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WELCOME TO PERRY ROOFING! 
 

Started in 1976, Perry Roofing has become one of the premier roofing contractors in the United 
States.  We have maintained a leadership role in the Commercial and Residential roofing 
industry all these years because of innovation, quality, and hard work.  Our Company has one 
main valuable resource; YOU!  
 
Without your excellence in customer care, installation, manufacturing and services, we would 
not have maintained our standing among the best in our industry. Our goal as a company is to 
always offer our customer’s “Quality without Compromise.” 
 
As our valued employee, it is our desire to keep you up to date on what is happening at the 
Company. We have composed this Employee Handbook to that end and welcome any 
questions you may have. 
 
 
 
Sincerely, 
 
 

 
 
 
 

Keith Perry,  
President 
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ABOUT THIS HANDBOOK 
 

This Employee Handbook is intended to help employees understand Perry Roofing.  It explains 
many of our philosophies and beliefs and describes some of our employment guidelines in 
general terms. We hope it will serve as a useful reference document throughout an 
employee’s tenure with Perry Roofing. 
 
This Employee Handbook serves only to outline the major employment policies of Perry 
Roofing.  The Employee Handbook is not intended to be and shall not be considered all-
inclusive. This employee handbook is also not intended to be a substitute for the good 
judgment, common sense, and discretion of Company personnel. 
 
ALL EMPLOYEES ARE EMPLOYED "AT-WILL" AND PERRY ROOFING RESERVES THE 
LEGAL RIGHT TO DISCHARGE OR TERMINATE EMPLOYEES AT ANY TIME WITH OR 
WITHOUT CAUSE, AND WITH OR WITHOUT NOTICE.  LIKEWISE, EMPLOYEES HAVE 
THE LEGAL RIGHT TO TERMINATE THEIR EMPLOYMENT AT ANY TIME AND FOR ANY 
REASON. THIS EMPLOYEE HANDBOOK IS NOT A CONTRACT, AND IT IS NOT 
INTENDED TO CREATE ANY CONTRACTUAL OBLIGATIONS ON THE PART OF PERRY 
ROOFING. 
 

As circumstances may arise in which Perry Roofing determines that changes to these policies 
are necessary, Perry Roofing reserves the unilateral right to change these policies at any time 
with or without notice to its employees. Accordingly, no statement in this Employee Handbook 
is intended as a contractual commitment or obligation of Perry Roofing to any employee. 
 

No one at Perry Roofing has the right to enter into any employment agreement with any 
employee contrary to the provisions of this section of the Employee Handbook.  In addition, this 
Employee Handbook supersedes and replaces all previous personnel manuals and employee 
handbooks. 
 
Throughout the handbook, Perry Roofing will be referred to as “Perry Roofing”, PRC or 
the “Company”. 
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EMPLOYMENT POLICIES 

 
Employment At-Will Policy 

Employment with Perry Roofing is an on an at-will basis. The employment relationship may be 
terminated at any time by either Perry Roofing or by the employee for any reason not expressly 
prohibited by law. Any written or oral statement to the contrary by a supervisor, corporate officer, 
or other agent of Perry Roofing is invalid and should not be relied upon by any prospective or 
existing employee.   
 
All employees of Perry Roofing are employed at will and, as such, are free to resign at any time 
with or without reason. Perry Roofing, likewise, retains the right to terminate an employment at 
any time with or without reason or notice.  
 
While we hope our relationship is mutually beneficial, we cannot make any guarantees; 
expressed or implied, concerning the length of your employment with us.  
 
This statement of policy includes all terms relative to your employment, and no representations 
may be made contrary to the foregoing, either expressed or implied, unless in a written 
document signed by you and an appropriate officer of the company. This Handbook and its 
contents as well as other documents do not provide an employment agreement for a specified 
time period.  
 

Equal Employment Opportunity 

To provide equal employment and advancement opportunities to all individuals, employment 
decisions at Perry Roofing will be based on merit, qualifications, and ability. At Perry Roofing, no 
decision or evaluation regarding hiring, compensation, promotion, transfer, training, termination, 
social and recreational programs, etc., will be based on or influenced by an individual’s race, 
color, sex, age, religion, national origin, marital status, sexual orientation, or status as a military 
veteran. Likewise, physical or mental disability will not be an issue in decisions, except as 
defined by essential job requirements. Employees with problems or concerns related to Equal 
Employment Opportunity should be brought to the attention of their immediate supervisor or 
Executive Management.  
 

Genetic Information Nondiscrimination Act (GINA) 

GINA (Genetic Information Nondiscrimination Act of 2008) is a Federal law that prohibits 
discrimination in health coverage and employment based on genetic information. Perry Roofing 
prohibits the use of genetic information for hiring, firing, or promotion decisions, and for any 
decisions regarding terms of employment. 
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Immigration Law Compliance 

Perry Roofing is committed to employing only those persons authorized to work in the United 
States and does not unlawfully discriminate based on citizenship or national origin. 
In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a 
condition of employment, must complete the Employment Eligibility Verification Form I-9 and 
present documentation establishing identity and employment eligibility. Subsequent to hire, 
employees are required to maintain their eligibility to work in the United States and if applicable, 
furnish current documentation to the Company. Former employees who are rehired must also 
complete the form if they have not completed an I-9 with the Company within the past three 
years, or if their previous I-9 is no longer retained or valid. 
Employees with questions or seeking more information on immigration law issues are 
encouraged to contact Human Resources. Employees may raise questions or complaints about 
immigration law compliance without fear of reprisal. 
 

Americans with Disabilities Act  

Perry Roofing is committed to complying with all applicable provisions of the Americans with 
Disabilities Act and its amendments (“ADA” and the "ADAAA") as well as state and local laws 
regarding disabilities. It is the company’s policy not to discriminate against any qualified 
employee or applicant with regard to any terms or conditions of employment because of such 
individual’s disability or perceived disability so long as the employee can perform the essential 
functions of the job, with or without a reasonable accommodation. Consistent with this policy of 
non-discrimination, the Company will provide reasonable accommodations to a qualified 
individual with a disability, provided that such accommodation does not constitute an undue 
hardship on the Company. 
 
Employees with a disability who believe they need a reasonable accommodation to perform the 
essential functions of their job must contact their supervisor and Human Resources. The 
Company encourages individuals with disabilities to come forward and request a reasonable 
accommodation. 
 

Drug- Free Workplace 

Perry Roofing is committed to providing superb customer service and a safe and healthy 
workplace. As part of its commitment to safeguard the health of its employees, and to promote a 
drug-free community, the Company has established this policy on the use or abuse of illegal 
and/or controlled substances and alcohol by its employees.  Examples of illegal or controlled 
substances include, but are not limited to:  alcohol such as spirits; wines, malt beverages, and 
other intoxicating liquors; amphetamines; cannabinoids; cocaine; phencyclidine (PCP); 
hallucinogens; opiates; barbituates; benzodiazepines; synthetic narcotics; designer drugs, etc. 
Recognizing that substance abuse is a problem detrimental to society; the Company has taken 
a pro-active position in fighting this problem. The Company views substance abuse as a serious 
threat to our employees, visitors, and vendors.  
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The purposes of this policy are as follows: 
 

a) To establish and maintain a safe, healthy working environment for all employees; 
b) To reduce the incidence of injury to person or property; 
c) To reduce absenteeism, presenteeism, tardiness, and indifferent job performance; and 
d) To provide assistance toward outpatient rehabilitation for any employee who seeks the 

Company’s help in overcoming any addiction to, dependence upon or problems with 
alcohol or drugs. 

 

The Company encourages employees who abuse drugs and/or alcohol to voluntarily seek 
assistance either through Employee Business Solutions, Inc. at 866-755-9980, or by other 
qualified substance abuse treatment provider listed on Appendix 1.  It is the employee’s 
responsibility to seek help before drug and alcohol problems lead to disciplinary action. 
 

The manufacturing, distribution, dispensing or possession and/or use of alcohol or illegal drugs 
on Company property or during assigned work hours is prohibited and will subject the employee 
to discipline up to and including termination. 
 

Prescription drugs prescribed by an employee's physician may be taken during working hours.   
However, the employee shall notify his/her supervisor of such prescription drug use if the use of 
properly prescribed drugs will affect the employee's work performance.  Abuse of prescription 
drugs will not be tolerated. 
 

This policy is pursuant to the drug-free workplace program under the Florida Workers’ 
Compensation law. These regulations provide that upon implementation of a drug-free 
workplace program, under certain circumstances, an employer may require an employee to 
submit to a test for the presence of drugs or alcohol and, if a drug or alcohol is found to be 
present in the employee’s system at a level prescribed by law, the employee may be disciplined 
by the Company, up to and including termination, and may forfeit their eligibility for medical and 
indemnity benefits. All employees are hereby notified that it is a condition of employment for an 
employee to refrain from reporting to work or be working with the presence of drugs or alcohol in 
his or her body.  
 

In accordance with this policy, circumstances under which Perry Roofing reserves the right to 
require drug and/or alcohol testing of employees include:   
 

Applicants/New Hires:  Any applicant who is offered employment shall, as a condition of 
employment, submit to testing for the presence of drugs and alcohol.  Applicants who refuse to 
take a drug test when requested will not be considered for employment. 
 
Reasonable Suspicion:  If a supervisor has reasonable suspicion that an employee is under the 
influence of alcohol or illegal drugs while at work, the Company may require the employee to 
undergo drug and/or alcohol testing.  Reasonable suspicion may be observed behavior or 
reported by a reliable and credible source or can be independently corroborated. 
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Random Testing:  All employees may be subject to random testing on a periodic basis. 
 

Post- Accident or Injury:  Employees who are involved in a job-related accident or incident which 
results in bodily injury which requires medical attention beyond simple first aid or that involves 
significant property loss or damage shall be required to undergo drug and/or alcohol testing. 
 
Employees who refuse to take a drug test when requested will be subject to discipline, up to and 
including termination.  An employee who refuses to submit to a drug test will forfeit his eligibility 
for all Workers’ Compensation medical and indemnity benefits. 
 

Disciplinary action, up to and including termination, may be instituted for any employee who has 
a positive confirmed drug test.  Confidentiality of records concerning drug testing will be 
maintained except to the extent necessary to comply with this policy.  All information, reports, 
memos and drug test reports, written or otherwise, received by the Company through the drug 
testing program will be kept confidential as provided by law.  Employees and job applicants may 
confidentially report the use of prescription or non-prescriptions medication both before and after 
having a drug test. 
 

All employees who have been enrolled in a rehabilitation program for drug and/or alcohol abuse 
are required to take drug and alcohol tests on a quarterly, semi-annual or annual basis (as 
determined by the Company), for two years after return to work. 
 

Those employees with drug or alcohol abuse problems make up only a small fraction of the 
work force, and the Company regrets any inconvenience that may be caused to the many non-
abusers by the problems of the few.  It is believed, however, that the benefits to be derived from 
the reduction in number of accidents, the greater safety of all employees and visitors, and the 
rehabilitation or termination of those who, because of alcohol or drugs, are a burden upon all 
other employees, will more than make up for any personal inconveniences.  The Company 
solicits earnestly the understanding and cooperation of all employees in implementing the 
policies set forth herein. Visitors are asked to refrain from the use of alcohol or drug use on 
Company property. 
 

Sexual and Other Unlawful Harassment  

Perry Roofing is committed to providing a work environment that is free from all forms of 
discrimination and conduct that can be considered harassing, coercive, or disruptive, including 
sexual harassment. Actions, words, jokes, or comments based on an individual's sex, race, 
color, national origin, age, religion, disability, sexual orientation, or any other legally protected 
characteristic will not be tolerated. Sexual harassment is defined as unwanted sexual advances, 
or visual, verbal, or physical conduct of a sexual nature. This definition includes many forms of 
offensive behavior and includes gender-based harassment of a person of the same sex as the 
harasser. The following is a partial list of sexual harassment examples:  
 

a) Unwanted sexual advances;  
b) Offering employment benefits in exchange for sexual favors;  
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c) Making or threatening reprisals after a negative response to sexual advances; 
d) Visual conduct that includes leering, making sexual gestures, or displaying sexually 

suggestive objects or pictures, cartoons or posters;  
e) Verbal conduct that includes making or using derogatory comments, epithets, slurs, or 

jokes;  
f) Verbal sexual advances or propositions;  
g) Verbal abuse of a sexual nature, graphic verbal commentaries about an individual's body, 

sexually degrading words used to describe an individual, or suggestive or obscene letters, 
notes, or invitations; 

h) Physical conduct that includes touching, assaulting, or impeding or blocking movements. 
 

Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other 
verbal or physical conduct of a sexual nature constitute sexual harassment when:  
 

a) Submission to such conduct is made either explicitly or implicitly a term or condition of 
employment;  

b) Submission or rejection of the conduct is used as a basis for making employment 
decisions; 

c) The conduct has the purpose or effect of interfering with work performance or creating an 
intimidating, hostile, or offensive work environment.  

 
Employees who experience or witness sexual or other unlawful harassment in the workplace, 
must immediately report it the supervisor or to any member of Senior Management for prompt 
attention and resolution.  Employees can raise concerns and make reports without fear of 
reprisal or retaliation. 
  
All allegations of sexual harassment will be quickly and discreetly investigated. To the extent 
possible, confidentiality will be maintained and the identity of any witnesses and the alleged 
harasser will be protected against unnecessary disclosure. Communications will be made to 
others only on a limited "need to know" basis. When the investigation is completed, the 
employee will be informed of the outcome of the investigation.  
 
Any supervisor or manager who becomes aware of possible sexual or other unlawful 
harassment must immediately advise any member of management so it can be investigated in a 
timely and confidential manner. Upon completion of the investigation, if necessary, corrective 
measures will be taken. These measures may include, but are not limited to, training, 
counseling, warning, suspension, or immediate dismissal. Anyone, regardless of position or title, 
found through investigation to have engaged in improper harassment will be subject to discipline 
up to and including discharge. If the investigation is inconclusive, Perry Roofing may still provide 
counseling or take other appropriate steps.  
 
Perry Roofing prohibits any form of discipline or retaliation for reporting in or participating in an 
investigation in good faith the incidents of harassment in violation of this policy, pursuing any 
such claim or cooperating in the investigation of such reports. 
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END OF SECTION  
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EMPLOYMENT PRACTICES 
 

Employment Status  

Employment status is based on the number of scheduled hours on a regular basis and role 
within the organization.  These classifications do not guarantee employment for any specified 
period of time.  
 

Regular Full-Time Employee- is assigned to a budgeted position, is scheduled to work a 
minimum of thirty (30) hours per weekly pay period  
 

Regular Part-Time Employee- is assigned to a budgeted position, is scheduled to work less than 
29 hours 
 

Temporary Employee- hired to fill a job classification on a short-term basis expected to be less 
than six months. Temporary employees do not accrue any type of benefits, do not receive 
performance raises, and are not governed by the introductory period policy. 
 

Non-Exempt (hourly) employee- is entitled to overtime pay under the specific provisions of 
federal and state laws 
 

Exempt (salary) employee- is excluded from specific provisions of federal and state wage and 
hour laws   
 

Work Hours 

For payroll and accounting purposes, the work week runs from Tuesday at 12:00am to Monday 
at 11:59pm and pay periods are weekly.  
 
Work schedules for employees vary throughout the company. Supervisors will advise their 
employees of the beginning and ending times for their schedule. Staffing needs and operational 
demands may necessitate variations in starting and ending times, as well as variations in the 
total hours that may be scheduled each day and week.  
 

Breaks for Expression of Breast Milk 

The company provides reasonable break time for an employee to express breast milk for her 
nursing child for up to one (1) year after the child’s birth each time such employee has the need 
to express milk. An employee should notify her supervisor or Human Resources should she 
wish to be provided a break and/or location for expressing breast milk or a location for its 
storage. 
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Time Reporting Procedures  

All exempt employees must communicate their approved vacation and sick time to the 
Accounting Manager.  All office, warehouse and service employees are expected to clock in and 
out each day.  Employees must clock in and out for themselves and must alert their supervisor if 
they have missed a punch.  Commercial and residential field personnel are required to initial the 
time sheet indicating their approval of worked time. 
 

Meal Periods 

Non-exempt employees are required to take an unpaid lunch break which is either half or one 
hour based on the department needs.  Part-time employees normally take a lunch break only if 
their workday exceeds five (5) hours.  Employees are required to clock in and out for meal 
periods.  Employees are expected to be on the job and ready to work at their scheduled times 
after meal periods.  Promptness is essential, and any repeated unexcused lateness hinders the 
operation of the Company and is grounds for disciplinary action, up to and including termination. 

 

Overtime  

All non-exempt employees who work more than forty (40) hours in a workweek are entitled to 
receive overtime pay computed at the rate of 1 and 1/2 times the employee's regular hourly 
rate of pay for all hours worked in excess of forty (40) in any one workweek. 
 

Only those hours that are actually worked are added together to determine overtime pay.  
For example, compensated holidays are not hours worked and are, therefore, not counted in 
making overtime calculations. 
 

Pre-Authorization for Overtime 
 

A non-exempt employee may not work overtime without the express prior written approval of 
the employee’s supervisor or another member of management.  Any deviation from this 
requirement will result in discipline, up to and including termination. 
 

Overtime Required when Requested 
 

Working overtime when requested by the employee's supervisor or other member of 
management is a job requirement. In order to be excused from such overtime, the 
employee must demonstrate to the supervisor that the employee will suffer major personal 
or medical hardship if they are required to perform overtime. 
 

Direct Deposit  

Direct deposit is highly recommended for all staff members. Direct deposit into a checking or 
savings account, or both, is available, which offers the most convenient and efficient way to be 
paid.  Employees may start or stop direct deposit at any time.  If an employee changes bank 
account(s), it is their responsibility to provide their supervisor with the new direct deposit 



    

   

15 
 

information in the form of a voided check/deposit slip or letter from the bank in order to update 
their direct deposit bank information.  If the direct deposit is rejected because the employee fails 
to communicate a change in bank accounts, the employee will be responsible for any service 
charges.   
 

Employees receive a pay stub that details the amount earned, all deductions, and the amount 
deposited to each bank account into which funds have been deposited.    

 

Wage Withholding (court ordered) 

It is the policy of Perry Roofing to comply with all valid claims against the wages of employees 
such as garnishments, levies, supporter orders, and/or wage assignments, in accordance with 
applicable law. Payroll will continue to withhold monies from the employee’s salary for the entire 
period specified in the garnishment, federal, family court, or other assignment, or until the 
employee or appropriate legal authority presents Perry Roofing with a written release or notice 
that the employee’s financial obligations have been satisfied. If a dated release is received, and 
the monies have been deducted but not yet paid to the court, the employee may be able to 
receive a reimbursement dependent upon the language of the order and/or release. 
 

Changes in Assignment 

To pursue business objectives, it may be necessary to change an employee’s assignment in 
order to use his or her particular skills to the greatest advantage. This may mean a transfer to 
another department, another job, or another shift. Although Perry Roofing does not change an 
employee’s assignments indiscriminately, it reserves the exclusive right to make such changes 
to meet business requirements.  
 

Employee Records 

Employee records at Perry Roofing must always be accurate. Employees need to notify 
supervisor if their name, address, telephone number and information about family status 
changes.  All records are held in confidence and according to law.  
 

Employment of Relatives 

If there is an open position for which a relative qualifies for, he or she may be considered for 
employment with Perry Roofing. Because the employment of relatives in the same area of an 
organization could influence the initial employment, salary, retention, work or shift assignment, 
leave of absence, promotional opportunity, or career growth of one of the related employees, 
relatives may not be under each other’s direct supervision. Relatives may not be employed, 
where the relationship could negatively impact the dynamics of any of the work groups within 
the organization, or where it could compromise the integrity or confidentiality of the work being 
performed.  Any change to this policy would need to be authorized by an Officer of the 
Company. 

END OF SECTION 
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WORKPLACE EXPECTATIONS 
 

Working Relationships- Open Door Policy 

The special relationships that exist among employees are a very important factor at Perry 
Roofing. Perry Roofing organization is a team; and as such, each member has certain 
responsibilities to other members, and vice versa. The company considers each member to be 
“not just an employee,” but an individual. 
 
The concern of your supervisor, as well as that of other members of the management team, 
extends beyond job-related issues. Supervisors are interested in helping you whenever you 
need support, and you should bring any work- related problems to your immediate supervisor. If 
this is not possible or practical, or you are not satisfied with the results, you are free to approach 
any member of management, up to and including executive staff members for a solution to the 
problem.  
 
If there is any issue or matter that arises that the employee does not feel comfortable talking to 
a member of management about, the employee can contact the external Human Resource 
Consultant, Betsy Uliss @ (561) 213-8084. 
 

Confidential Information 

The protection of confidential business information and trade secrets is essential to the interests 
and the success of Perry Roofing. All employees share responsibility to make sure that proper 
security and confidentiality is upheld. As such, employees who are exposed to confidential 
information or information that is deemed intellectual property are required to sign a 
nondisclosure agreement at the time of hire.  
 
Proprietary information includes all information attained by Perry Roofing employees during the 
course of their work, including standard operating procedures, product specifications, etc.  
 
Perry Roofing information that is not known generally to the public or the industry is confidential 
information. Examples include, but are not limited to, customer lists, customer files, computer 
records, financial and marketing data, formulas, scientific data, research and development 
strategies, legal matters, trade secrets, and certain employee information (salaries, corrective 
actions, personal information, etc.)  
 
Employees who improperly use or disclose trade secrets or confidential business information 
will be subject to disciplinary action, up to and including termination of employment and legal 
action. If you have any questions about proprietary information, or if you observe an 
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unauthorized visitor on company premises, notify your supervisor or direct the unauthorized 
visitor to the reception area of the appropriate facility.  
 

Conflicts of Interest 

Employees have an obligation to conduct business within guidelines that prohibit actual or 
potential conflicts of interest. This policy establishes only the framework within which Perry 
Roofing wishes the business to operate. The purpose of these guidelines is to provide general 
direction so that employees can seek further clarification on issues related to the subject of 
acceptable standards of operation. 
 
You have a conflict of interest if you place yourself in a position which may have a negative 
effect on the performance of your job or motivation. A conflict of interest exists when your 
loyalties or actions are divided between Perry Roofing interests, and those of another, such as 
competitor, supplier, or customer. Some more conflicts of interest which employees should 
avoid include the following: 
 

• Accepting transactions from outside firms such as personal gifts or entertainment from 
competitors, customers, suppliers, or potential suppliers  

 

• Committing Perry Roofing to give its financial or other support to any outside organization 
or activity  

 

• Developing a personal relationship with an employee of Perry Roofing that might interfere 
with the exercise of impartial judgment decisions affecting the company or employees of 
the company.  

 

• Engaging in self-employment in competition with Perry Roofing 
 

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

 

• Obtaining any interest in property or assets of any kind for the purpose of selling or 
leasing it to Perry Roofing 

 

• Using intellectual property or confidential information of Perry Roofing for personal gain 
or to the company’s detriment 

 

• Using assets or labor of Perry Roofing for personal use 
 

• Working for a competitor, supplier or customer 
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If employees have a question or need clarification regarding a potential Conflict of Interest, they 
should consult their supervisor. 
 

Anti-Kickback Policy  

Perry Roofing expects our employees at all times to deal with our tenants, customers and 
suppliers/vendors in an ethical manner. The Company will not tolerate the giving or accepting of 
bribes or kickbacks, or other illegal payments in any form and for any purpose. If you intend to 
make or receive a payment that causes you concern, please confer with the President first.  
 
Company employees, representatives, and contractors are prohibited from receiving 
compensation of any kind from suppliers, vendors, consultants, contractors, applicants, or any 
other person or individual for the purpose of receiving preferential treatment of any kind. The 
guidelines below define the Company’s policy towards kickbacks and the penalties for offering 
or receiving kickbacks, bribes or gifts.  
 
Definition:   “Kickback,” for the purposes of this policy, means any money, fee, commission, 
credit, gift, gratuity, object of value, offer of employment, or compensation of any kind which is 
offered or received, directly or indirectly, to or by a company employee, contractor, or contractor 
employee, vendor or vendor employee, or consultant for the purpose of improperly obtaining or 
rewarding favorable treatment in connection with a Perry Roofing business contract.  
 
The Company’s policy prohibits any person, employee, or organization from:  
• Providing or attempting to provide or offering to provide any kickback;  
• Soliciting, accepting or attempting to accept any kickback; or  
• Including, directly or indirectly, the amount of any kickback in any contract awarded by the    
  Company.  
 
Any employee, supplier, contractor, consultant, or vendor in violation of this policy will be 
prohibited from working with the Company and may be subject to additional civil or criminal 
penalties as provided under U.S. law. Furthermore, violation of this policy will lead to disciplinary 
action up to and including termination.  
 
Employees must do everything they reasonably can to avoid conflicts of interest or actions or 
relationships that give the appearance of conflicts of interest. 
 

Consent to Search  

For the safety and well-being of all concerned, the Company reserves the right to make 
searches of employees' personal effects that they bring onto the property and to search any 
packages or other similar items being removed from Company premises. Additionally, the 
Company reserves the right to search employee workspaces, as it deems necessary, without 
warning. All employees are subject to this policy, and your acceptance of, and compliance with, 
this policy is a condition of employment and continued employment.  
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In the event that an employee subsequently refuses to comply with a search request made by 
the appropriate Company personnel at any time while on the premises, the employee may be 
subject to immediate termination 

 

Attendance and Punctuality  

Regular and punctual attendance is critical to the success of Perry Roofing. Frequent tardiness 
and/or irregular attendance affect employees’ and the team’s performance. 
 
When an employee is absent, he or she must personally notify his/her supervisor or department 
manager in accordance with departmental procedure. Notification of absence from an 
employee’s family member or some other person on behalf of the employee is accepted under 
extenuating circumstances (e.g. emergency, accident, critical injury or illness etc.)  
 
An employee on a prolonged absence is encouraged to call his/her supervisor or Department 
Manager at least weekly to inform him/her of progress.  
 
Employees returning to work after illness or injury, who have been absent from work for three 
(3) or more days will be required to provide to Perry Roofing a medical release from an 
attending physician.  In situation of excessive absences, an employee may be asked to provide 
medical documentation for an absence of less than three (3) days. 
 

Personal Appearance 

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees 
and affect the business image Perry Roofing presents to customers and visitors. During 
business hours or when representing Perry Roofing, employees are expected to present a 
clean, neat, and tasteful appearance.  
 
Clothing should be suitable to the type of work being performed and should also be in good 
taste.  Examples of inappropriate clothing, while not an exhaustive list, include: short shorts, 
hats, buttons or clothing with suggestive messages; skirts which are excessively short either 
standing or sitting, and midriff tops.  
 
During orientation, safety requirements will be reviewed with employees, based on their 
department and job functions.  In addition, the Supervisor will communicate any specific dress 
code requirements to their employees. 
 
Employees who report to work dressed inappropriately may be asked to return home on their 
own time to change into more appropriate wear. Repeated offenses may result in corrective 
action.  
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Employee Performance  

To encourage two-way communication between employees and their supervisors, we strive to 
measure everyone on an on-going basis by providing feedback regarding their performance. 
This provides both supervisors and employees the opportunity to discuss job tasks, identify and 
correct weaknesses, encourage and recognize strengths, and discuss positive, purposeful 
approaches for meeting goals. Any employee who would like to discuss his/her performance 
with the supervisor, is encouraged to do so. 
  

Career Development 

The management team at Perry Roofing is dedicated to helping employees be successful. 
Achieving full potential in the career path is up to each employee. Employees need to think 
about what is most important to them and what is important for their career. By evaluating all the 
measures regulating the working life; the skills, competencies and special abilities required to do 
a specific job; values, needs and goals; employees can create their “personal” strategic plan. 
The most important element of continuous growth is the commitment to personal development.  
 

Corrective Action 

When there needs to be a change in the behavior or performance of an employee, in most 
cases, a verbal warning given by a supervisor is sufficient. Failure to improve would initiate the 
formal corrective action process.  
 
Incidents contrary to company policies in other portion of this guide or habitual offenders of 
various company rules such as those found in Safety manuals, Corporate Policy manuals, and 
Standard Operating Procedures will be dealt with by actions ranging from written warning to 
termination depending on frequency and nature of the situation.  
 

Rules of Conduct  

Perry Roofing is dedicated to providing a safe and pleasant place to work, and we need 
everyone’s cooperation to maintain this goal. The company understands that unanticipated 
situations may periodically arise and cause a problem with an employee’s regular work habits. 
The employee should go directly to his/her department supervisor/manager as soon as this type 
of problem occurs so that arrangements can be made to help the employee bring his/her job 
performance back to an acceptable level.  
 
Employees who have worked together for a long time realize that one person’s misconduct may 
harm the rest, and they expect certain standards of conduct to be established and followed.  
The list provides general examples of the consequences of certain conduct. The list does not in 
any way modify the at-will nature of the employment relationship or create any right to corrective 
action procedures which are inconsistent with an at-will employment.  
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Depending upon the severity of the misconduct, employees may be subject to discipline, up to 
and including immediate termination, for any of the following: 

a) Insubordination; 
b) Theft; 
c) Discourtesy; 
d) Misuse or destruction of property or the property of another on premises; 
e) Violation of conflict of interest rules; 
f) Unauthorized use or disclosure of confidential or proprietary information; 
g) Falsifying or altering Perry Roofing records, including misrepresentation or omission of 

information on the job application or employee form; 
h) Unauthorized alteration of timecards or punching or signing of another employee's 

timecard; 
i) Interference with the work performance of others; 
j) Fighting with another employee; 
k) Discrimination or harassment, including sexual harassment, of another employee, 

customer, client or person doing business with Perry Roofing; 
l) Being under the influence of, using, manufacturing, dispensing, distributing, 

possessing, or selling alcohol, drugs or controlled substances on Perry Roofing  
property or while conducting Perry Roofing business; 

m) Dishonesty of any kind in relation to Perry Roofing or its customers; 
n) Sleeping on the job or leaving the job without authorization; 
o) Possessing a firearm or another weapon on Perry Roofing property or while conducting 

Perry Roofing business; 
p) Being convicted of a crime that indicates unfitness for employment or raises a threat to 

the safety or well-being of Perry Roofing employees or property; 
q) Insubordination or refusing to obey instruction issued by management pertaining to your  
      work; refusal to help out on a special assignment. Engaging in an act of sabotage;   
      willfully or with gross negligence causing the destruction or damage of Company 
      property, or the property of fellow employees, clients, suppliers, or visitors in any 
      manner.  
r) Falsification or misrepresentation of employment-related information, documents, or other 

work records; falsifying the reason(s) for a leave of absence or other data requested by 
the Company; alteration of Company records or other Perry Roofing documents. 
Falsification or alteration of your own timesheet, records, or attendance documents; 
altering another employee’s timesheet or records, or causing someone to alter your 
timesheet or records.  
 

Should performance, work habits, overall attitude, conduct, or demeanor become 
unsatisfactory in the judgment of the Company, based on violations either of the above or of 
any other Perry Roofing policies, rules, or regulations, the employee will be subject to 
disciplinary action, up to and including immediate termination. This list is not all-inclusive 
and, notwithstanding this list, all employees remain employed “at-will”. 
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Criminal Activity  

Any employee who has been convicted, arrested, indicted or who has been charged by 
information in any State or Federal court for any conduct, whether arising on or off duty, must 
report such conviction, arrest, indictment or charge no later than the next business day (whether 
or not the employee actually reports to work that business day) to the employee’s supervisor or 
other member of management. Failure to promptly report such information will be grounds for 
disciplinary action, up to and including termination. 
 

Emergency Evacuation 

The first priority of the Company is the safety of its employees and guests. Immediately notify 
the appropriate emergency personnel should any emergency present itself. For any emergency 
requiring the Fire or Police Departments, or to summon ambulance/paramedics, dial 911.  
 
Should an alarm be activated for fire or other emergency, please evacuate the building as 
rapidly and in as orderly a manner as possible and in cooperation with those personnel who 
have responded to the emergency.   
 

• Take only enough time to turn off important equipment 

• Do not use telephones 

• Remain calm, walking to the outside of the building and maintaining a safe distance 
from any structure 

• Do not enter the building until instructed to do so by authorized safety personnel 
 

Remain in the Main Parking Lot area until it is announced that the drill or actual emergency is 
over.  
 

Emergency Closings – Severe Weather  

Although the Company will make every effort to remain open for business on scheduled 
workdays, there may be instances where conditions make it impossible to do so. At times, 
emergencies such as severe weather, declared state of emergency, terrorist actions, fires, 
power failures, or earthquakes, can disrupt Company operations. In all cases, employee safety 
will be the primary consideration. Some of these circumstances may require the closing of a 
work facility. Decisions regarding Company closures will generally follow the guidance, as 
reported on local news stations, of the local government and school district. However, the 
Company reserves the right to make decisions regarding emergency closings that are believed 
to be in the best interests of the safety of all employees, even if the local government does not 
announce a closure of its own.  
 
In the event of a Company-designated closure, supervisors will notify employees at the time a 
decision is made. At such time, employees will be provided with instructions for keeping abreast 
of continued Company closures and re-openings. Employees are also asked to stay in 
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communication with their supervisors relative to their safety and ability to report to work. In 
certain circumstances, such as a hurricane, employees may be asked to assist the Company in 
emergency preparations, including securing equipment.  
 
When a HURRICANE WATCH is issued by the National Hurricane Center, we will remain in 
operation and also use this time to make any last-minute preparations.  
 
When a HURRICANE WARNING is issued by the National Hurricane Center during our hours of 
operation, the offices will remain open unless notified by Management of otherwise. All 
employees are expected to report to work accordingly. Should the offices close, all 
nonemergency personnel will be sent home, emergency personnel will remain as needed, to 
secure our locations. Employees may or may not be paid for time not worked; it will be up to 
management’s discretion as to whether employees will be paid for non-worked hours during an 
emergency closing.  
 
When a HURRICANE WARNING is issued by the National Hurricane Center outside our hours 
of operation, we will remain closed and request that our employees stay in contact with their 
supervisors for further information. Emergency personnel may be called in if needed to secure 
the building and will be paid for time worked. It is each employee’s responsibility to provide 
management with their current contact numbers, including their cell phone numbers, and to 
know their supervisor’s contact numbers in order to remain informed on our operational plans.   
 
Employees who are late or who choose not to report to work when the office is otherwise 
open will be subject to the provisions of the attendance/tardiness policy. 

 
END OF SECTION 
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EMPLOYEE BENEFITS 
 

Group Insurance 

Regular full-time employees and their dependents may participate in Perry Roofing’s group 
insurance benefits beginning on the first of the month following sixty (60) days of employment.  
The group benefits are medical dental and vison insurance.  The spouse and/or the dependent 
children of covered employees may also join the plan.  Premiums for the medical, dental and 
vison insurance is deducted from the employee’s paycheck on a pre-tax basis and, therefore, 
employees do not pay tax on these benefits.  
 
When an employee is on an unpaid leave of absence, he/she is responsible to make 
arrangements with the Accounting Department to pay for the employee’s share of the benefits 
premium.  If Perry Roofing does not receive the payment for the employee’s portion of the 
health insurance premiums within thirty (30) days of the due date, the employee and covered 
family members will be dropped from the insurance and will receive a notice to continue benefits 
under COBRA.  
 

HIPAA Rights Special Enrollment Rights:  

Under the Health Insurance Portability and Accountability Act (HIPAA) of 1996, employees are 
given the opportunity to enroll under his/her employer’s group plan if they lose other coverage or 
gain new dependents. If you are declining enrollment for yourself or your dependents (including 
your spouse) because of other health insurance coverage, you may in the future be able to 
enroll yourself or your dependents in this plan, provided that you request enrollment within 30 
days after your other coverage ends. In addition, if you have a new dependent as a result of 
marriage, birth, adoption, or placement of adoption, you may be able to enroll yourself and your 
dependents, provided that you request enrollment within 30 days after the marriage, birth, 
adoption, or placement for adoption. If you add coverage under these instances, the maximum 
length of any pre-existing condition exclusion under this plan is 12 months. However, a pre-
existing condition exclusion does not apply to your pregnancy or that of your covered spouse, or 
to any newborn or adopted child who is added to the coverage within 30 days of the birth or 
adoption. 
 
Pre-existing Condition Exclusions: A “pre-existing condition” is a condition for which medical 
advice, diagnosis, care or treatment was recommended or received within the six-month period 
ending on your enrollment date. Your enrollment date is the earlier of his/her first day of 
coverage under your employer’s group health plan or the first day of the waiting period. The 
maximum length of a pre-existing condition exclusion under this plan is 12 months (or 18 
months if you or your dependents sign-up as late enrollees). Your prior coverage will count 
toward this plan’s pre-existing condition exclusion if you do not have a break in coverage 
between the old plan and this plan of 63 or more days. The waiting period under this plan does 
not count toward the 63-day period. In short, these rules make your health insurance coverage 
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“portable.” You will need to present a copy of a health coverage certificate from your prior plan 
in order to prove your prior coverage. If this plan is going to apply a pre-existing condition 
exclusion to you or your covered dependents, you will be notified of this determination and your 
rights to appeal.  
 
Health Certificates: If your coverage under this plan stops, you and your covered dependents 
will receive a certificate that shows your period of coverage under the plan. You may need to 
furnish the certificate if you become eligible under another group health plan if it excludes 
coverage for certain medical conditions that you have before you enroll. You may also need the 
certificate to buy, for yourself or your family, an individual insurance policy that does not exclude 
coverage for medical conditions that are present before you enroll. You and your dependents 
may also request a certificate within 24 months of losing coverage under this plan. To request a 
certificate, contact Human Resources. 
 

Retirement Plan 

Perry Roofing sponsors a SIMPLE IRA.  Employees are eligible on the January 1st after they 
have earned $5,000 in a previous year.  They can begin at any time after the initial eligibility and 
can make changes to their investment contributions and fund selection. PERRY matches the 
employee’s investment, up to 3% of their annual income.   
 

ERISA Rights  

All participants in the Employee Benefit Program are entitled to certain rights and protection 
under the Employee Retirement Income Security Act of 1974, (ERISA). ERISA enables plan 
participants to: Examine (without charge), at the plan administrator’s office and at other 
locations, all plan documents including insurance contracts and copies of all documents filed by 
the plan with the U.S. Department of Labor. Examples of these documents include annual 
reports and plan descriptions. Obtain copies of documents and other plan information upon 
written request to the plan administrator. The administrator may make a reasonable charge for 
the copies. Receive a summary of the plan’s annual financial report. The plan administrator is 
required by law to furnish each participant with a copy of this summary financial report. File suit 
in a federal court if any materials requested were not received within 30 days of the participant’s 
request, unless the materials were not sent because of matters beyond the plan 44 Revised 
April 2017 administrator’s control. The court may require the plan to pay a penalty for each day’s 
delay until the materials are received. In addition to creating rights for plan participants, ERISA 
imposes obligations upon the persons who are responsible for the operation of the employee 
benefit program. In legal terms, such persons are referred to as “fiduciaries.” Fiduciaries must 
act solely in the interest of the plan participants and they must exercise prudence in the 
performance of his/her plan duties. Fiduciaries who violate ERISA may be removed and 
required to make good any losses they have caused the plan. An employer may not fire or 
discriminate against an employee to prevent the employee from obtaining a (welfare) benefit or 
exercising his/her rights under ERISA. If an employee is improperly denied a (welfare) benefit in 
full or part, the employee has the right to file suit in a federal or state court. If plan fiduciaries are 
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misusing the plan’s money, employees have a right to file suit in a federal court or request 
assistance from the U.S. Department of Labor. If successful in a lawsuit, the court may require 
that the other party pay legal costs, including attorney’s fees. If you have any questions about 
this statement or about your rights under ERISA, you may contact: The plan administrator; or 
the nearest office of the Pension and Welfare Benefits Administration, U.S. Department of Labor 
listed in your telephone directory; or The Division of Technical Assistance and Inquiries, Pension 
and Welfare Benefits Administration, U.S. Department of Labor, 200 Constitution Avenue. 

 
Vacation 

Perry Roofing recognizes that employees need time away from work for a number of reasons. 
As such, Perry Roofing provides time for eligible employees to use for vacation.   This time is 
not intended to cover tardiness and must be scheduled according to department specific 
requirements. 
 
After one (1) year of employment with the company, full-time employees will receive 40 hours of 
vacation and each year thereafter. This amount will be immediately available to employee, 
provided that the employee has been with the company a full year from date of hire (or, an 
agreed upon equivalent) and the guidelines for its use are met. Vacation hours are accrued from 
the date of hire and are based on a combination of factors: years of service and employee 
position.  

 

Please note that vacation time not used within the year’s period will not carry forward without 
approval from Senior Management. 
 
Vacation may be taken in increments of whole weeks, separate days, or half days. To schedule 
planned vacation, employees must request advanced approval from their manager, and a 
minimum of two weeks’ notice is preferred.  Requests will be reviewed and a decision made 
based on business needs and staffing requirements. If an employee has an unexpected need to 
be absent from work, he/she is required to personally notify the manager at the earliest 
opportunity.  
 

Personal Days 

New hires, who have worked for six (6) months, will be granted Personal Days according to the 
following hire months to be used during the calendar year: 
 
Jan & Feb= 3 Personal Days 
March & April= 2 Personal Days 
May & June= 1 Personal Day 
 
Every year thereafter, each employee will be given three (3) Personal Days to be used during 
that calendar year.  Personal Days cannot be carried forward nor can they be exchanged for a 
cash equivalent. 
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Employee is to notify either his/her project superintendent or project manager (immediate 
supervisor or front office, if office staff) at the beginning of the work day in which he/she plans to 
use Personal Days (or, otherwise, as soon as possible) to assist in making arrangements in light 
of his/her absence. 
 

Holidays 

Perry Roofing observes a number of designated company-paid holidays. Although the dates and 
days will vary each year, the official holiday schedule may be obtained from your supervisor. 
Paid holidays are available for employees that have successfully completed six (6) months of 
employment with the company.  Employees who work on a paid holiday receive holiday pay for 
normally scheduled hours on that day and straight time for hours worked. 
 

The following holidays are paid when they fall on a workday Monday-Friday: 
 
Labor Day – The first Monday in September 
New Year’s Day - January 1st 
Memorial Day - The last Monday in May 
Independence Day - July 4th 
Thanksgiving Day – The fourth Thursday of November 
Christmas Day - December 25th

 

 

Religious Holidays 
 
Perry Roofing will make every effort to accommodate the religious observances and 
practices of its employees. Requests for time off for religious observance are to be made 
to the employee’s supervisor with notice. 

 

END OF SECTION 
  



    

   

28 
 

LEAVES OF ABSENCE 
 

Bereavement 

Full-time employees are eligible to receive three (3) days of leave in the event they require time 
off due to the death of a family member. Family member is defined as spouse, grandparents, 
parents, brothers, sisters, children, and grandchildren. Requests for Administrative Leave are to 
be made to the supervisor. If an employee requires more than three days leave, other available 
Paid Time Off benefits may be used.  
 

Domestic Violence 

The Company is committed to providing a workplace in which domestic violence is not tolerated 
or excused. This policy is intended to increase awareness of domestic violence and help in 
responding to the needs of victims. Perry Roofing provides up to three (3) days of unpaid leave 
in any twelve (12) month period in the case of imminent danger to the health and safety of an 
employee or a family or a household member. Contact the supervisor for more information.  
 

Family and Medical Leave Act 

The Company’s employees are covered under the Family and Medical Leave Act (FMLA).  
There two (2) types of leave available to employees under the FMLA, i.e., the twelve (12) week 
leave entitlement (Basic FMLA Leave) and the military family leave entitlement (Military Family 
Leave) as described by law and summarized in this policy.  The FMLA provides employees who 
have worked for the Company for at least twelve (12) months and at least 1,250 hours during 
the prior twelve (12) months with up to twelve (12) work weeks of unpaid leave for certain family 
and medical reasons during a 12-month period. 
 

Eligible employees may take FMLA leave for the following reasons: 
 

1. Birth and care of the eligible employee's child, or placement for adoption or foster care of 
a child with the employee;  

2. Care of the employee’s spouse, child or parent who has a serious health condition;   
3. Care of the employee's own serious health condition; 
4. Up to twelve (12) weeks of leave for certain qualifying exigencies arising out of a covered 

military member's active duty status, or notification of an impending call or order to active 
duty status, in support of a contingency operation; and  

5. Up to twenty-six (26) weeks of leave in a single twelve (12) month period to care for a 
covered service member recovering from a serious injury or illness incurred in the line of 
duty on active duty.  

 
Eligible employees are entitled to a combined total of up to twenty-six (26) weeks of all types of 
FMLA leave during the single twelve (12) month period.  
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Employees must make reasonable efforts to schedule leave for planned medical treatment so 
as not to unduly disrupt the Company’s operation.  If possible, employees should discuss their 
FMLA request with their supervisor at least thirty (30) days in advance of the leave.  If thirty (30) 
day notice is not possible, notice must be given as soon as practicable before leave is to begin. 
Leave may be denied or delayed if an employee fails to give timely notice. 
 
Perry Roofing will require an employee taking leave for serious health reasons to provide a 
health care provider's certification that leave is medically necessary. Perry Roofing may require 
periodic status reports from employees on unpaid leave regarding the continued need for leave 
and the employee's intent to return to work. Perry Roofing will require employees to provide 
medical certification of their fitness to return to work after medical leave for serious personal 
health problems. Employees may be denied leave or reinstatement after leave until Perry 
Roofing receives proper medical certification.  
 
Intermittent FMLA Leave 
 
An employee does not need to use FMLA leave entitlement within one block.  The leave can be 
taken intermittently or on a reduced leave schedule when medically necessary.  Leave may not 
be taken on an intermittent basis when used to care for the employee’s own child during the first 
year following birth, or to care placed with the employee for foster care or adoption, unless both 
the employer and employee agree to such intermittent leave.  Intermittent leave or reduced 
schedule leave may result in the employee being temporarily transferred to an equivalent 
available position for which the employee is qualified.  
 
Compensation and Benefits during FMLA Leave 
 
FMLA leave is unpaid.  However, the Company requires that employees use paid time off 
concurrently with FMLA until that time is exhausted.  During Family and Medical Leave, 
employees shall be entitled to receive the same group health benefits he/she would have 
received had no leave been taken. Before their leave commences, employees are responsible 
to make arrangements to cover any insurance premiums that will not be paid for through payroll 
deductions due to exhausting paid time off. If Perry Roofing does not receive the payment for 
the employee’s portion of the health insurance premiums within thirty (30) days of the date due, 
the employee will be dropped from the insurance and will receive a notice to continue benefits 
under COBRA.  
 
Job Restoration Following Leave 
 
Employees returning from FMLA leave are normally entitled to be restored to their original job or 
to an equivalent job with equivalent pay, benefits and other terms and conditions of 
employment. In addition, use of FMLA leave will not result in the loss of any employment benefit 
the employee earned or was entitled to before using FMLA leave.  
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Outside Employment 
 
Outside employment that is similar in nature to the type of employment being performed for  
Perry Roofing during FMLA leave is prohibited, and may result in disciplinary action, up to and 
including immediate termination of employment.   
 

Jury Duty 

Perry Roofing encourages employees to fulfill their civic responsibilities by serving jury duty 
when required. In the event an employee serves on a jury where a full day’s attendance is not 
required and there are three (3) or more work hours remaining, employees will be expected to 
report to work for the balance of the day.  
 
If an employee is served with a subpoena to testify as a witness, he/she will be granted 
administrative leave without pay. If an employee is subpoenaed to testify in private civil actions, 
he/she will be granted a reasonable amount of unpaid time off to comply with a subpoena, and 
may use Paid Time Off , if desired.  

 

Military Duty 

Leave for Training 
 
An employee who is a member of the Reserve, National Guard or other reserve component of 
the Armed Forces of the United States and is called upon for training or other short-term reserve 
or Guard Duty (i.e., firefighting, policing duty for natural disaster, etc.) is eligible for a military 
leave of absence in accordance with federal and state laws.   
 
Active Military Duty 
 
A military leave of absence will be granted to employees who are absent from work because of 
service in the United States Armed Forces in accordance with the Uniformed Services 
Employment and Reemployment Rights Act (USERRA).  Advance notice of military service is 
required, unless military necessity prevents such notice or it is otherwise impossible or 
unreasonable. An employee’s formal request for military leave should be accompanied by an 
order or statement from the appropriate military commander evidencing such duty.    
 
During leave for active military duty, insurance benefits will continue as if the employee were still 
actively employed with the Company, subject to the terms and conditions contained in 
applicable policies and plan documents. If the employee elects to continue family/dependent 
group health insurance coverage or any of the other available options while on active duty, the 
employee will continue to be responsible for the associated premium payments, in accordance 
with the procedures set up by the Company for that purpose. 
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All regular employees returning from active service are eligible for re-employment in the same 
position they left (or a similar one in terms of status, pay and with accrued seniority), under the 
following conditions:   
  
• Individual must receive an honorable discharge.    
• Individual must still be qualified to perform the job duties. If the individual needs to   
            practice job skills, a reasonable time will be granted as determined by the Company. In  
            the event an individual is not qualified for their former position (required job skills have 
            changed or the individual has a disability which precludes them from performing the  
            essential functions of the position), then the individual will be allowed to attempt to 
            qualify for a similar job.   
• The individual being reinstated must successfully complete an employment medical  
            examination or drug screening applicable for the position.   
• If the Company’s circumstances have changed and the position no longer exists, then  
            the veteran may apply for any other open positions.    
• The individual must apply for re-employment within the applicable timeframes listed  
            below:  

(a) For periods of military service of 1 to 30 days, they must return by the 
beginning of the following first regularly scheduled workday with allowance for safe 
return travel;  
(b) For periods of military service of 31 to 180 days, they must apply for re-
employment no later than 14 calendar days after the completion of their service; or  
(c) For periods of military service 181 days or more, they must report to work no 
later than 90 calendar days after the completion of their military service.  

 
All of these periods are extended to two years if the individual is hospitalized or slow to return to 
health because of an injury incurred or aggravated during military service. 
If called to Military Duty, please see the supervisor. 
 

Personal Leave of Absence 

Perry Roofing may permit a Personal Leave of Absence (up to four weeks) at the discretion of 
the manager.   To be eligible for personal leave, an employee must have been employed by 
Perry Roofing for a minimum of twelve (12) months.  
 
An employee taking personal leave will be required to use all Paid Time Off available prior to 
being placed on unpaid leave of absence. Both paid and unpaid leave count toward the four (4) 
week leave limit.  
 
An employee may be required to provide at least thirty (30) days advance notice of intent to take 
personal leave and must have approval to take the personal leave prior to leave commencing. 
 
Employees may not be guaranteed a job when returning to work from a Personal Leave of 
Absence but may return to active employment in the same or similar job, considering the 
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employee’s qualification, if such a job is available and vacant. Perry Roofing retains the right to 
fill or eliminate any vacant position as a result of a Personal Leave of Absence should the needs 
of Perry Roofing require it.  
 
An employee who accepts other employment while on a Personal Leave of Absence or who fails 
to return to work on the next regularly scheduled workday following the expiration of the 
Personal Leave of Absence will be considered to have voluntarily resigned, effective 
immediately. 
 
To apply for a Personal Leave of Absence, submit a Request for Leave of Absence Form to 
your immediate manager for approval. 
 

Workers’ Compensation  

All employees are covered by Workers' Compensation Insurance to the extent required by 
Florida law.  A written report upon the occurrence of a job-related injury, no matter how trivial, 
shall be delivered to the Executive Management immediately from the date of the injury, unless 
the employee is disabled, and then as soon as possible.  Any employee who has a job-related 
injury shall, be required to have a physical by a doctor appointed and paid for by Perry Roofing. 
If eligible for Family and Medical Leave, the employee Workers’ Compensation leave will run 
currently with FMLA.  
 

END OF SECTION 
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SEPARATION FROM COMPANY 
 

Voluntary Termination 

Should it become necessary for an employee to resign, employees are encouraged to provide 
as much advanced notice of their decision to resign as possible under the circumstances.   
Employees who have completed their initial employment period are expected to give a minimum 
written notice of resignation of at least ten (10) business days or two (2) weeks. 
This notice will enable the supervisor to have sufficient time to allow a smooth transition in 
delegating responsibilities to other employees, as well as having the necessary time to issue the 
final paycheck for working at Perry Roofing.  If an employee does not give notice, they may pick 
up their final paycheck the following Friday, or it will be mailed to the employee’s last recorded 
address. 
 
All Company-owned property, including documents, memory sticks, credit cards, company 
owned vehicles, keys, smart phones, tablets and laptops, etc. must be returned immediately 
upon termination of employment. 
 
Any accrued and unused vacation and personal days will not be paid upon separation of 
employment.  
 

Employee References 

All requests for references must be directed to Executive Management.  No other manager, 
supervisor or employee is authorized to release references for current or former employees.  
The Company’s policy regarding references for employees who have left the Company is to 
disclose only the dates of employment, the title of the last position held and the salary or wage 
amount that the employee last earned. 
 

Job Abandonment  

An employee will be considered to have abandoned his/her position if he/she: 
 

• Fails to report to work at the starting time of his/her scheduled shift on the first workday 
following a leave of absence 

• Is absent from work without notice for two consecutive workdays 

• Walks off the job 
 
Job abandonment is considered a voluntary resignation without notice, and will result in the 
forfeiture of all accrued, unused vacation.  
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Involuntary Termination 

Executive Management reviews all involuntary terminations prior to a final decision.  
 

COBRA – Continuation of Health Coverage 

The Consolidated Omnibus Budget Reconciliation Act (COBRA) requires most employers 
sponsoring group health plans to offer continued participation to employees and his/her covered 
dependents that would otherwise lose these benefits. 
 
At the conclusion of employment with Perry Roofing, any premiums due, which may include 
both employee and Company contributions, will be deducted from the employee’s final 
paycheck. The option is available to convert some benefits into individually owned programs.  
The employee and his/her covered dependents may also continue existing health, dental, and 
vision benefits, for a limited period of time through COBRA. 
 
Perry Roofing’s employees and covered dependents have the right to choose continuation 
coverage if group coverage is lost due to a reduction in the employee’s work hours, or if 
employment is terminated (for reasons other than gross misconduct). 
 
 

 
END OF SECTION 
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COMMUNICATIONS 
 

Proper Etiquette 

As a representative of Perry Roofing, effective email and telephone communications, the use of 
the approved greeting and speaking in a courteous and professional manner sets the tone for 
the organization. The same regular business etiquette should be employed when speaking from 
office phones, cell phones and email communication.  
 

Computer Password Control/Email 

Perry Roofing relies on its computer network to conduct its business. It is every employee’s duty 
to use Perry Roofing computer resources responsibly, professionally, ethically, and lawfully. 
Information security is a very serious issue, because Perry Roofing computer systems and the 
information they contain are essential to daily operations and to the future competitive strength 
of the company.  
 
Users are responsible for safeguarding their passwords for access to the computer system. 
Individual passwords should not be printed, stored online, or given to others.  
 
Passwords do not imply privacy. Use of passwords to gain access to the computer system or to 
encode particular files or messages does not imply that Users have an expectation of privacy in 
the material they create or receive.  
 
Messages left on company electronic equipment (such as voice mail, electronic mail, and 
computer and network files), even when a personal password is required, are subject to 
inspection by company officials. Employees’ passwords are designed to protect the files and 
messages from access to other personnel. However, company officials retain the exclusive right 
and ability to access any electronic file when necessary.  
 
When using company electronic equipment, employees need to be aware of the following rules: 
 

• E-mail is subject to review and monitoring by Perry Roofing and should be treated as 
public information, even when labeled as confidential and privileged.   

• Personal use of Perry Roofing email system is not encouraged and this use should not 
interfere with job performance or compromise the interests of Perry Roofing 

• Sending or posting the following is strictly prohibited 

• Any communication on an internet discussion group, bulletin board, news group, or other 
communication center where the communication would be posted from a corporate e-
mail address.  

• Confidential information, trade secrets, intellectual property, privileged material, or other 
matters which may hinder, damage, or impair the interests of Perry Roofing  
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• E-mail messages that contain sexually explicit language, images, or innuendo 
• E-mail messages which contain harassing or objectionable language regarding individual 

race, sex, national origin, sexual orientation, age, religious beliefs, political beliefs, or 
health condition 

 

Internet Usage  

Internet access to global electronic information resources on the web is provided by Perry 
Roofing to assist employees in obtaining work-related data and technology. The following 
guidelines have been established to help ensure responsible and productive Internet usage. All 
Internet usage is limited to job-related activities. Personal use of the Internet is not permitted.  
 
All Internet data that is composed, transmitted, or received via our computer communications 
systems is considered to be part of the official records of Perry Roofing and, as such, may be 
subject to disclosure to law enforcement or other third parties. Consequently, employees should 
always ensure that the business information contained in Internet email messages and other 
transmissions is accurate, appropriate, ethical, and lawful.  
 
The equipment, services, and technology provided to access the Internet remain at all times the 
property of the Company.  As such, Perry Roofing reserves the right to monitor Internet traffic, 
and retrieve and read any data composed, sent, or received through our online connections and 
stored in our computer systems.  
 
Data that is composed, transmitted, accessed, or received via the Internet must not contain 
content that could be considered discriminatory, offensive, obscene, threatening, harassing, 
intimidating, or disruptive to any employee or other person. Examples of unacceptable content 
may include, but are not limited to, sexual comments or images, racial slurs, gender-specific 
comments, or any other comments or images that could reasonably offend someone on the 
basis of race, age, sex, religious or political beliefs, national origin, disability, sexual orientation, 
or any other characteristic protected by law.  
 
The unauthorized use, installation, copying, or distribution of copyrighted, trademarked, or 
patented material on the Internet is expressly prohibited. As a general rule, if an employee did 
not create material, does not own the rights to it, or has not gotten authorization for its use, it 
should not be put on the Internet. Employees are also responsible for ensuring that the person 
sending any material over the Internet has the appropriate distribution rights. To ensure a virus-
free environment, no files may be downloaded from the Internet without prior authorization.  
 
Abuse of the Internet access provided by Perry Roofing in violation of law or Perry Roofing 
policies will result in disciplinary action, up to and including termination of employment. 
Employees may also be held personally liable for any violations of this policy. The following 
behaviors are examples of previously stated or additional actions and activities that are 
prohibited and can result in disciplinary action:  
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a. Sending or posting discriminatory, harassing, or threatening messages or images  
b. Using the organization's time and resources for personal gain  
c. Stealing, using, or disclosing someone else's code or password without authorization  
d. Copying, pirating, or downloading software and electronic files without permission  
e. Sending or posting confidential material, trade secrets, or proprietary information 

outside of the organization  
f. Violating copyright law  
g. Failing to observe licensing agreements  
h. Engaging in unauthorized transactions that may incur a cost to the organization or 

initiate unwanted Internet services and transmissions  
i. Sending or posting messages or material that could damage the organization's image 

or reputation  
j. Participating in the viewing or exchange of pornography or obscene materials  
k. Sending or posting messages that defame or slander other individuals  
l. Attempting to break into the computer system of another organization or person  
m. Refusing to cooperate with a security investigation  
n. Sending or posting chain letters, solicitations, or advertisements not related to business 

purposes or activities  
o. Using the Internet for political causes or activities, religious activities, or any sort of 

gambling  
p. Jeopardizing the security of the organization's electronic communications systems  
q. Sending or posting messages that disparage another organization's products or 

services  
r. Passing off personal views as representing those of the organization  
s. Sending anonymous email messages  
t. Engaging in any other illegal activities  
u. Using the Internet for recreational purposes during working hours 
 

Social Media 

Definitions 
 

I. Social Media:  As used in this policy, “social media” includes, but is not limited to blogs, 
forums, and social networking sites, such as Twitter, Instagram, Facebook, YouTube, 
Plaxo, MySpace, and any other online collaboration, sharing or publishing platform, 
whether accessed through the web, a mobile device, text messaging, email or any other 
existing or emerging communications platform. 

 
II. Personal Communication Device:  A device capable of two-way audio or text 

communication that emits an audible signal, vibrates, and/or displays a message.  
Examples of personal communication devices include but are not limited to: cellular 
telephones/Smartphones such as Blackberries, I-Phones, Androids, etc.; 
pagers/beepers; laptop computers; and other wireless devices.  
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III. Private Social Network Account: Account set up by a Company employee on one of the 
social networks listed above, for private or personal reasons.  

 
Permissible Uses 
 
Perry Roofing does not prohibit employees from creating, obtaining or using private social 
network accounts. Further, Perry Roofing does not intend to interfere with its employees’ First 
Amendment rights or rights’ to engage in protected concerted activity using a private social 
network account.  Perry Roofing expressly recognizes LinkedIn as a business social networking 
site and permits its employees to use the Company’s name and to identify the employee’s role 
in the Company as part of his/her LinkedIn Profile. Employees should carefully read these 
guidelines and the Harassment Policy contained herein, to ensure their postings are consistent 
with this policy. 
 
Prohibited Conduct: 
 
(i) Employees are prohibited from posting statements, photographs, video or audio that 
could reasonably be viewed as threatening or intimidating, that disparage fellow employees, that 
might constitute harassment or bullying or are discriminatory in nature.  Examples of such 
conduct might include offensive posts meant to intentionally harm someone’s reputation or posts 
that could contribute to a hostile work environment on the basis of race, sex, disability, religion 
or any other status protected by law. 
(ii) Employees are prohibited from utilizing Company computers to access social media 
without prior written authorization from the President or his/her designee. 
(iii) Employees are prohibited from utilizing their personal communication devices to access 
social media during working hours without prior authorization from President or his/her 
designee. 
(iv) Employees are prohibited from utilizing their private social network accounts to engage in 
political activity or private business during working hours.  
(v) Employees are prohibited from utilizing their private social network accounts to directly or 
indirectly suggest that Perry Roofing endorses a commercial service or product, unless they 
receive prior written authorization from the President or his/her designee. 
(vi) Employees are prohibited from speaking on behalf of the Company on their private social 
network accounts unless they have prior written authorization from the President or the 
President’s designee to do so.  
 (vii) Employees are prohibited from utilizing their private social network accounts to post, 
transmit, discuss or other disseminate any confidential or proprietary information, including 
customer lists, customer files, computer records, financial and marketing data, process and 
procedure descriptions, research plans, computer systems, and trade secrets.  When in doubt 
as to the confidential or proprietary nature of information, employees must consult with the 
President or his/her designee prior to posting such information. 
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Expectation of Privacy 
 
Employees are cautioned that they forfeit any reasonable expectation of privacy when using 
social networks, since information posted online may not be secure and may be viewed and 
widely disseminated by third parties.  Perry Roofing reserves the right to monitor Internet 
communication and activity, including social media use such as blogging, at any time, without 
prior notice, and to access and examine information in an employee’s work computer at any 
time to ensure that system is being used in accordance with Company policy.  Perry Roofing will 
not attempt to surreptitiously intercept secure employee communications (i.e., Perry Roofing will 
not hack into an employee’s social network account or attempt to obtain an employee’s 
password in order to access that employee’s social network account), and will comply with all 
applicable state and federal laws as pertains to electronic monitoring of employee 
communications.   
 
Disciplinary Action 
 
Any employee who is aware of an online posting on a social media page by a Company 
employee that violates any provisions of this policy shall notify his or her supervisor 
immediately.  Violations of this policy and the failure to report violations of this policy may result 
in disciplinary action up to and including termination.     
 

END OF SECTION 
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GENERAL POLICIES 
 

Employee Property 

An employee’s personal property, including but not limited to packages, purses and backpacks, 
may be inspected upon reasonable suspicion of unauthorized possession of Company property, 
or if there is cause to suspect illegal activity.   
 

Employer Property 

Company-owned equipment, manuals, tools, office machines and reference material must be 
returned to the appropriate department when the task requiring its use is completed and may 
not be removed from Company premises except with the written approval of the respective 
supervisor.  Equipment on lease to Perry Roofing may not be removed.  
 

Housekeeping 

All employees are expected to keep their work areas clean and organized.  Pick up your areas 
so the cleaning crew is able to dust, vacuum, clean around your work area.  Common areas 
such as the kitchen and restrooms should be kept clean by those using them. 
 

Inspection 

Desks, filing cabinets, and other storage devices may be provided for the convenience of 
employees but remains the sole property of Perry Roofing. These items are the property of 
Perry Roofing and the company can make no assurances about the security or privacy of any 
office, desk, locker, file cabinet, computer, or other Perry Roofing facility and discourages the 
storage of valuables, perishables, and other personal items in them.  
 
Additionally, Perry Roofing reserves the right to open and inspect any office, desk, computer, 
diskettes and files, e-mails, file cabinet, voice mail, or any other item of Company property and 
its contents, at any time, with or without reason, notice, or consent. Perry Roofing may also 
conduct random inspections and/or searches of any parcels, containers, packages, purses, or 
other articles which an employee or others working on Perry Roofing property brings to or 
removes from Perry Roofing.  
 
Employees may not place personal locks on any company office door, desk, locker, or file 
cabinet.  
 
At least two members of the management team must be present before any search is initiated. 
Except in matters where there is reasonable cause to suspect criminal activity, employees will 
be given the opportunity to be present during any inspection.  
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Non- Solicitation 

Solicitation during work time is prohibited unless it is approved by the President.  “Solicitation” is 
defined as: 
 

• Encouraging or persuading other employees to join, donate or work on behalf of any 
social, religious, political, fraternal, labor or charitable organization or individual; 

 

• Advertise, publicize or otherwise act as an agent in the sale or distribution of goods and 
services to other employees for the benefit of a third party or business; and 

 

• Sale or rental of privately-owned merchandise 
 
The Company recognizes the right of all employees to engage in solicitation activities in non-
work areas before and after work and during break periods. Visitors have no right to engage in 
solicitation activities while on Perry Roofing’s property and will be removed from the facility if 
they attempt to do so.  Employees are responsible for the actions of their visitors. 
 

Personal Mail 

Employees are not to use Company stationery, postage, express mail, etc. or the Company’s 
mailing address for personal mail or correspondence.  Personal items or other mail may be sent 
from Company premises if the employee has pre-paid the proper postage. 
 

Personal Telephone Calls 

Personal phone calls in the office area should be kept to a minimum. During normal working 
hours these calls should be limited, so they do not interfere with the work schedule.  
 

Property Theft or Damage 

To prevent theft in the workplace, it is very important that employees make sure they secure all 
equipment and personal items any time they leave their work area. All incidents of theft or 
damage involving personal or company property should be reported to the supervisor  
immediately. 
 
The stealing of company property, or property of others, regardless of value, may result in 
written warning to termination and, if the circumstances warrant, possible prosecution. Misuse of 
company property, or property of others, regardless of value, will result in appropriate corrective 
action, ranging from written warning to termination. 
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Personal Use of Company Equipment 

Company equipment should only be used for Company business.  Please keep in mind that the 
cost of operating Company equipment, such as computers, facsimile machines, copiers, etc. 
has increased dramatically during the last few years. Take time to become familiar with the 
proper use of office equipment and use these resources wisely. 
 

Safety Equipment 

Safety is our number one priority therefore safety equipment is not optional. Supervisors will 
advise employees of the required equipment and where to obtain it.  
 

Smoke-Free Environment 

Perry Roofing promotes wellness and safety in the workplace by providing a smoke-free 
environment. Perry Roofing’s smoking policy prohibits smoking or vaping inside any building or 
structure on company property. Smoking or vaping is also not allowed inside company vehicles. 
Smoking and vaping is permitted only during breaks, mealtimes and before and after working 
hours, and only in designated area while on company property.  
 

Violence in the Workplace 

Anyone who is involved in or witnesses behavior that may be potentially threatening, 
immediately report this to your supervisor.  Actions that may indicate a possible problem 
include: 
 

• Abusing or injuring another person 

• Abusing or damaging property 

• Behavior of the potential for misunderstanding, joking about any of the above actions is 
also prohibited. 

• Fighting or threatening to fight with another person 

• Harassing behavior inconsistent with normal work relationships 

• Having possession of a firearm or any other weapon while on company premises or 
company business 

• Using obscene or abusive language or gestures in a threatening manner 

• Raising voices in a threatening manner 

• Stalking  

• Threatening injury or damage against a person or property 

• Threatening to use a firearm or any other weapon 
 
When an employee reasonably believes that a situation with another employee or any other 
party may become violent, the employee should immediately leave the area and report the 
situation to management.  
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Visitors 

The Company has a number of people visiting the facility.  For reasons of safety and security, 
Perry Roofing does not allow any unescorted visitors to tour the premises.  Should an employee 
have visitors, we ask that the Office Coordinator be informed of their names and the time of their 
arrival, and that they be met in the lobby by the employee.  Because these visitors may 
represent corporations who may wish to secure business with the Company, we ask that all 
employees offer their courteous assistance and welcome all visitors, as well as help in keeping 
the premises as presentable as possible.  In the event that a conference room is required for a 
meeting, employees should schedule the room as early as possible, indicating the dates and 
duration of the meetings. 
 

Work-Related Injuries and Illnesses 

Perry Roofing provides a comprehensive workers compensation insurance program at no cost 
to employees. These laws provide for medical and compensation benefits to employees injured 
during the regular course of their employment.  
 
When any incident arises that may require medical attention, the employee must immediately 
notify the supervisor of the incident and be prepared to give specific details, i.e., cut on right 
middle finger.  
 
The employee may be required to visit a designated Workers’ Compensation facility, where 
necessary paperwork will be filled out and a drug test will be administered. 
 
When an injury occurs, the First Report of Injury or Illness form must be completed in its entirety 
by a supervisor. This form is to be used to record all work-related injuries and accidents. 
 

 
END OF SECTION 
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EMPLOYEE ACKNOWLEDGEMENT FORM 
 
The Employee Handbook describes important information about Perry Roofing Contractors.  I 
understand that I should consult the management regarding any questions not answered in the 
handbook. I have entered into my employment relationship with Perry Roofing Contractors, 
voluntarily and acknowledge that there is no specified length of employment. Accordingly, either 
I or Perry Roofing can terminate the relationship at will, with or without cause, at any time, so 
long as there is no violation of applicable federal or state law. 
 
Since the information and policies described here are subject to change, I acknowledge that 
revisions to the Handbook may occur, except to Perry Roofing Contractors, policy of 
employment-at-will.   All such changes will be communicated through official notices. I 
understand that revised information may supersede, modify, or eliminate existing policies. Only 
an officer of Perry Roofing have the ability to adopt any revisions to the policies in this 
Handbook. 
 
Furthermore, I acknowledge that this Handbook is neither a contract of employment nor a legal 
document. I have received the Handbook, and I understand that it is my responsibility to read 
and comply with the policies contained in this Handbook and any revisions made to it.  
 
This Handbook was given to me this ____ day of ____ 201__.  I have read and understand the 
information contained in this Handbook. 
 
 
 
EMPLOYEE'S NAME (printed): _______________________________________________ 
 
 
 
 
EMPLOYEE'S SIGNATURE: _________________________________________________  
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APPENDIX 1 
 
Substance Abuse Providers 
 
Alachua County 

Alcoholics Anonymous (352) 372-8091 

Narcotics Anonymous (372) 376-8008 

 
National Assistance 

National Clearinghouse for Alcohol and Drug Information 1-800-729-6686 

Drug Information Hotline 1-800-662-4357 

(Spanish) 1-800-662-9832 

Al-Anon/Alateen Family Groups 1-800-356-9996 

American Council on Alcoholism Helpline 1-800-527-5344 

800 Cocaine - (Information and Referral Hotline) 1-800-COCAINE 

Nar-Anon Family Group Headquarters (310) 547-5800 

National Council on Alcoholism and Drug Dependency 1-800-NCA-CALL 

Partnership for a Drug-Free America (212) 922-1560 

 

State Assistance 

Drug/Alcohol Abuse Helpline (24 Hours) 1-800-362-2644 

Drug Abuse Alcoholism & Cocaine (Toll Free) 1-800-333-4444 

Drug/Alcohol Abuse & Information (24 Hour Emergency Service) (850) 487-2930 

Drug/Alcohol Abuse (24 Hour Crisis line & Treatment) 1-800-283-2600 

 


