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EMPLOYEE POLICY HANDBOOK

Welcome to the T.A. Woods Team. You were selected to work for T A.
Woods Company because we believe you may possess the qualities to

promote personal and company success.

By becoming a part of the T.A. Woods Company Team, you have joined
an outstanding company with a fine reputation for service, quality, and

dedication.

This Employee Handbook will serve as a guide in explaining the
company s policies and procedures. It is your responsibility to maintain
this handbook for future reference. If you have any questions or concerns
regarding the information presented, please contact your immediate
supervisor, division general superintendent, division manager, or a human

resources representative.
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EMPLOYMENT AT WILL DISCLAIMER

All employee relations with T.A. Woods Company are on an at-will basis.
Although the company hopes our relationships with all employees are long-
term and mutually rewarding, the company reserves the right to terminate the
employment relationship at any time with or without notice and with or without
stated cause or reason, except as prohibited by law. As well, you may terminate
employment. Employment is not guaranteed.

EMPLOYEE HANDBOOK

As amember of T.A. Woods Company, you will be interested in the operation

of the company, your position with the company and the many benefits and
opportunities the company offers to you. This handbook is designed to provide a
basic overview of the policies, procedures, guidelines, and fringe benefits of the
company. Please take the time to review your handbook to familiarize yourself
with what you can expect from the company and what the company will expect
from you. Maintain this handbook for future reference.

We have established programs, policies, and procedures which are responsive
to the needs of both you and the company. They are designed to provide a work
place environment which fosters individual employee productivity and provides
for maximum employee growth and personal achievement.

It is our hope that you will find T.A. Woods Company to be a fulfilling company
with which to work.

The policies and procedures in this handbook are designed to serve as guidelines.
They are not intended to create any contract or binding agreement between the
company and employee. All policies and procedures outlined in this handbook
are subject to change or modification at the company’s discretion with or
without notice at any time circumstances warrant. This handbook supercedes all
previous employee handbooks and/or personnel policies as applicable.

EQUAL EMPLOYMENT OPPORTUNITY
EMPLOYER

T.A. Woods Company is an equal employment opportunity employer. We
maintain a policy of non-discrimination against applicants and employees on
the basis of race, color, religion, sex, gender, gender identity or expression,
sexual orientation, national origin, genetics, disability, age, veteran status, or
any other status or condition protected by applicable federal, state law and local
laws. T.A. Woods complies with all applicable state and local laws governing
nondiscrimination in employment in every location in which the company
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has facilities. This policy applies to all terms and conditions of employment,
including hiring, placement, promotion, termination, layoff, recall, transfer,
leaves of absence, compensation and training.

T.A. Woods expressly prohibits any form of unlawful employee harassment or
discrimination based upon race, color, religion, sex, gender, gender identity,
sexual orientation, national origin, age, genetic information, disability, or
veteran status.

If any employee has a suggestion, problem, or complaint with regard to

equal employment opportunity, he or she should contact a human resources
representative. If you feel that your issue has not been addressed, or if you do
not feel comfortable discussing the issue with a human resources representative,
you should contact an owner of the company. Employees are protected from
retaliation for reporting issues related to discrimination.

T.A. Woods Company will recruit, hire, train, and promote persons in all job
classifications. We will insure all personnel programs such as compensation,
benefits, transfers, layoffs, return from layoffs, company-sponsored training,
education, tuition assistance, and social and recreational programs will be
administered without regard to race, color, religion, gender, gender identity or
expression, sexual orientation, national origin, genetics, disability, age, veteran
status, or any other status protected by applicable federal, state or local law.

ACCOMMODATION OF DISABILITIES
AND OTHER MEDICAL CONDITIONS

The Americans with Disabilities Act (ADA) and the Americans with Disabilities
Act Amendments Act (ADAAA) prohibit employers with 15 or more employees
from discriminating against applicants, employees, and individuals with
disabilities and requires employers to provide, when necessary, reasonable
accommodations to applicants and employees who are qualified for a job, with
or without reasonable accommodations, so that they may perform the essential
functions of the position.

The company is committed to complying fully with the ADA/ADAAA and
ensuring equal opportunity for qualified persons with disabilities. It is the
company’s policy to base selection and other employment criteria on job-related
reasons and to make reasonable accommodations to assist otherwise qualified
disabled applicants and employees in meeting these criteria once we are made
aware of their disabilities and provided that the accommodations do not cause
an undue hardship for the company. For purposes of this policy, “qualified
disabled applicants and employees” include applicants and employees who have
a mental or physical impairment that substantially limits one (1) or more major
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life activities and who meet the skill, experience, education, and other job-related
requirements of a position desired or held and can perform the essential functions
of the job, with or without reasonable accommodation. The company reserves
the right to require medical documentation of a disability.

[f an employee has a disability requiring an accommodation to perform an
essential function of a job desired or held, it is his or her responsibility to
notify the company of the disability and of the need for an accommodation.
The company then can work with the employee to try to provide a reasonable
accommodation, taking into consideration the specific condition and the
operational requirements of and financial cost and expense to the company,
among other factors. Please be aware that although the company would like
to keep employment opportunities open for qualified individuals, it will not
be able to accommodate an applicant or employee who poses a significant risk
to the health or safety of himself/herself or others in the workplace (including
customers and coworkers) if a reasonable accommodation will not eliminate or
reduce the risk to an acceptable level.

The company will try to keep all medical documentation and other information
pertaining to disabilities and any reasonable accommodations proposed or made
for an applicant or employee as confidential as possible. Of course:

* Supervisors and other appropriate members of management may
be informed regarding any restrictions in work duties or necessary
accommodations;

»  First aid and safety personnel may be informed, when appropriate, if
a disability might require emergency treatment;

*  Government officials investigating compliance with the Americans
with Disabilities Act may be provided information in compliance
with applicable laws and regulations;

*  The company may submit information to the state industrial
commission or our workers’ compensation carrier(s) in accordance
with applicable workers’ compensation laws; and

*  The company may use the information for insurance purposes.

The company also may consult with occupational health professionals and
other similar agents for purposes of considering possible direct threats to health
or safety posed by an individual with a disability and/or possible reasonable
accommodations for that individual.
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ANTI-HARASSMENT POLICY
AND COMPLAINT PROCEDURE

It is the policy of T.A. Woods Company to maintain a workplace that is free
from intimidation, coercion, and harassment, and in which all individuals

are treated with respect and dignity. The company prohibits unlawful
discriminatory practices, including harassment. The company expressly
prohibits discrimination or harassment on the basis of race, color, religion,

sex, gender, gender identity, sexual orientation, national origin, age, genetic
information, marital status, amnesty, or status as a covered veteran. Harassment
includes any behavior that is coercive, intimidating, or harassing in nature
including any verbal, physical, or visual conduct that belittles or demeans an
individual because of his or her race, color, religion, gender, gender identity or
expression, sexual orientation, national origin, genetics, disability, age, veteran
status, other protected status, and (1) has the purpose or effect of creating an
intimidating, hostile, or offensive work environment, (2) has the purpose or
effect of unreasonably interfering with an individual’s work performance, or
(3) otherwise adversely affects an individual’s employment opportunities.
Such harassment is strictly prohibited. Incidents of harassment by co-workers,
managers, contractors, vendors, clients or others involved in or with the
company will not be tolerated and should be reported promptly as outlined in
this policy.

Sexual Harassment

Sexual harassment constitutes discrimination and is unlawful under federal,
state, and local laws. For the purposes of this policy, sexual harassment is
defined as unwelcome sexual advances, requests for sexual favors, and/or other
physical, verbal, or visual conduct of a sexual nature when (1) submission

to the conduct is an explicit or implicit term or condition of employment (2)
submission to or rejection of the conduct is used as the basis for an employment
decision, or (3) the conduct has the purpose of effect of unreasonably interfering
with an individual’s work performance or of creating an intimidating, hostile, or
offensive working environment.

Sexual Harassment can include, but is not limited to, any of the following kinds
of behavior:

«  Explicit sexual propositions

*  Sexual innuendoes

*  Sexually suggestive comments

*  Sexually oriented teasing or kidding

«  Sexually oriented jokes

*  Obscene gestures or language

*  Obscene or sexually suggestive pictures or drawings

* Leering or whistling
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*  Commentary about an individual’s body, sexual prowess, or sexual
deficiencies
¢ Physical contact, such as patting, pinching, or touching

As with harassment on the basis of any protected characteristic, sexual
harassment is expressly prohibited by the company.

The Anti-Harassment policies and procedures apply to all applicants and
employees, whether related to conduct engaged in by fellow employees or
someone not directly connected to the company, such as an outside vendor,
consultant, or customer. Conduct prohibited by these policies is prohibited in the
workplace and outside the workplace.

Complaint Procedure

When possible, the company encourages individual who believe they are being
subjected to harassment to promptly advise the offender that his or her behavior
is unwelcome and request that the behavior cease. Often, this action will resolve
the problem. The company recognizes, however, that an individual may prefer
to pursue the matter through complaint procedures.

The company encourages prompt reporting of all perceived incidents of
discrimination or harassment. If any employee has a complaint with regard to
discrimination, harassment, coercion, or retaliation, he or she should report it
to his or her immediate supervisor, general superintendent, division manager,
and/or a human resources representative If you feel that your issue has not
been addressed, or if you do not feel comfortable discussing the issue with the
individuals listed above, you should contact an owner of the company. Prompt
reporting of complaints and concerns ensures that rapid and constructive
action can be taken. Any reported allegations of harassment, discrimination,

or retaliation will be investigated promptly. The investigation may include
individual interviews with the parties involved and, where necessary, with
individuals who may have observed the alleged conduct or may have other
relevant knowledge.

Confidentiality will be maintained throughout the investigatory process to the
extent consistent with adequate investigation and appropriate corrective action,
up to and including suspension without pay and/or immediate discharge.

Retaliation against an individual for reporting harassment or discrimination or
for participating in an investigation of a claim of harassment or discrimination
is prohibited and, like harassment or discrimination itself, will be subject to
disciplinary action. Acts of retaliation should be reported immediately and will
be promptly investigated and addressed. Misconduct constituting harassment,
discrimination, or retaliation, will be dealt with appropriately.

False and malicious complaints of harassment, discrimination, or retaliation may
be the subject of appropriate disciplinary action.
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EMPLOYMENT STATUS

New Employee Orientation Period

New employees will serve an orientation period of 90 days from the onset of
employment with T.A. Woods Company. The time frame for this orientation
period is subject to extension at the discretion of the employee’s supervisor. The
major focus of the orientation period is to determine whether the employment
relationship is appropriate for both the company and the employee.

During and/or at the end of the orientation period, employees may receive an
orientation evaluation. This evaluation may be verbal, written, or both and is
focused on providing feedback covering the first 90 days of employment. If
the company determines in its sole discretion that a satisfactory performance
level cannot be achieved through a reasonable amount of training and coaching
during the initial orientation period, the employee may be provided an extended
orientation period, placed on probationary status, provided a remediation action
plan, or discharged.

The company reserves the right to conduct screenings/testing for controlled
substances for applicants and employees in accordance with the North Carolina
Controlled Substance Examination Regulation Act (CSERA). The company
also reserves the right to conduct background investigations of applicants
and employees when applicable and as allowed by law. The background
investigations may embrace the following areas:

*  criminal background

* motor vehicle records

*  personal credit history

*  social security number verification tracking/E-Verify

* employment verification, employment history, and references

*  others as directed by project owners in order to gain access

Information obtained through these investigations may result in an employment
offer becoming void, project reassignment, or termination of employment.

As stated on the employment application, any misrepresentation of information
on the initial application, documents during the orientation period or during
regular employment may result in termination of employment.

Regular Full-Time Employees

Regular, full-time employees are those who have successfully completed the
orientation period and work a minimum of 32 hours per week on a continuous
and regular basis throughout the year. Regular, full-time employees are eligible
to participate in company benefits and programs as applicable. *Note federal
and)/or state mandates may provide different minimum work hours in order to
participate in specified benefit programs.
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Part-Time Employees

Part-time employees are those who are employed by the company less than 32
hours per week on a continuous and regular basis throughout the year and/or are
assigned to work at a seasonal or temporary assignment. Part-time employees
are not eligible for company benefits and programs. *Note federal and/or state
mandates may provide different minimum work hours in order to participate in
specified benefit programs.

Promotion
It is the desire of T.A. Woods Company to fill vacancies, as far as practical, by
promotion of employees within the company.

Demotion

Any time an employee’s work performance, attendance, skill competency,
communication skills and/or other production-related characteristic(s) is/are
unsatisfactory, the employee may be demoted.

Transfer

Any employee of T.A. Woods Company may request transfer to another division.
This request will be considered provided there is a vacancy that needs to be filled
and the employee possess the necessary skill set to be successful. An employee
desiring to be transferred should make the request known to his/her supervisor or
a human resources representative. A transfer document or written request should
be completed and submitted to human resources. When vacancies occur, the
employee’s request will be submitted for consideration.

Termination

When an employee resigns or is discharged, he/she will be paid compensation
that is due at the next regularly scheduled pay date. Before an employee
receives his/her final check, all company equipment that was issued such as
keys, tools, manuals, purchase order books, computers, software, company
documents, uniforms and any and all items considered to be company property
should be returned and inspected by designated personnel. If these items are
not returned, the company will take legally-accepted steps to retrieve the items
or to be compensated accordingly.

Employees who have been issued a company vehicle must return the vehicle
in clean condition. If the vehicle is returned in an unsatisfactory condition, the
employee may be responsible for the cost associated with appropriate cleaning.

Employees who have been issued a company vehicle are responsible at
employment termination for damage incurred to the vehicle that had not been
reported at the time of issuance or had not been reported during the period in
which the vehicle was being used by the employee prior to termination.

An Employee Termination Report will be completed and signed by both the
employee and his/her supervisor. This document will be forwarded to human
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resources. An exit interview or survey may be scheduled with a human
resources representative.

Resignation

Any employee may resign by submitting a resignation letter which includes the
effective date to his/her supervisor at least fourteen (14) days in advance for non-
exempt (hourly) employees and a minimum of thirty (30) days in advance for
exempt (salary) employees. The same principles apply as related to company-
owned items and company vehicles as stated in previous section Termination.
An Employee Termination Report will be completed and signed by both the
employee and his/her supervisor. These documents will be forwarded to

human resources. An exit interview or survey may be scheduled with a human
resources representative.

Rehire

To be considered for rehire by T.A. Woods Company, you must have left in
good standing; given the company appropriate notice; have no record of cash/
inventory variances; returned all items issued during previous employment;

and have acceptable discipiinary, attendance, and work performance records. If
you seek re-employment, you must complete an application. If you should be
rehired, you may be treated as a new hire orientation employee, and you will
not be eligible for any benefits at the onset of employment other than those
required by federal, state, or contract requirements. An employee who has met
the criteria listed may be eligible for rehire three (3) months after resignation of
employment.

An employee who leaves the company without giving appropriate notice, or who
has been discharged due to policy violations, may be eligible for rehire after six
(6) months.

An employee who leaves the company for a second time due to resignation or
discharge may not be eligible for rehire.

Moonlighting

The work of T.A. Woods Company shall have preference over any other
occupational interests of its employees. Moonlighting in non-construction

jobs is discouraged, but not forbidden as long as it does not interfere with job
performance and attendance. Moonlighting in the mechanical, plumbing, and/
or electrical construction or service business including installation, repair,

and maintenance, either for a competitor or for yourself, is strictly forbidden.
Employees who violate this rule should keep in mind they are risking legal
liability, as well as disciplinary action. Unlicensed individuals and firms may be
cited and can be sued individually by dissatisfied customers.

Any conflicting outside employment shall be grounds for disciplinary action up
to and including an unpaid suspension or immediate discharge.
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Retirement

Any employee planning early or regular retirement from T.A. Woods Company
needs to advise a human resources representative prior to taking official action.
You should make this notification in writing sixty days (60) prior to your
planned date of retirement. This needs to be done even if you wish to continue
to work on a part-time basis.

PERSONNEL RECORDS AND PRIVACY

Personnel records are maintained in a confidential manner by the human
resources department. Employees’ records are maintained in accordance with
federal and state laws.

An employee should contact the Human Resources Department to record the
following change(s) to personnel records:

e address

¢ phone number

* emergency contact

¢ pertinent medical information

«  family status (insurance related)

Human resources will request an employee complete an appropriate form to
make these changes. Employees who do not inform human resources of these
changes will be held responsible for incorrect reporting and mailing.

HOURS OF WORK

Scheduled hours of work are implemented for all employees. Hourly employees
working on construction projects will normally begin work at 7:00 AM and
cease work at 3:30 PM with a 30-minute lunch break. Hourly office personnel
will normally begin work at 8:00 AM and cease work at 4:30-5:00 PM with

a lunch break of 30 minutes to | hour as determined in advance by the direct
supervisor. Hourly employees of the service division will have normal working
hours beginning at 8:00 AM until 4:30 PM with a 30-minute lunch break. Hours
may change based on project and labor needs. Deviation from normal work
hours including early start, early leave, extended work hours, and all overtime
must be approved in advance by an immediate supervisor or appropriate
manager. Employees opting to work unauthorized hours will face disciplinary
action up to and including discharge.

Salaried employees are expected to report to work no later than 8AM. If
reporting directly to a project site or meeting rather than the assigned business
office, employees are expected to contact the designated office personnel to
report such or utilize the company’s sign out board.
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All employees are required to be at their work assignments and ready to work

at the designated start time. Employees are expected to remain at their work
assignments until the designated time or as notified by a supervisor. Employees
who are not at the appropriate work assignment and prepared to start at the
stated time including return from break and/or lunch will be considered tardy.
Employees leaving the work area/assigned task prior the start of break and/or
lunch and/or the end of the workday will be considered early leave. Disciplinary
action up to and including an unpaid suspension or immediate discharge may be
taken.

OVERTIME

Normally scheduled work hours may be altered at the sole discretion of the
company due to various business issues. Earlier and/or later hours may be
required at times. The possibility of working overtime, which may include
extended hours, Saturday, or Sunday, may be present and considered mandatory
if necessitated by the company’s workload. Employees will be informed of the
need for extended work schedules in a timely manner with as much lead time as
possible. T.A. Woods Company has the right to expect any and all employees to
work overtime on an as-need basis as part of their regular job requirements.

Attempts will be made to equally and impartially distribute overtime hours of
work to employees who are qualified to complete the necessary tasks.

All overtime hours for non-exempt (hourly) employees must be approved prior
to the commencement of work by the supervisor, project manager, general
superintendent, and/or division manager. Administrative support staff must have
prior approval of his’her immediate supervisor.

*  Wage and Hour Rules will be followed regarding overtime pay.
Non-exempt employees receiving hourly wages will be paid
overtime wages using the “time and a half” method. This method
will be utilized for all hours worked in excess of 40 in a given
workweek.

* To be compensated at overtime wages, a non-exempt employee
must work in excess of 40 hours per workweek. Compensation for
Paid Time Off, Bereavement Leave, Jury Duty Leave, and the like
is not considered actual work hours.

Exempt employees are not eligible for overtime compensation.

REST BREAKS

Paid rest breaks are a privilege, not a right. At the discretion of the company,
employees working an 8-hour day are given a 15-minute break in the morning.
Employees working a 10-hour day are given an additional 15-minute break in
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the afternoon. Employees working in a department or division where breaks are
not directly assigned should coordinate break times with co-workers in order to
maintain coverage at all times. Intermittent breaks of shorter duration should not
exceed the break allotment cited above. Certain work conditions may facilitate
an alternative break schedule due to heat, cold, confined space or the similar.
Alternative break schedules must be approved in advance by a supervisor.

Employees are expected to remain on the project site, in the fabrication facility,
in the business office, or at the assigned location during rest breaks. Employees
who leave will be considered in violation of the company’s rest break policy.

In the event of an emergency or unusual condition, your supervisor may ask you
to change, forego, or postpone your break in order to complete a particular task.
Employees are not permitted to forego rest breaks in order to make up work time
for instances of being tardy or leaving early.

Abuse of break time can result in the loss of this privilege as well as disciplinary
action up to and including an unpaid suspension or immediate termination.
Superintendents or assigned supervisors will determine the beginning and

end of each rest break period. Employees who do not adhere to the times

given by the superintendent or assigned employee are subject to disciplinary
procedures. Supervisors who do not adhere to appropriate break policies, will
face disciplinary action. Telephone calls and other personnel business should be
accomplished during allotted breaks and not during assigned production time.

As noted personal cell phones, use of company cell phones for personal
business, radios, and other electronic devices are strictly prohibited from use on
work sites and in all company facilities during assigned work hours.

PER DIEM/TRAVEL

When necessary, employees of T.A. Woods Company may be required to work
on projects out of our normal geographical work area. Assignments for this
work will be made fairly.

When applicable, the company will provide transportation. Courtesy shuttle
vehicles may be made available. These shuttle vehicles are provided as a
courtesy and are not mandated for use. Employees opting to ride in the courtesy
vehicles must adhere to all company policies as well as communicated pick

up locations and leave times. Employees are prohibited from smoking, using
smokeless tobacco, chewing tobacco, and electronic cigarettes while riding in
these shuttle vehicles. Violations will result in disciplinary action up to and
including an unpaid suspension or immediate discharge.

Travel time, whether riding in a company vehicle or privately-owned vehicle,
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will commence at 60 miles from the shop, one way and will be paid at minimum
wage.

Per diem will be reimbursed at an acceptable rate as determined by the cost of
stay in the surrounding area of the project. Employees will be advised of the per
diem rate prior to the onset of the project. Per diem which consists of overnight
stay and food allotment must be authorized by the project manager based on the
project criteria.

Employees receiving per diem are expected to remain in the immediate area

of the work assignment. Employees selecting to return home or to stay in a
different location other than designated will forfeit per diem payment(s) for those
specific days and/or nights.

PERSONAL BUSINESS

Personal matters should be dealt with during rest breaks and/or lunch break.
Employees are prohibited from utilizing company-paid working hours other
than breaks to deal with personal business unless an emergency occurs. Family
members should be provided contact information of the closest corporate office
in case of an emergency. The Wilmington business office can be reached by
calling 910.452.7900.

YOUR PAYCHECK

Wages/Salary

Hourly wages for non-exempt employees or salary for exempt employees will

be agreed upon prior to the onset of employment with T.A. Woods. Wage and
Hour Laws will be adhered to. Employees compensated on an hourly basis will
be paid weekly as determined by the company. Pay day will be Friday. Training
wages, travel wages, and other miscellaneous wages may be paid at minimum
wage. Employees must verify and sign individual timesheets at the end of the
work week for submission to payroll. Salaried employees are compensated on a
monthly schedule with payment on the last day of the month.

Compensation payments are distributed through direct deposit for all T.A. Woods
Company’s employees. Records of compensation, taxation and deductions

will be provided via mail, inter-office delivery, or electronically. It is your
responsibility to review and maintain these records for future use as needed.

Payroll Deductions

Deductions mandated by the federal, state, or local governments will
automatically be deducted from your paycheck as directed with or without prior
notification. In addition, other deductions you have authorized the company to
make such as insurance premiums, uniform expenses, tool deductions, and the
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like will be withheld. Employees may be asked to sign a payroll deduction form
authorizing deductions for:

*  Company sponsored tool purchase program

*  Emergency advances in pay

e Purchase of company apparel

*  Failure to return company property/destruction of company

property
¢ Any amount due the company

It is hoped that you will manage your financial affairs so that the company will
not be obligated to execute any court-ordered tax levies or garnishments against
your wages. Be advised, T.A. Woods Company is entitled to certain processing
fees associated with executing child support orders and certain levies and
garnishments.

Safe Harbor Policy/Payroll Deducti