of any request for 
family and medical leave under state and federal law, unless it is not practicable to do so.  
Company may require recertification from the health care provider if additional leave is 
required. 

 
If the leave is needed to care for a sick child, spouse, or parent, the employee must provide a 
certification from the health care provider stating: 
 

 Date of commencement of the serious health condition; 

 Probable duration of the condition; 

 Estimated amount of time for care by the health care provider; and  

 Confirmation that the serious health condition warrants the participation of the employee. 

Employees who request leave to care for a covered service member who is a child, spouse, 
parent, or “next of kin” of the employee must provide written certification from a health care 
provider regarding the covered service member’s serious injury or illness. 
 
Employees who request leave due to a “qualifying exigency” related to military service must be 
supported by a certification of its necessity.   
 
When both parents are employed by Company, and request simultaneous leave for the birth or 
placement for adoption or foster care of a child or to care for a child who is a covered service 
member, the Company will not grant more than a total of 12 workweeks (26 workweeks to care 
for a covered service member) of family/medical leave for this reason. 
 
If an employee cites his/her own serious health condition as a reason for leave, the employee 
must provide a certification from the health care provider stating: 
 

 Date of commencement of the serious health condition; 

 Probable duration of the condition; and 

 Inability of the employee to work at all or perform any one or more of the essential 
functions of his/her position because of the serious health condition. 

Company will require certification by the employee’s health care provider that the employee is fit 
to return to his or her job. 
 
Failure to provide certification by the health care provider of the employee’s fitness to return to 
work will result in denial of reinstatement for the employee until the certificate is obtained. 
 

5. Benefits During FMLA/CFRA Leave 
 
Eligible employee taking FMLA/CFRA leave will be allowed to continue participating in a 
company-sponsored health and welfare benefit plans in which he/she was enrolled before the first 
day of the leave for a maximum of 12 workweeks (26 workweeks for covered service member 
leave) at the level and under the conditions of coverage as if the employee had continued in 
employment for the duration of such leave.  Company will continue to make the same premium 
contribution as if the employee had continued working.  The continued participation in health 
benefits begins on the date leave first begins under Family and Medical Leave Act (for pregnancy 
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disability leaves) or under the Family and Medical Leave Act/California Family Rights Act (for 
all other family care and medical leaves).  In some instances, the Company may recover from an 
employee premiums paid to maintain health coverage if the employee fails to return to work 
following family/medical leave. 
 

6. Compensation During FMLA/CFRA Leave 
 
Paid leave will be substituted for unpaid leave for eligible employees in the following 
circumstances:  
 

 Accrued paid time off is required to be used under the FMLA/CFRA leaves above, and 
for any other FMLA/CFRA qualifying event, except leave that is also pregnancy 
disability leave or where an employee is receiving paid disability or workers’ 
compensation benefit. 

 
7. Job Reinstatement Following FMLA/CFRA Leave 
 
Under most circumstances, upon return from family/medical leave, an employee will be 
reinstated to his or her original job or to an equivalent job with equivalent pay, benefits, and other 
employment terms and conditions.  However, an employee has no greater right to reinstatement 
than if he or she had been continuously employed rather than on leave.  For example, if an 
employee on family/medical leave would have been laid off had he or she not gone on leave, or if 
the employee’s job is eliminated during the leave and no equivalent or comparable job is 
available, then the employee would not be entitled to reinstatement.  In addition, an employee’s 
use of family/medical leave will not result in the loss of any employment benefit that the 
employee earned before using family/medical leave.  
 
Reinstatement after family/medical leave may be denied to certain salaried “key” employees 
under the following conditions: 
 

 An employee requesting reinstatement was among the highest-paid 10 percent of salaried 
employees employed within 75 miles of the work site at which the employee worked at 
the time of the leave request;  

 The refusal to reinstate is necessary because reinstatement would cause substantial and 
grievous economic injury to the Company’s operations;  

 The employee is notified of the Company’s intent to refuse reinstatement at the time the 
Company determines the refusal is necessary; and  

 If leave has already begun, the Company gives the employee a reasonable opportunity to 
return to work following the notice described previously. 

 

8. Intermittent Leave 
 
Employees may take Family and Medical Leave Act/California Family Rights Act leave 
intermittently in blocks of time, or by reducing their normal weekly or daily work schedule if the 
leave is for the serious health condition of the employee’s child, parent, spouse, next of kin 
(FMLA covered service member leave only), or of the employee, and the reduced leave schedule 
is medically necessary as determined by the health care provider of the person with the serious 
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health condition.  Employees who take FMLA leave for a “qualifying exigency” are also eligible 
to take intermittent leave as appropriate to address the qualifying exigency. 
 

Pregnancy Disability Leave (PDL) 
 
1. Pregnancy Disability Leave and Accommodations Available 
 
Any employee with appropriate doctor certification may request accommodations, up to and 
including an unpaid leave of absence for up to four months, due to conditions related to 
pregnancy, childbirth, or related medical conditions.  The Company will provide such 
accommodations unless the requested accommodations would constitute an undue hardship. 
Upon the request of an employee and recommendation of the employee’s physician, the 
employee’s work assignment may be changed if necessary to protect the health and safety of the 
employee and her child.  Requests for transfers of job duties will be reasonably accommodated if 
the job and security rights of others are not breached.  Temporary transfers due to health 
considerations will be granted when possible.  However, the transferred employee will receive the 
pay that accompanies the job, as is the case with any other temporary transfer due to temporary 
health reasons. 
 
The duration of a pregnancy disability leave will be determined by the advice of the employee’s 
physician, but employees disabled by pregnancy may take up to four months.  Part-time 
employees are entitled to leave on a pro rata basis.  The four months of leave includes any period 
of time for actual disability caused by the employee’s pregnancy, childbirth, or related medical 
condition.  This includes leave for severe morning sickness and for prenatal care. 
 

2. Required Procedures for Requesting PDL Leave 
 
Any female employee planning to take pregnancy disability leave should advise the personnel 
department as early as possible.  The individual should make an appointment with the Human 
Resources Department to discuss the following conditions: 
 

 Employees who need to take pregnancy disability leave must inform Company when a 
leave is expected to begin and how long it will likely last.  If the need for a leave or 
transfer is foreseeable, employees must provide notification at least 30 days before the 
pregnancy disability leave or transfer is to begin.  Employees must consult with the 
Human Resources Department regarding the scheduling of any planned medical 
treatment or supervision in order to minimize disruption to the operations of the 
Company.  Any such scheduling is subject to the approval of the employee’s health care 
provider; 

 If 30 days’ advance notice is not possible, notice must be given as soon as practical; 

 Pregnancy leave usually begins when ordered by the employee’s physician.  The 
employee must provide Company with a certification from a health care provider.  The 
certification indicating disability should contain: 

o The date on which the employee became disabled due to pregnancy; 

o The probable duration of the period or periods of disability; and 
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o A statement that, due to the disability, the employee is unable to perform one or 
more of the essential functions of her position without undue risk to herself, the 
successful completion of her pregnancy, or to other persons 

 Leave does not need to be taken in one continuous period of time and may be taken 
intermittently, as needed; 

 

3. Compensation During PDL Leave 
 
PDL leave provided by the Company is an unpaid leave of absence.  A pregnant employee may 
be entitled to disability insurance payments through the California Employment Development 
Department (EDD) depending on their evaluation of your medical condition.  A pregnant 
employee should contact the local EDD office for more information on eligibility for pregnancy 
disability insurance.  An employee will be allowed to use accrued paid time off during an eligible 
pregnancy disability leave; 
 

4. Benefits During PDL Leave 
 
The Company will maintain group health insurance coverage during a PDL leave to the extent 
such insurance was provided before the leave was taken on the same terms as if you had 
continued to work.  Leave taken under the pregnancy disability policy runs concurrently with 
family and medical leave under federal law (FMLA), but not family and medical leave under 
California Law (CFRA).  In some instances, the Company may recover premiums it paid to 
maintain health coverage for you if you fail to return to work following pregnancy disability 
leave. 

 

5. Job Reinstatement Following PDL Leave 
 
Under most circumstances, upon submission of a medical certification that an employee is able to 
return to work from a pregnancy disability leave, an employee will be reinstated to her same 
position held at the time the leave began or to an equivalent position, if available.  An employee 
returning from a pregnancy disability leave has no greater right to reinstatement than if the 
employee had been continuously employed.  Leave returns will be allowed only when the 
employee’s physician sends a release allowing the employee to return to work;  

 

Paid Family Leave (PFL) 
 
As of 2004, employees may be eligible for Paid Family Leave (PFL) wage replacement benefits, 
which are funded through payroll deductions and coordinated through the Employment 
Development Department. PFL provides limited compensation for up to six weeks after an 
unpaid, seven day wait period, when an employee needs to take leave to care for a parent, child, 
spouse, or domestic partner who is seriously ill, or for a working parent who wants time to bond 
with his or her newborn.  The PFL program does not provide employees with a right to a leave of 
absence; it is limited to a state-mandated wage replacement benefit.  
 
To determine eligibility for PFL benefits, an employee must apply for PFL benefits through the 
Employment Development Department (EDD).  The EDD, not the Company, decides whether an 
employee is eligible for PFL benefits.  PFL benefits apply to employees who take an unpaid leave 
of absence from work for one of the following reasons: 
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 The birth or placement of a child for adoption or foster care; or 
 
 To care for an immediate family member (child, parent, spouse, domestic partner) who is 

seriously ill and requires care. 
 
Under the law, an employee must provide certification to the EDD of the need for the leave.  
Employees applying for PFL benefits must also provide the appropriate certifications and notices 
required by the Company for the specific leave that the employee wishes to take, for example, 
FMLA or PDL.   
 
In some instances, PFL benefits may be coordinated and run concurrently with an otherwise 
authorized leave of absence.  In such circumstances, the use of PFL benefits and/or paid time off 
during the leave period will not extend the length of the leave beyond what is required by 
applicable law and/or allowed by Company policy. 
 
Nothing in this policy may be construed as creating any contractual or other rights regarding a 
leave of absence, benefits during a leave of absence, reinstatement following a leave of absence, 
etc.  For further information about such matters, refer to the applicable policies set forth in this 
handbook. 
 
Employee benefits, including health insurance (assuming the employee is covered), do not 
continue during a use of PFL unless otherwise required by law and/or applicable Company 
policies.  As appropriate, you will receive separate information about your right to continue your 
health care insurance under COBRA. 
 
For additional information on PFL, please contact Human Resources Department for an 
informational brochure concerning your rights under this law and review this Handbook 
regarding your eligibility for a leave of absence. 
 

Workers' Compensation Leave 
 
The Company, in accordance with state law, provides insurance coverage for employees in case 
of work-related injury. The workers’ compensation benefits provided to injured employees may 
include: 
 

 Medical care; 

 Cash benefits, tax free, to replace lost wages; and 

 Assistance to help qualified injured employees return to suitable employment. 

Employees who are ill or injured as a result of a work-related incident, and who are eligible for 
family and medical leave under state and federal law (Family Medical Leave Act (FMLA) and 
the California Family Rights Act (CFRA)), will be placed on FMLA/CFRA during the time they 
are disabled and not released to return to work.  The leave under these laws runs concurrently, 
and eligible employees will be on FMLA/CFRA for a maximum of 12 weeks in a 12-month 
period “rolling” 12-month period measured backward from the date an employee uses any FMLA 
leave. 
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1. Required Procedures for Filing for Workers’ Compensation Benefits 
 
To ensure that you receive any workers’ compensation benefits to which you may be entitled, you 
will need to: 
 

 Immediately report any work-related injury to your supervisor; 

 Seek medical treatment and follow-up care if required; 

 Complete a written Employee’s Claim Form (DWC Form 1) and return it to Human 
Resources Department; and 

 Provide the Company with a certification from your health care provider regarding the 
need for workers’ compensation disability leave, as well as your eventual ability to return 
to work from the leave. 

The Company provides medical treatment for work-related injuries through a medical provider 
network which the Company has chosen to provide injured employees because of their 
experience in treating work-related injuries. 
 
The law requires the Company to notify the workers’ compensation insurance company of any 
concerns of false or fraudulent claims. 
 

2. Compensation During Workers’ Compensation Leave of Absence 
 
Employees who have a work-related illness or injury are covered by workers' compensation 
insurance. However, workers' compensation benefits usually do not cover absences for medical 
treatment. When you report a work-related illness or injury, you will be sent for medical 
treatment, if treatment is necessary.  You will be paid your regular wages for the time you spend 
seeking initial medical treatment. 
 
Any further medical treatment will be under the direction of the health care provider. Any 
absences from work for follow-up treatment, physical therapy or other prescribed appointments 
will not be paid as time worked.  You may choose to use paid time off for further absences from 
worked, related to your illness or injury. 
 
All such compensation received through accrued paid time off during a workers’ compensation 
leave of absence will be coordinated with any state disability workers’ compensation or other 
wage reimbursement benefits for which you may be eligible.  At no time shall an employee 
receive a greater total payment than the employee’s regular salary. 
 

3. Benefits During Workers’ Compensation Leave of Absence 
 
If the employee taking workers’ compensation disability leave is eligible under the federal or 
state family and medical leave laws (FMLA/CFRA), the Company will maintain group health 
insurance coverage for up to a maximum of 12 workweeks if such insurance was provided before 
the leave was taken on the same terms as if you had continued to work.  If you are ineligible 
under the federal and state family and medical leave laws, while on workers’ compensation 
disability leave you will receive continued paid coverage on the same basis as other medical leave 
that the Company may provide for employees taking other leaves and for which you are eligible.  
 
Employees on workers’ compensation disability leave who are not eligible for continued paid 
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health insurance coverage under the federal or state family and medical leave laws (FMLA/ 
CFRA) or whose paid coverage ceases after 12 workweeks, may continue their group health 
insurance coverage through Company in conjunction with the federal COBRA guidelines by 
making monthly payments to Company for the amount of the applicable premium.  Employees 
should contact the Human Resources Department for further information.  
 

3. Reinstatement Following Workers’ Compensation Leave of Absence 
 
Upon submission of a medical certification that an employee is able to return to work after a 
workers’ compensation leave, the employee under most circumstances will be reinstated to his or 
her same position held at the time the leave began, or to an equivalent position, if available.  An 
employee returning from a workers’ compensation leave has no greater right to reinstatement 
than if the employee had been continuously employed rather than on leave.  For example, if the 
employee on workers’ compensation leave would have been laid off had he or she not gone on 
leave, or if the employee’s position has been eliminated or filled in order to avoid undermining 
the Company’s ability to operate safely and efficiently during the leave, and no equivalent or 
comparable positions are available, then the employee would not be entitled to reinstatement.  An 
employee’s return depends on his or her qualifications for any existing openings.  If, after 
returning from a workers’ compensation disability leave, an employee is unable to perform the 
essential functions of his or her job because of a physical or mental disability, the Company’s 
obligations to the employee may include reasonable accommodation, as governed by the 
Americans with Disabilities Act. 
 

Extended Medical Leave of Absence 
 
A medical leave of absence may be granted for non-work-related temporary medical disabilities 
(other than pregnancy, childbirth, and related medical conditions) with a doctor’s written 
certificate of disability.  Employees should request any leave in writing as far in advance as 
possible.  If you are granted a medical leave, the Company requires that you use any paid time off 
time previously accrued. 
 
A medical leave begins on the first day your doctor certifies that you are unable to work, and ends 
when your doctor certifies that you are able to return to work or after a total of four months of 
leave, whichever occurs first.  Your supervisor will supply you with a form for your doctor to 
complete, showing the date you were disabled and the estimated date you will be able to return to 
work.  An employee returning from a medical disability leave must present a doctor’s certificate 
declaring fitness to return to work. 
 
If returning from a non-work-related medical leave, you will be offered the same position you 
held at the time your leave began, if available.  If your former position is not available, a 
comparable position will be offered.  If neither the same nor a comparable position is available, 
your return to work will depend on job openings existing at the time of your scheduled return. 
The Company makes no guarantees of reinstatement, and your return will depend on your 
qualifications for existing openings. 
 
California workers’ compensation laws govern work-related injuries and illnesses. California 
pregnancy disability laws govern leaves taken because of pregnancy, childbirth, and related 
medical conditions. 
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Temporary Transfers 
 
Employees who request a temporary transfer for medical and/or family medical leave reasons will 
be considered for that transfer if a position exists at the time the transfer is requested and the 
employee is qualified to perform the job.  The employee will be paid in accordance with the 
responsibilities and duties of the temporary job. 

 
 

Non-Family/Medical Leaves of Absence 
 

Personal Leave of Absence 
 
A non-medical personal leave of absence without pay may be granted at the discretion of The 
Company.  Requests for personal leave should be limited to unusual circumstances requiring an 
absence of longer than two weeks.  Approved personal absences of shorter duration are not 
normally treated as leaves, but rather as excused absences without pay.  An employee who is 
granted a non-medical personal leave of absence must utilize any unused accrued paid time off 
during the personal leave.  The use of accrued paid time off during a non-medical personal leave 
of absence does not extend the maximum time period approved by the Company for leave. 
 
If returning from a non-medical personal leave of absence, you will be offered the same position 
you held at the time your leave began, if available.  If your former position is not available, a 
comparable position will be offered.  If neither the same nor a comparable position is available, 
your return to work will depend on job openings existing at the time of your scheduled return. 
The Company makes no guarantees of reinstatement, and your return will depend on your 
qualifications for existing openings. 

 

Bereavement Leave 
 
The Company grants leave of absence to employees in the event of the death of the employee’s 
current spouse, registered domestic partner, child, parent, legal guardian, brother, sister, 
grandparent, or grandchild; or mother-, father-, sister-, brother-, son-, or daughter-in-law.  An 
employee with such a death in the family may take up to 3 days consecutive scheduled workdays 
off with no pay with the approval of the Company.  Only the General Manager, Department 
Manager, Supervisor, or Human Resource Manager may approve additional unpaid time off. 
 

Jury Duty Leave  
 
The Company encourages employees to serve on jury duty when called.  Non-exempt employees 
will not receive pay while serving of jury duty.  Exempt employees will receive full salary unless 
they are absent for a full week and perform no work.  You should notify your supervisor of the 
need for time off for jury duty as soon as a notice or summons from the court is received.  You 
may be requested to provide written verification from the court clerk of performance of jury 
service.  If work time remains after any day of jury selection or jury duty, you will be expected to 
return to work for the remainder of your work schedule. 
 

Witness Leave 
 
The Company provides employees a leave of absence to attend judicial proceedings as non-party 
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witnesses pursuant to a court subpoena.  This leave will be considered an unpaid leave of absence 
unless you choose to supplement accrued paid time off leave for the absence.  You should notify 
your supervisor of the need for time off for witness duty as soon as a notice or summons from the 
court is received.  If work time remains after any day of witness duty, you will be expected to 
return to work for the remainder of your work schedule, unless you have used paid time off leave 
for the day. 

 

Military Leave 
 
Employees who wish to serve in the military and take military leave should contact Human 
Resources Department for information about their rights before and after such leave.  You are 
entitled to reinstatement upon completion of military service, provided you return or apply for 
reinstatement within the time allowed by law. 
 

Victim of Domestic Violence/Sexual Assault Leave 
 
Employees who are victims of domestic violence or sexual assault are eligible for unpaid leave to 
attend to the following: 

 Involvement in a judicial action, such as obtaining restraining orders, or appearing in 
court to obtain relief to ensure your health, safety, or welfare, or that of your child. 

 To seek medical attention for injuries caused by domestic violence or sexual assault. 

 To obtain psychological counseling related to an experience of domestic violence or 
sexual assault. 

 To participate in safety planning and take other actions to increase safety from future 
domestic violence or sexual assault, including temporary or permanent relocation 

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

 A police report indicating that the employee was a victim of domestic violence or sexual 
assault; 

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

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

The Company will, to the extent allowed by law, maintain the confidentiality of an employee 
requesting leave under this provision. 
 
This section does not create a right for an employee to take unpaid leave that exceed the 
maximum of 12 weeks of unpaid leave time allowed under, or is in addition to the unpaid leave 
time permitted by the federal Family and Medical Leave Act (FMLA).  An employee may use 
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paid time off, personal leave, or compensatory time off that is otherwise available to the 
employee under this Employee Handbook. 
 

Victims of Crime Leave 
 
An employee who is themselves a victim or who is the family member of a victim of a violent 
felony or serious felony may take time off from work to attend related judicial proceedings under 
the following circumstances: 
 

 The crime must be a violent or serious felony, as defined by law; and 

 You must be the victim of a crime, or you must be an immediate family member of a 
victim, a registered domestic partner of a victim, or the child of a registered domestic 
partner of a victim. 

An immediate family member is defined as:  a spouse, child, stepchild, brother, stepbrother, 
sister, stepsister, mother, stepmother, father or stepfather.  A registered domestic partner means a 
domestic partner who is registered in accordance with California state law.  The absence from 
work must be in order to attend judicial proceedings related to a crime listed above. 
 
Before you are absent for such a reason, you must provide documentation of the scheduled 
judicial proceeding.  Such notice is typically given to the victim of the crime by a court or 
government agency setting the hearing, a district attorney or prosecuting attorney's office or a 
victim/witness office.  If advance notice is not possible, you must provide appropriate 
documentation within a reasonable time after the absence. 
 
Any absence from work to attend judicial proceedings will be unpaid, unless you choose to use 
any accrued paid time off, or personal leave time available.  
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 VIII. EMPLOYEE INFORMATION 
 
 

Names and Addresses 
 
The Company is required by law to keep current all employees’ names and addresses.  Employees are 
responsible for notifying the Company in the event of a name or address change. 
 
 

Performance Evaluations 
 
Each employee will receive periodic performance reviews conducted by his or her supervisor.    The 
frequency of performance evaluations may vary depending upon length of service, job position, past 
performance, changes in job duties, or recurring performance problems. 
 
Your performance evaluations may review factors such as the quality and quantity of the work you 
perform, your knowledge of the job, your initiative, your work attitude, and your attitude toward others.  
The performance evaluations are intended to make you aware of your progress, areas for improvement, 
and objectives or goals for future work performance.  Favorable performance evaluations do not 
guarantee increases in salary or promotions.  Salary increases and promotions are solely within the 
discretion of the Company and depend upon many factors in addition to performance.  After the review, 
you will be required to sign the evaluation report simply to acknowledge that it has been presented to you, 
that you have discussed it with your supervisor, and that you are aware of its contents. 
 
 

Personnel Records 
 
You have a right to inspect certain documents in your personnel file, as provided by law, in the presence 
of a Company representative at a mutually convenient time.  No copies of documents in your file may be 
made, with the exception of documents that you have previously signed.  You may add your comments to 
any disputed item in the file. 
 
The Company will restrict disclosure of your personnel file to authorized individuals within the 
Company.  Any request for information contained in personnel files must be directed to the Human 
Resources Department.  Only the Human Resources Department is authorized to release information 
about current or former employees.  Disclosure of personnel information to outside sources will be 
limited.  However, the Company will cooperate with requests from authorized law enforcement or local, 
state, or federal agencies conducting official investigations and as otherwise legally required. 
 

Employee References 
 
All requests for references must be directed to the Human Resources Department.  No other manager, 
supervisor, or employee is authorized to release references for current or former employees. 
 
By policy, the Company discloses only the dates of employment and the title of the last position held of 
former employees.  If you authorize the disclosure in writing, the Company also will inform prospective 
employers of the amount of salary or wage you last earned. 
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IX. EMPLOYEE SAFETY AND SECURITY 
 

Employees Who Are Required to Drive 
 
Employees who are required to drive a Company owned vehicle or their own vehicles on Company 
business will be required to show proof of current valid driving licenses and current effective insurance 
coverage before the first day of employment.  The Company participates in a system that regularly checks 
state Department of Motor Vehicles (DMV) records of all employees who drive as part of their job. 
Employees in possession of a Commercial Driver’s license must also keep a valid Medical Examiner’s 
Certificate. Keeping the certificate current and valid is the responsibility of the employee. 
 
Employees are required and expected to observe all traffic laws while driving a company vehicle or on 
company time including, but not limited to: Wearing a seatbelt (including passengers) and observing 
posted speed limits. Any moving violations, infractions, or fines shall be the responsibility of the 
employee. Management reserves the right to reimburse employees for violations committed on company 
time, pending a review of the facts and circumstances. 
 
The Company retains the right to transfer to an alternative position, suspend, or terminate an employee 
whose license is revoked, or who fails to maintain personal automobile insurance coverage or who is 
uninsurable under the Company’s policy. 
 
Employees who drive their own vehicles on Company business will be reimbursed per mile at the current 
IRS reimbursement rate. 
 

Prohibited Use of Company Cell Phone While Driving 
 
In the interest of the safety of our employees and other drivers, employees are prohibited from using cell 
phones or personal digital assistants (PDA) while driving on Company business and/or Company time.  
Personal and/or company provided cell phones or PDAs are to be turned off any time you are driving on 
Company business or Company time. 
 
As determined by management, if your job requires that you keep your cell phone turned on while you are 
driving, you must use a hands-free device and safely pull off the road before conducting Company 
business.  Under no circumstances should employees place phone calls or read/send/compose any text 
messages, emails, or instant messages while operating a motor vehicle while driving on Company 
business and/or Company time. 
 

Ergonomics 
 
The Company is subject to Cal/OSHA ergonomics standards for minimizing workplace repetitive motion 
injuries.  The Company will make necessary adjustments to reduce exposure to ergonomic hazards 
through modifications to equipment and processes and employee training.  The Company encourages safe 
and proper work procedures and requires all employees to follow safety instructions and guidelines. 
 
The Company believes that reduction of ergonomic risk is instrumental in maintaining an environment of 
personal safety and well-being, and is essential to our business.  We intend to provide appropriate 
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resources to create a risk-free environment.  
 
If you have any questions about ergonomics, please contact Human Resources Department. 
 
 

Health and Safety 
 
All employees are responsible for their own safety, as well as that of others in the workplace.  To help us 
maintain a safe workplace, everyone must be safety-conscious at all times.  Report all work-related 
injuries or illnesses immediately to your supervisor or to the human resources department.  In compliance 
with California law, and to promote the concept of a safe workplace, The Company maintains an Injury 
and Illness Prevention Program.  The Injury and Illness Prevention Program is available for review by 
employees and/or employee representatives in the break lounge. The Company also maintains and 
enforces more detailed Safety Programs by job function. Employees should ask their Supervisor to view 
the Safety Program for their department. 
 
In compliance with Proposition 65, the Company will inform employees of any known exposure to a 
chemical known to cause cancer or reproductive toxicity. 
 
 

Heat Illness  
 
The Company is concerned with employee health and safety.  Employees who work outside may be 
exposed to extreme temperatures or adverse working conditions, particularly in the summer months.  All 
supervisors are trained in the prevention of heat illness.  Please refer to the Company’s Injury Illness and 
Prevention Program or talk to your supervisor for details on how to ensure you are protected from heat 
illness dangers. 
 
 

Inclement Weather/Natural Disasters/Emergency Situation 
 
In the event of severe weather, a natural disaster, or an emergency situation that prevents employees from 
safely traveling to and from work, the following policies will apply: 
 

 Inclement weather:  If weather conditions prevent you from safely traveling to work, you must 
notify your supervisor of your inability to attend work by phone, if telephone service is 
functional, or by any other available means.   

 Natural Disasters/Emergency Situation: In the event of a natural disaster or emergency 
situation such as an earthquake, fire, or explosion, the office will be closed if the building is 
damaged or highways leading to the office are damaged.  For instructions on reporting to work 
under such conditions, contact your supervisor or the office immediately for further information, 
if possible.   

The Company reserves the right to implement a Company Disaster/Emergency Plan to address situations 
of inclement weather, natural disasters, or emergency situations.  Unless indicated otherwise by the 
General Manager of the Company, absences resulting from inclement weather, natural disasters, or 
emergency situations will be unpaid or will be deducted from an Employee’s accumulated paid time off 
time. 
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Recreational Activities and Programs 
 
The Company or its insurer will not be liable for payment of workers’ compensation benefits for any 
injury that arises out of an employee’s voluntary participation in any off-duty recreational, social, or 
athletic activity that is not part of the employee’s work-related duties. 
 
 

Security/Workplace Violence 
 
The Company has developed guidelines to help maintain a secure workplace.  Be aware of persons 
loitering for no apparent reason in parking areas, walkways, entrances and exits, and service areas.  
Report any suspicious persons or activities to security personnel.  Secure your desk or office at the end of 
the day.  When called away from your work area for an extended length of time, do not leave valuable 
and/or personal articles in or around your workstation that may be accessible.  The security of facilities as 
well as the welfare of our employees depends upon the alertness and sensitivity of every individual to 
potential security risks.  You should immediately notify your supervisor when unknown persons are 
acting in a suspicious manner in or around the facilities, or when keys, security passes, or identification 
badges are missing. 
 
Violence by an employee or anyone else against an employee, supervisor or member of management will 
not be tolerated.  The purpose of this policy is to minimize the potential risk of personal injuries to 
employees at work and to reduce the possibility of damage to Company property in the event that 
someone, for whatever reason, may be unhappy with a Company decision or action by an employee or 
member of management. 
 
If you receive or overhear any threatening communications from an employee or outside third party, 
report it to your supervisor at once.  Do not engage in either physical or verbal confrontation with a 
potentially violent individual.  If you encounter an individual who is threatening immediate harm to an 
employee or visitor to our premises, contact an emergency agency (such as 911) immediately. 
 
All reports of work-related threats will be kept confidential to the extent possible, investigated and 
documented.  Employees are encouraged to report and participate in an investigation of any suspected or 
actual cases of workplace violence.  Your failure to report or fully cooperate in the Company's 
investigation could result in disciplinary action.  
  
Violations of this policy will not be permitted and may result in disciplinary action up to and including 
termination of employment. 
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X. COMPANY PROPERTY 
 

Use of Company Property 
 
Lockers, desks, computers, vehicles, and other company-owned items are Company property and must be 
maintained according to Company rules and regulations.  They must be kept clean and are to be used only 
for work-related purposes.  Management reserves the right to inspect all Company property to ensure 
compliance with its rules and regulations, without notice to the employee and at any time, not necessarily 
in the employee’s presence.  Prior authorization must be obtained before any Company property may be 
removed from the premises. 
 
The Company’s telephone system, voice mail and/or electronic mail (e-mail) are to be used for business 
purposes only.  The Company reserves the right to monitor phone calls, voice mail messages, and e-mail 
messages to ensure compliance with this rule, without notice to the employee and at any time, not 
necessarily in the employee’s presence. 
 
The Company utilizes GPS monitoring systems on company vehicles. These systems track and monitor 
company vehicles during business hours and non-business hours. The Company reserves the right to 
monitor company vehicles to ensure compliance with Company policies, without notice to the employee 
and at any time, not necessarily in the employee’s presence. 
 
No personal locks may be used on Company-provided lockers unless the employee furnishes a copy of 
the key or the combination to the lock.  Unauthorized use of a personal lock by an employee may result in 
losing the right to use a Company locker. 
 
The Company may periodically need to assign and/or change “passwords” and personal codes for voice 
mail, e-mail, and computer.  These communication technologies and related storage media and databases 
are to be used only for Company business and they remain the property of Company.  Company reserves 
the right to keep a record of all passwords and codes used and/or may be able to override any such 
password system.  
 
For security reasons, employees should not leave personal belongings of value in the workplace. Personal 
items are subject to inspection and search, with or without notice, with or without the employee’s prior 
consent.  
 
An employee’s personal property, including but not limited to lockers, packages, purses, and backpacks, 
may be inspected upon reasonable suspicion of unauthorized possession of Company property. 
Terminated employees should remove any personal items at the time they leave Company.  Personal 
items left in the workplace are subject to disposal if not claimed at the time of an employee’s termination. 
 

Use of Electronic Media 
 
The Company uses various forms of electronic communication including, but not limited computers, e-
mail, telephones, Internet, cell phones, and PDAs.  All electronic communications, including all software, 
databases, hardware, and digital files, remain the sole property of Company and are to be used only for 
Company business and not for any personal use.   Employees may not install personal software on 
Company computer systems. 
 
Electronic communication and media may not be used in any manner that would be discriminatory, 
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harassing, or obscene, or for any other purpose that is illegal, against Company policy, or not in the best 
interest of the Company. 
 
Employees who misuse electronic communications and engage in defamation, copyright or trademark 
infringement, misappropriation of trade secrets, discrimination, harassment, or related actions will be 
subject to discipline and/or immediate termination. 
 
All electronic information created by any employee using any means of electronic communication is the 
property of Company and remains the property of Company.  Personal passwords may be used for 
purposes of security, but the use of a personal password does not affect the Company’s ownership of the 
electronic information.  The Company will override all personal passwords if necessary for any reason. 
 
The Company reserves the right to access and review electronic files, messages, mail, and other digital 
archives, and to monitor the use of electronic communications as necessary to ensure that no misuse or 
violation of Company policy or any law occurs.  Employees are not permitted to access the electronic 
communications of other employees or third parties unless directed to do so by Company management.  
No employee may install or use anonymous e-mail transmission programs or encryption of e-mail 
communications, except as specifically authorized by General Manager. 
 
Employees who use devices on which information may be received and/or stored, including but not 
limited to cell phones, cordless phones, portable computers, fax machines, and voice mail 
communications are required to use these methods in strict compliance with the trade secrets and 
confidential communication policy established by the Company.  These communications tools should not 
be used for communicating confidential or sensitive information or any trade secrets. 
 
Access to the Internet, websites, and other types of Company-paid computer access are to be used for 
Company-related business only.  Any information about Company, its products or services, or other types 
of information that will appear in the electronic media about the Company must be approved by General 
Manager before the information is placed on an electronic information resource that is accessible to 
others. 
 
Questions about access to electronic communications or issues relating to security should be addressed to 
General Manager. 
 

Personal Use of Company Telephone/Cell Phone 
 
Employees who are provided a Company telephone and/or cell phone may use the phone for personal 
reasons only in the case of an emergency.  Other personal use is prohibited.  Employees are prohibited 
from using Company telephones and/or cell phones and any other Company property to conduct personal 
business.  Employees are responsible for paying for additional costs incurred by the Company as a result 
of personal use of a Company telephone or cell phone. Additionally, employees are not expected to use 
personal cell phones for conducting Company business. If the need arises to use a personal cell phone for 
company business, inform your supervisor immediately of any additional charges you may incur.  
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Confidential Information 
 
All The Company records and information relating to The Company or its clients are confidential and 
employees must, therefore, treat all matters accordingly.  Careful custody and handling of Company 
documents or materials containing confidential information are of critical importance to the well-being of 
The Company.  Each employee is responsible for safeguarding against the theft, loss, unauthorized use or 
disclosure of this information.  Therefore, if in the course of your work you have access to such material, 
you must take whatever steps are necessary to assure that it is handled, stored, transmitted or destroyed in 
a manner that will preclude loss or misuse.  Such material may not be copied without the express consent 
of the originator nor can it be removed from The Company without prior authorization.  Some common 
confidential matters are: 

 Employee names, addresses and telephone numbers; 

 Employee performance reviews and personnel files; 

 Company expenses and financial data; 

 Marketing and sales data and plans; 

 New service developments; 

 Company client information; 

 Anything marked "Confidential", "Company Private", "Secret", "Personal", etc.  Such private and 
confidential information should be given only to those personnel in the Company who have a 
need and authority to know in order to function in their jobs.  For everyone else, inside or 
outside of the Company, confidential means confidential. 

 
No Company information WHATSOEVER is to be given by any employee over the telephone to any 
person without prior approval.  If a call seeking confidential Company information appears suspect, it 
should be routed or reported immediately to your supervisor or the appropriate Director within the 
Company.  In addition, no information is to be given to a person soliciting information in person.  Again, 
your supervisor or the appropriate Director within the Company should be notified immediately.  
Employees who use cell phones, cordless phones, portable computers, and facsimile machines should not 
use these methods for communicating confidential or sensitive information or any trade secret or 
proprietary information. Unauthorized disclosure of any information shall result in discipline up to and 
including termination. 
 
All employees will also be required to sign the Company’s separate Confidentiality Agreement. 
 
 

Housekeeping 
 
All employees are expected to keep their work areas clean and organized.  The inside and cab area of 
company equipment and collection vehicles are considered to be work areas. People using common areas 
such as lunch - rooms, locker rooms, and restrooms are expected to keep them sanitary.  Please clean up 
after meals and dispose of trash properly. 
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Off-Duty Use of Company Property 
 
Employees are prohibited from remaining on Company premises or making use of Company facilities 
while not on duty.  Employees are expressly prohibited from using Company facilities, Company 
property, or Company equipment for personal use without the authorization of General Manager. 
 
 

Employee Parking 
 
Employees may park their vehicles in designated areas, if space permits.  If space is unavailable, 
employees must park in permissible public areas in the vicinity of Company property.  Employees may 
not use parking areas specifically designated for customers, vendors, Company vehicles, or reserved for 
managers.  The Company is not responsible for any loss or damage to employee vehicles or contents 
while parked on Company property. 
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XI. COMPANY POLICIES 
 
 

Attendance and Punctuality 
 
As an employee of the Company, you are expected to be punctual and regular in attendance.  Any 
tardiness or absence causes problems for your fellow employees and your supervisor.  When you are 
absent, your assigned work must be performed by others.  
 
Employees are expected to report to work as scheduled, on time, and prepared to start work.  Employees 
are expected to remain at work for their entire work schedule, except for meal periods or when required to 
leave on authorized Company business.  Late arrival, early departure, or other unanticipated and 
unapproved absences from scheduled hours are disruptive and must be avoided.  
 
If you are unable to report for work on any particular day, you must under all but the most extenuating 
circumstances call your supervisor at least one hour before the time you are scheduled to begin working 
for that day.   If you call less than one hour before your scheduled time to begin work and do not arrive in 
time for your assigned shift, you will be considered tardy for that day.  In all cases of absence or 
tardiness, employees must provide their supervisor with an honest reason or explanation.  Employees also 
must inform their supervisor of the expected duration of any absence.  Excessive absenteeism or 
tardiness, whether excused or not, will not be tolerated. 
 
If you fail to report for work without any notification to your supervisor and your absence continues for a 
period of 3 days, The Company will consider that you have abandoned your employment (No Call/ No 
Show). 
 
 

Conducting Personal Business 
 
Employees are to conduct only Company business while at work.  Employees may not conduct personal 
business or business for another employer during their scheduled working hours. 
 

Telephone/Cell Phone/Electronic Communication Device Use  
 
Employees are not permitted to use a telephone, cell phone/handheld electronic communication device, 
pager, digital assistant, laptop, or any other electronic communicative device during working hours for 
any non-business purpose, except as authorized by your supervisor.  Personal phone calls to/from friends, 
relatives, or others are not permitted except in emergency situations. 
 

Conflicts of Interest 
 
The Company demands all employees maintain the highest level of integrity and objectivity in performing 
their job duties.  Employees are expected to conduct their business dealings with suppliers, vendors and 
customers in a manner that will avoid any conflicts of interest, or appearance of a conflict of interest 
between the employee's interest and the interest of the Company.  Any solicitation of, or requirements of, 
gratuities or gifts from suppliers, vendors or co-workers for from any other third party is strictly 
prohibited. 
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It is essential for the protection of both the employee and the Company to avoid any situations that might 
constitute a conflict of interest, such as employment by or financial interest in the business of a 
competitor, supplier, or customer.  Therefore, the Company has adopted the following guidelines: 
 
As a condition of employment, no employee or any other member of employee's immediate family, 
without prior written consent of the General Manager may have a financial interest in any of the 
following: 

 A competitor of the Company; or 

 A customer of the Company; or 

 A business supplying the Company. 

 
The Company will not rent, lease or buy other property for its operations from an employee or an 
employee's relative without the prior written consent of the General Manager.  An employee may not do 
business with a relative on behalf of the Company without prior written consent of the General Manager.  
An employee may not give or accept a gift, loan or unreasonable favors from a person having business 
relations with Company.  This does not prohibit small or casual entertainment that are ethically proper.  If 
a person offers an employee a gift or unreasonable favor, the employee has a duty to immediately report 
the incident to the General Manager.  Any employee who is involved in a conflict of interest or breach of 
confidentiality will be subject to disciplinary action up to and including termination. 
 
 

Customer Relations 
 
Employees are expected to be polite, courteous, prompt, and attentive to every customer.  When an 
employee encounters an uncomfortable situation that he or she does not feel capable of handling, the 
general manager should be called immediately. 
 
Ours is a service business and all of us must remember that the customer always comes first.  Our 
customers ultimately pay all of our wages.  Remember, while the customer is not always right, the 
customer is never wrong. 
 
Customers are to be treated courteously and given proper attention at all times.  Never regard a customer's 
question or concern as an interruption or an annoyance.  You must respond to inquiries from customers, 
whether in person or by telephone, promptly and professionally. 
 
Never place a telephone caller on hold for an extended period.  Direct incoming calls to the appropriate 
person and make sure the call is received.   Never argue with a customer.  If a problem develops or if a 
customer remains dissatisfied, ask your supervisor or the general manager to intervene. 
 
Through your conduct, show your desire to assist the customer in obtaining the help he or she needs. If 
you are unable to help a customer, find someone who can.  All correspondence and documents, whether 
to customers or others, must be neatly prepared and error-free.  Attention to accuracy and detail in all 
paperwork demonstrates your commitment to those with whom we do business. 
 
 
 

Dedication of Services to Company 
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While employed by the Company, employees are expected to devote their energies to their jobs with the 
Company.  The following types of employment elsewhere are strictly prohibited: 
 

 Additional employment that conflicts with an employee’s work schedule, duties, and 
responsibilities at the Company; 

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

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

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

 Additional employment that directly or indirectly competes with the business or the interests of 
the Company. 

Employees who wish to engage in additional employment that may create a real or apparent conflict of 
interest must submit a written request to Human Resources Department explaining the details of the 
additional employment.  If the additional employment is authorized, the Company assumes no 
responsibility for it.  The Company shall not provide workers’ compensation coverage or any other 
benefit for injuries occurring from or arising out of additional employment.  Authorization to engage in 
additional employment can be revoked at any time. 
 
 

Dress Code and Other Personal Standards 
 
Employees are expected to wear clothing appropriate for the nature of our business and the type of work 
performed.  Clothing should be neat, clean and tasteful. Avoid clothing that can create a safety hazard. 
Department managers may issue more specific guidelines. 
 
 

Drug and Alcohol Abuse 
 
The Company is concerned about the use of alcohol, illegal drugs, or controlled substances as it affects 
the workplace.  Use of these substances, whether on or off the job can detract from an employee’s work 
performance, efficiency, safety, and health, and therefore seriously impair the employee’s value to the 
Company.  In addition, the use or possession of these substances on the job constitutes a potential danger 
to the welfare and safety of other employees and exposes the Company to the risks of property loss or 
damage, or injury to other persons. 
 
Furthermore, the use of prescription drugs and/or over-the-counter drugs also may affect an employee’s 
job performance and may seriously impair the employee’s value to the Company.  
 
The following rules and standards of conduct apply to all employees either on Company property or 
during the workday (including meals and rest periods).  Behavior that violates Company policy includes: 
 

 Possession or use of an illegal or controlled substance, or being under the influence of an illegal 
or controlled substance while on the job; 
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 Driving a Company vehicle while under the influence of alcohol; and 

 Distribution, sale, or purchase of an illegal or controlled substance while on the job. 

 
Violation of these rules and standards of conduct will not be tolerated.  The Company also may bring the 
matter to the attention of appropriate law enforcement authorities.  
 
The Company reserves the right to require drug and/or alcohol testing of any employee. 
 
In order to enforce this policy, The Company reserves the right to conduct searches of Company property 
or employees and/or their personal property, and to implement other measures necessary to deter and 
detect abuse of this policy.  
 
An employee’s conviction on a charge of illegal sale or possession of any controlled substance while off 
Company property will not be tolerated because such conduct, even though off duty, reflects adversely on 
Company.  In addition, the Company must keep people who sell or possess controlled substances off 
Company premises in order to keep the controlled substances themselves off the premises. 
 
Any employee who is using prescription or over-the-counter drugs that may impair the employee’s ability 
to safely perform the job, or affect the safety or well-being of others, must notify a supervisor of such use 
immediately before starting or resuming work.  
 
The Company will encourage and reasonably accommodate employees with alcohol or drug dependencies 
to seek treatment and/or rehabilitation.  Employees desiring such assistance should request a treatment or 
rehabilitation leave.  The Company is not obligated, however, to continue to employ any person whose 
performance of essential job duties is impaired because of drug or alcohol use, nor is the Company 
obligated to re-employ any person who has participated in treatment and/or rehabilitation if that person’s 
job performance remains impaired as a result of dependency.  Additionally, employees who are given the 
opportunity to seek treatment and/or rehabilitation, but fail to successfully overcome their dependency or 
problem, will not automatically be given a second opportunity to seek treatment and/or rehabilitation.  
 
This policy on treatment and rehabilitation is not intended to affect the Company’s treatment of 
employees who violate the regulations described previously.  Rather, rehabilitation is an option for an 
employee who acknowledges a chemical dependency and voluntarily seeks treatment to end that 
dependency. 
 
 

Employment of Relatives 
 
Relatives of employees may be eligible for employment with The Company only if individuals involved 
do not work in a direct supervisory relationship, or in job positions in which a conflict of interest could 
arise.  The Company defines “relatives” as spouses, registered domestic partners, children, siblings, 
parents, in-laws, and step-relatives.  Present employees who marry or become registered domestic 
partners will be permitted to continue working in the job position held only if they do not work in a direct 
supervisory relationship with one another or in job positions involving conflict of interest. 
 
 

Moonlighting 
 
The Company discourages its employees from holding a second job.  The Company asks that you think 
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seriously about the effects that such extra work may have on the limits of your endurance, overall 
personal health and effectiveness with the Company.  The Company will hold all employees to the same 
standards of performance and scheduling demands and cannot make exceptions for employees who also 
hold outside jobs. 
 
 

News Media Contacts 
 
Employees may be approached for interviews or comments by the news media.  Only Company personnel 
designated by the General Manger may comment to news reporters on Company policy or events relevant 
to the Company. 
 
 

Off-Duty Conduct 
 
While The Company does not seek to interfere with the off-duty and personal conduct of its employees, 
certain types of off-duty conduct may interfere with the Company’s legitimate business interests.  For this 
reason, employees are expected to conduct their personal affairs in a manner that does not adversely 
affect the Company’s or their own integrity, reputation or credibility.  Illegal or immoral off-duty conduct 
by an employee that adversely affects the Company’s legitimate business interests or the employee's 
ability to perform his or her job will not be tolerated.  
 
 

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

 Within a week of the occurrence, bring the situation to the attention of your immediate 
supervisor, who will then investigate and provide a solution or explanation. 

 If the problem persists, you may describe it in writing and present it to the Human Resources 
Department, who will investigate and provide a solution or explanation. If you need assistance 
with your complaint, or you prefer to make a complaint in person, contact Human Resources 
Manager.  We encourage you to bring the matter to the Human Resources Department as soon as 
possible after you believe that your immediate supervisor has failed to resolve it. 

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

 
 
This procedure, which we believe is important for both you and the Company, cannot guarantee that 
every problem will be resolved to your satisfaction.  However, the Company values your observations and 
you should feel free to raise issues of concern, in good faith, without the fear of retaliation. 
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Solicitation and Distribution of Literature 
 
In order to ensure efficient operation of the Company business and to prevent disruption to employees, we 
have established control of solicitations and distribution of literature on Company property.  The 
Company has enacted rules applicable to all employees governing solicitation, distribution of written 
material, and entry onto the premises and work areas.  All employees are expected to comply strictly with 
these rules.  Any employee who is in doubt concerning the application of these rules should consult with 
his or her supervisor.  
 
No employee shall solicit or promote support for any cause or organization during his or her working time 
or during the working time of the employee or employees at whom such activity is directed.  No 
employee shall distribute or circulate any written or printed material in work areas at any time, or during 
his or her working time or during the working time of the employee or employees at whom such activity 
is directed.  
 
Under no circumstances will non-employees be permitted to solicit or to distribute written material for 
any purpose on Company property. 
 
 

Prohibited Employee Conduct 
 
The listing of the following disciplinary actions does not in any way detract from or alter the right of the 
Company or the employee to terminate the employment relationship at any time, with or without cause.   
Also, the Company retains the right to demote, transfer, change job duties, and change compensation at 
any time with or without notice and with or without cause in its sole discretion.   
 
Disciplinary action may include a verbal-documented warning, written warning, suspension with or 
without pay, and/or termination.  The disciplinary action used to maintain the standard of conduct will be 
determined in light of the facts and circumstances of each individual case.  Each incident will be 
considered in light of a variety of factors, including: 

 The seriousness of the incident and the circumstances; 

 The employees past conduct; 

 The nature of any previous incidents; and/or, 

 The general practice as it relates to the incident. 

 
The intent of corrective disciplinary action is to formally document problems while providing the 
employee with a reasonable time within which to improve performance.  The process is designed to 
encourage development by providing employees with guidance in areas that need improvement. 
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Although not comprehensive, the following list represents the types of behavior that will be considered 
improper and unacceptable in the workplace, and may subject employees to the above-mentioned 
discipline: 
 

 Stealing private or Company property; 

 Gambling on Company property; 

 Willful destruction or defacement of private or Company property; 

 Possession, sale, use or being under the influence of illicit drugs on Company property or 
during working hours.  If an employee must use a prescription drug which may impact their 
ability to safely perform their work during working hours, written authorization from their 
doctor must be given to their supervisor; 

 Violation of traffic or parking regulations while using Company or customer vehicles.  Also, 
failure to properly report any type of accident involving a Company or customer vehicle. 

 Falsification or misrepresentation of information on any Company form, e.g., time cards, 
application, Company and personnel records; 

 Possession, use or being under the influence of alcohol on Company property during working 
hours; 

 Fighting on Company property; 

 Immoral or indecent conduct on Company property; 

 Sleeping during work time; 

 Threats, intimidation including using obscene, abusive or threatening language to any 
Company employees or members of the public; 

 Carrying or bringing a weapon or concealed weapon to work including: bringing any type of 
concealed weapon in a personal or Company vehicle used for Company business; bringing 
weapons of any kind onto any Company property or work site. 

 Disorderly conduct such as practical jokes, horseplay, etc. 

 Making defamatory or false statements detrimental to the facility’s operation or good 
standing in the community. 

 Disregarding instruction of supervisor or proper authority; 

 Failure to be courteous and polite at all times to other employees and customers; 

 Failure to notify your supervisor prior to the beginning of a shift that you will not be 
reporting to work;  

 Leaving work area, job assignment or department during working hours without proper 
authorization; 

 Failure to observe work schedules including rest and lunch periods; 

 Failure to observe safety rules and regulations; 

 Contributing to unsanitary conditions or poor housekeeping; 

 Inefficiency, lack of productive effort or other unsatisfactory work performance; 

 Unauthorized use of Company time, materials or equipment for personal activities; 
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 Unsuitable or improper attire for the work situation; 

 Failure to report to work for three consecutive scheduled workdays without proper 
authorization.  Employees failing to provide this notice will be considered to have voluntarily 
terminated their employment; 

 Excessive number of absences or tardiness; 

 Smoking in areas not designated for smoking (Only cigarette smoking is permitted.) 

 Company vehicles are only to be used for Company business, commuting to and from work 
and occasional local use.  Any other personal use of a Company vehicle, including travel 
outside the Company working area, is strictly prohibited. 

 Being on the premises at unauthorized times without proper reason or loitering before and 
after shifts. 

 Adding personal software to Company computers without prior written authorization is 
strictly prohibited. 
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XII. TERMINATIONS AND LAYOFFS 
 
 

Involuntary Termination of Employment 
 
Violation of Company policies and rules may warrant disciplinary action.  The Company has established 
a system of discipline that includes verbal warnings, written warnings, and suspension.  The system is not 
formal and the Company may, in its sole discretion, utilize whatever form of discipline is deemed 
appropriate under the circumstances, up to, and including, termination of employment.  The Company’s 
policy of discipline in no way limits or alters the at-will employment relationship between the 
Company and the Employee. 
 
 

Reductions in Force/Layoffs of Employment 
 
Under some circumstances, the Company may need to restructure or reduce its workforce.  If 
restructuring our operations or reducing the number of employees becomes necessary, The Company will 
attempt to provide advance notice, if possible, to help prepare affected individuals.  If possible, 
employees subject to layoff will be informed of the nature of the layoff and the foreseeable duration of the 
layoff, whether short-term or indefinite. 
 
In determining which employees will be subject to layoff, the Company will take into account, among 
other things, operation and requirements, the skill, productivity, ability, and past performance of those 
involved, and also, when feasible, the employee’s length of service. 
 
 

Voluntary Termination of Employment 
 
Voluntary termination results when an employee voluntarily resigns his or her employment at The 
Company, or fails to report to work for three consecutively scheduled workdays without notice to, or 
approval by, his or her supervisor.  All Company-owned property, including vehicles, keys, uniforms, 
identification badges, and credit cards, must be returned immediately upon termination of employment. 
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AGREEMENT AND ACKNOWLEDGMENT 
OF RECEIPT OF EMPLOYEE HANDBOOK 

 
 

 Employer and Employee agree that this Handbook exclusively sets forth the Company’s 
employment policies and procedures and represents and expresses their complete agreement 
regarding the terms and conditions of employment.  Employer and Employee further agree that 
none of these policies and procedures can be amended, modified or altered in any way by oral 
statements or in any other way, but can only be altered by written amendment signed by General 
Manager of The Company. 
 
 I hereby acknowledge receipt of the Employee Handbook for Mid Valley Disposal, Inc., 
Mid Valley Disposal, LLC, Mid Valley Recycling, LLC, and Crown Transportation, LLC, 
individually referred to as the “Company”.  I have thoroughly read and understand Company 
policy and rules set forth in the Employee Handbook of and agree to abide by them. 
 
 
 
_________________________________________  ________________________ 
Employee Signature      Date 
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ACKNOWLEDGMENT OF AT-WILL EMPLOYMENT 

 
Mid Valley Disposal, Inc., Mid Valley Disposal, LLC, Mid Valley Recycling, LLC, and Crown 

Transportation, LLC, individually referred to as the “Company” 
 

 I understand and agree that my employment may be terminated by the Company at any 
time, with or without cause, and with or without notice, at the option of either the Company or 
myself.  I understand and agree that the Company retains the right to demote, transfer, change 
my job duties, and change my compensation at any time with or without notice and with or 
without cause in its sole discretion.  Employer and Employee further agree that this at-will 
employment policy cannot be amended, modified or altered in any way by oral statements or in 
any other way, and can only be altered by written amendment signed by the General Manager of 
the Company. 
 
 
 
_________________________________________  ________________________ 
Employee Signature    Date  
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ACKNOWLEDGMENT OF  
MEAL AND REST PERIOD OBLIGATIONS 

 
 
Meal Period Obligation 
 
I understand that state law requires that I take a meal period of no less than 30 minutes 
whenever I exceed five (5) hours in a work day.  The meal period must begin before I exceed 
five (5) hours of work.  Unless I qualify for an exception and sign a waiver of my right to a meal 
period that is also signed by an authorized supervisor, I understand it is my obligation under the 
law and Company policy to take a meal period of at least 30 minutes within the time identified 
above.  I understand that a violation of this rule constitutes a violation of the law and Company 
policy.  I further understand that I may be subject to discipline, including the possibility of 
immediate termination, if I violate this policy.  
 
Rest Period Obligation 
 
I understand that I am entitled to a rest period at the rate of 10 minutes net rest for every four 
hours of work or major portion of four hours. I further understand that the rest period should be 
taken as close to the middle of each work period as possible and that no supervisor may ask or 
require me to give up my rest period.  
 
Acknowledgment of Meal and Rest Period Obligations 
 
I hereby certify that I fully understand the rules regarding meal periods and rest periods and will 
comply fully with those rules and take my meal and rest periods.  If I am denied a meal or rest 
period to which I am entitled, or if I fail to take a meal or rest period as required by law and my 
employer’s policies, I agree to notify my supervisor within 24 hours, so that the matter can be 
fully and carefully investigated and appropriate corrective action can be taken.  
 
 
 
_____________________________   ______________________________  
Date        Employee Name  
 
 
 

______________________________  
Employee Signature  
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ACKNOWLEDGMENT OF AUTOMATIC MEAL PERIOD SCHEDULING SYSTEM AND 

PROCEDURE FOR REPORTING CHANGED MEAL PERIOD  
 
 
Automatic Meal Period Scheduling System 
 
I understand that Mid Valley Disposal (“Company”) will be automatically scheduling unpaid 
meal periods for me as an employee during my shift, as programmed through the Company’s 
automatic time clock system.  In accordance with state law, I understand that I will be 
provided meal and rest periods during my regularly scheduled shift.   
 
As a result of the Company’s automatic time clock system, I understand that my unpaid 30-
minute meal periods will be automatically noted on my timecard.  I understand that state law 
requires that I take a meal period of no less than 30 minutes whenever I exceed five (5) hours 
in a work day.  The meal period must begin before I exceed five (5) hours of work.  Unless I 
qualify for an exception and sign a waiver of my right to a meal period that is also signed by 
an authorized supervisor, I understand it is my obligation under the law and Company policy 
to take a meal period of at least 30 minutes within the time identified above.  Absent approval 
from an authorized supervisor, I understand that I am expected to take my meal period during 
the time noted above. 
 
Duty to Notify Management of Missed Meal Periods 
 
If I am denied an entitled meal period or fail to take a meal period during a shift as required by 
law and Company policy, I agree to notify my supervisor of this incident within 24 hours and 
agree to submit a meal period correction form to note my omitted meal period.  Following the 
filing of this form, the Company will review the matter and take appropriate action to address 
the issue. 
 
Acknowledgment of Meal Period Scheduling System and Procedure 
 
I hereby certify that I fully understand the rules regarding the scheduling of meal periods and 
the procedure to note any changes to my meal periods and I will comply fully with those rules.  
I understand that a violation of this rule may subject me to discipline, up to and including 
termination of employment. 
 
 
 
______________________________  ______________________________  
Date        Employee Name  
 
 
 

______________________________  
Employee Signature  
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BROCHURE ACKNOWLEDGEMENT  

  

I hereby acknowledge receipt of the following:  
  
  

  California for you your benefit pamphlet  
  State Disability Insurance provisions 
   Paid Family Leave brochure 
   Sexual Harassment Brochure  
  Workers’ Compensation Brochure  

 
  
______________________________________      __________________________________     
                               Print Name                                                                Date  
  
  
______________________________________  
                                 Signature  
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 Equal Employment Opportunity (EEO)   
Self-Identification Form (completion of this form is voluntary) 

  
The Company is an equal employment opportunity/affirmative action employer. It does not discriminate on 
the basis of race, color, national origin, sex, religion, ancestry, age, sexual orientation, marital status, 
disability, veteran status, citizenship status, or any other protected characteristic. Certain laws and 
regulations regarding equal employment opportunity, and/or affirmative action require us to compile, 
maintain, and report certain information on employees. In order to comply with these laws and 
regulations, we are requesting your cooperation in completing this voluntary EEO Self-Identification Form.   
  
The information on this EEO Self-Identification Form is being requested and will be used solely for record 
keeping and reporting purposes. Submission of this form by you is voluntary. Please be assured that you 
will not be subjected to any adverse treatment if you do not provide the information requested. In the 
event that you do provide the information requested, the information and this form will be processed and 
maintained separately from your employment application forms and your personnel file.  
  
For the purpose of this form, please indicate the group in which you appear to belong, identify with, or 
regarded in the community as belonging. However, only count yourself in one ethnic/minority group.  
  
Race and Ethnic Identification   
  

  Hispanic or Latino 
A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or origin, regardless of 
race.   

   White (Not Hispanic or Latino)   
               A person having origins in any of the original peoples of Europe, the Middle East, or North Africa.   

    Black or African American (Not Hispanic or Latino)   
              A person having origins in any of the Black racial groups of Africa.   

    Native Hawaiian or Other Pacific Islander (Not Hispanic or Latino)   
              A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.  

   Asian (Not Hispanic or Latino)   
A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian subcontinent 
including,               for  example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, 
Thailand, and Vietnam.   

    American Indian or Alaska Native (Not Hispanic or Latino)   
 A person having origins in any of the original peoples of North and South America (including Central America), and who              
maintains tribal affiliation or community attachment.   

    Two or More Races (Not Hispanic or Latino)   
            All persons who identify with more than one of the above five races.  

    I do not wish to provide this information   
  
 Gender  

    Female    

      Male  

       I do not wish to provide this information    
 

 Name:  ______________________________________     Social Security#:  _____________________________  
 
Signature: _________________________________________        Date:  ________________________________  
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