
 



 

 

 

 

IMPORTANT INFORMATION ABOUT THE EMPLOYEE HANDBOOK 

 

This handbook and any applicable state supplement are designed to acquaint employees with the 
company and provide some information about working here.  The handbook is not all inclusive but is 
intended to provide employees with a summary of some of the company’s guidelines and our 
expectations regarding your conduct.  This edition supersedes and replaces all previously issued editions 
and any inconsistent verbal or written policy statements issued prior to this handbook. 

Except as may be required by state law, employment with BluSky Restoration Contractors LLC is at-will.  
Employees have the right to end their work relationship with the company, with or without advance notice, 
for any reason.  The company has the same right.  The language used in this handbook, any benefit plan, 
and any verbal statements made by management are not intended to constitute a contract of 
employment, either express or implied; nor are they a guarantee of employment for a specific duration.  
No representative of BluSky Restoration, other than the CEO or his/her authorized representative, has 
the authority to enter into an agreement of employment for any specified period and such agreement 
must be in writing, signed by the CEO or his/her authorized representative and the employee. 

No employee handbook can anticipate every circumstance or question. After reading the handbook, 
employees who have questions should talk with their immediate supervisor or the human resources 
department.  In addition, the need may arise to revise, delete, or add to the provisions in this handbook 
and any applicable state supplement. Except for the at-will nature of the employment, the company, 
reserves the right to make such changes with or without prior notice, no oral statements or 
representations can change the provisions of this employee handbook. 
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WELCOME 
 

Congratulations on joining BluSky Restoration Contractors, LLC. You are now an important part of the 
continued success.  We are a forward-looking company that provides professional services to our 
customers through the combined efforts of a qualified team of employees. 
 
BluSky Restoration Contractors, LLC values each employee as an individual, as well as a part of our 
overall team. We are committed to an environment that is built on respectful relationships. 
 
It is our belief that our present success is the result of the contributions that employees make on a 
day-to-day basis. It is anticipated that our future accomplishments will be the result of all employees 
continuing to work together toward the achievement of shared goals. We look forward to you 
supporting our Core Values: Excellence, Teamwork, Integrity, Innovation, Empathy, Passion & Fun. 
 
We want to take this opportunity to introduce you to your employee handbook, since it plays a key role 
in our communications with employees and is designed to provide assistance in understanding the 
company’s expectations and gaining a common focus. It provides several policies that contain 
information about working conditions, benefits, and other aspects of your employment. 
 
This handbook is readily available on-line in our “P” drive.  Any and all updates to the handbook will 
be communicated to you.  Please contact your Manager or Human Resources for clarification, 
additional information or questions. 
 
 

The CEO and Executive Leadership Team welcomes you to BluSky. 
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Section 1: Equal Employment Opportunity 

 
EEO/Harassment Policy 

 
BluSky is dedicated to the principles of equal employment opportunity. BluSky prohibits unlawful 
discrimination against applicants or employees on the basis of age 40 or over, race, sex, color, religion, 
national origin, disability, genetic information, sexual orientation or any other applicable status 
protected by Federal, State or local law. 

It is and will continue to be the policy of BluSky that all persons are entitled to equal employment 
opportunity based on their individual qualifications, performance, and potential without regard for any 
protected status, as required by state and federal law. 

 
This policy applies uniformly throughout the organization to all employees and applicants for 
employment. It covers all aspects of the employment relationship, including selection, compensation, 
benefits, discipline, and training. 
 
In compliance with the provisions of applicable state and federal civil rights laws, every effort will be made 
to employ the most qualified individuals without regard to the above factors and to provide reasonable 
accommodation to the disabilities and religious practices of individuals. Additionally, it is our policy to 
provide promotion and advancement opportunities in a non- discriminatory fashion. 

 
ADA & Religious Accommodation 

 
BluSky will make reasonable accommodation for qualified individuals with known disabilities and 
employees whose work requirements interfere with a religious belief unless doing so would result in an 
undue hardship to BluSky or a direct threat. Employees needing such accommodation are instructed 
to contact their supervisor or Human Resources immediately. 

 
EEO Age Harassment 

 
BluSky strives to maintain a work environment free of unlawful harassment. In doing so, BluSky 
prohibits unlawful harassment because of age 40 and over, race, sex, color, religion, national origin, 
disability, genetic information, sexual orientation or any other applicable status protected by Federal, 
State, or local law. Unlawful harassment includes verbal or physical conduct that has the purpose or 
effect of substantially interfering with an individual’s work performance or creating an intimidating, 
hostile, or offensive work environment.  Actions based on an individual’s age 40 and over, race, sex, 
color, religion, national origin, disability, genetic information, sexual orientation or any other applicable 
status protected by Federal, State, or local law will not be tolerated. Prohibited behavior may include 
but is not limited to the following: 
  

• Written form such as cartoons, e-mail, posters, drawings, or photographs 
• Verbal conduct such as epithets, derogatory comments, slurs, or jokes. 
• Physical conduct such as assault or blocking an individual’s movements. 

This policy applies to all employees including managers, supervisors, co-workers, and non- 
employees such as customers, clients, vendors, consultants, etc. 

 
 
 
 



7 

 

 

Sexual Harassment 
 

Because sexual harassment raises issues that are to some extent unique in comparison to other 
harassment, BluSky believes it warrants separate emphasis. BluSky strongly opposes sexual 
harassment and inappropriate sexual conduct. Sexual harassment is defined as unwelcome sexual 
advances, requests for sexual favors, and other verbal or physical conduct that is based on gender 
when: 
 

• Submission to such conduct is made explicitly or implicitly a term or condition of 
employment. 

• Submission to or rejection of such conduct is used as the basis for decisions affecting an 
individual’s employment. 

• Such conduct has the purpose or effect of substantially interfering with an individual’s work 
performance or creating an intimidating, hostile, or offensive work environment. 
All employees are expected to conduct themselves in a professional and businesslike manner 
at all times. Conduct which may violate this policy includes, but is not limited to, sexually 
implicit or explicit communications whether in: 
 Written form, such as cartoons, posters, calendars, notes, letters, e-mail. 
 Verbal form, such as comments, jokes, foul or obscene language of a sexual nature, 

gossiping, or questions about another’s sex life, or repeated unwanted requests for dates. 
 Physical gestures and other nonverbal behavior, such as unwelcome touching, grabbing 

fondling, kissing, massaging, and brushing up against another’s body. 
 

Diversity, Equity, and Inclusion (DEI) 
 
BluSky Restoration Contractors LLC. is committed to fostering, cultivating, and preserving a culture of 
diversity, equity, and inclusion. 
 
Our human capital is the most valuable asset we have. The collective sum of the individual differences, 
life experiences, knowledge, inventiveness, innovation, self-expression, unique capabilities and talent 
that our employees invest in their work represents a significant part of not only our culture, but our 
reputation and company’s achievement as well. 

 
We embrace and encourage our employees’ differences in age, color, disability, ethnicity, family or 
marital status, gender identity or expression, language, national origin, physical and mental ability, 
political affiliation, race, religion, sexual orientation, socio-economic status, veteran status, and other 
characteristics that make our 
employees unique. 
 
All employees of BluSky Restoration Contractors have a responsibility to treat others with dignity and 
respect at all times. All employees are expected to exhibit conduct that reflects inclusion during work, 
at work functions on or off the work site, and at all other company-sponsored and participative events. 
Any employee found to have exhibited any inappropriate conduct or behavior against others may be 
subject to disciplinary action. 
 
Employees who believe they have been subjected to any kind of discrimination that conflicts with the 
company’s diversity policy and initiatives should seek assistance from a supervisor or an HR 
representative. 
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Complaint Procedure 

 
If you believe there has been a violation of the EEO policy or harassment based on the protected 
classes outlined above, including sexual harassment, please use the following complaint procedure. 
BluSky expects employees to make a timely complaint to enable BluSky to investigate and correct any 
behavior that may be in violation of this policy. 
 
Report the incident to your appropriate manager, a Senior Management member or Human 
Resources, who will investigate the matter and take appropriate corrective action. Your complaint will 
be kept as confidential as practicable. 
 
BluSky prohibits retaliation against an employee for filing a complaint under this policy or for assisting 
in a complaint investigation. If you perceive retaliation for making a complaint or your participation in 
the investigation, please follow the complaint procedure outlined above. The situation will be 
investigated. 
 
Any Manager or other member of management who becomes aware of potential violation of this policy 
must advise the Human Resources promptly for an investigation to be conducted in a timely manner. 
 
If BluSky determines that an employee’s behavior is in violation of this policy, disciplinary action will 
be taken, up to and including termination of employment. 

 
 

E-Verify / Proof of U.S. Citizenship and/or Right to Work 
 
Federal regulations require all new employees complete and sign a Federal I-9 form, 
(Employment Eligibility Verification from) and that all individuals who are hired need to present 
documents of identity and eligibility to work in the U.S. 
 
BluSky Restoration participates in E-Verify, U.S. Department of Homeland Security program that 
allows businesses to determine the eligibility of their employees, both U.S. and foreign citizens, 
to work in the United States. 
 
Utilizing E-Verify meets the Federal and State compliance requirements. 
 

Background Checks & Drug Testing 
 
BluSky exercises the right to conduct a pre-employment background on all applicants who are 
offered and who accept an offer of employment. Your employment with us is conditional upon 
our review of the information in these checks and testing.  BluSky reserves the right to conduct 
random drug tests and additional background checks at any time after you have been employed.  
 
Remember, you have certain legal rights to discover and to dispute or explain any information 
provided in the report received. 
 

Motor Vehicle Reports 
 
Motor Vehicle Reports (MVRs) will be obtained on all applicants prior to employment and on a 
continual basis. If an employee’s driving record fails to meet the criteria stated in our auto policy 
or is considered by Human Resources to be in violation of the intent of this policy, the employee 
will no longer receive authorization to drive a company or a personal vehicle while on company 
business and could possibly result in termination if the position requires driving such vehicle. 
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At Will Employment 
 

All employment with BluSky is “at will” which means that your employment can be terminated 
with or without cause, and with or without notice, regardless of length of employment, at any 
time, at the option of either BluSky or yourself, except as otherwise provided by law. 
 

 
Section II: General Employment Information 

 
Applications for Employment 

 
All applications for employment, promotion, or transfer are to be referred to the Corporate 
Recruiter in the Human Resource Department. It is the policy to hire and promote those individuals 
who are best qualified to fill the positions available. 
 

Attendance 
 

Prompt attendance by employees at their assigned workplace according to their assigned 
schedule is a key element of good employee performance and company productivity. Each 
employee is responsible for attending work on a timely and consistent basis. Poor attendance is 
taken into consideration when evaluating requests for promotions, transfers, leaves of absence, 
approved time off, and other employment statuses. BluSky expects employees to have adequate 
transportation so that they will be able to report for work as scheduled. For this reason, any 
absence or tardiness due to transportation problems is considered unexcused. 
 

Reporting an Absence 
 

BluSky understands that it may be necessary for an employee to miss work due to unforeseen 
circumstances. Employees who will be absent or tardy should contact their manager as soon as 
possible, but no later than fifteen (15) minutes after their scheduled start time. Employees who 
are absent more than one day must call their manager each day that they are expected to be at 
work and state the anticipated date of return. If a supervisor is unavailable, a personal message 
left on the supervisor’s voicemail or via text message is acceptable. If the supervisor is on paid 
time off, employees should call the acting supervisor or Human Resources. Employees may not 
leave messages with co-workers. 

 
Employees who know in advance that they will be absent must schedule time off directly with 
their manager.  Absences without proper notification may result in disciplinary action up to and 
including termination. Employees who are absent from work for three (3) consecutive days 
without notifying their manager or Human Resources will be  terminated. 
 
Non-exempt employees must record their absences, including meal breaks, paid time off, etc.  
on through Exaktime. 
 
Excessive absenteeism, tardiness or leaving early may lead to disciplinary action, up to and 
including termination. 

Adverse Weather 
 

We expect employees to make every effort to report to work in adverse weather conditions, and 
to anticipate added drive time due to adverse weather. However, employees who are running 
late or otherwise having difficulty arriving to work due to adverse weather should contact their 
manager as soon as possible and keep him or her informed of their anticipated arrival. 
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Office Closing 
Our policy is not to close the office because of inclement weather. However, on rare occasions 
extreme weather may force offices to close. Employees will be informed if the office closes and 
should contact their manager if in doubt as to whether the office has closed or not. 
 
 
 
If the office is open, employees are expected to make every effort to report to work on time and 
to remain on duty for the entire workday. If the office is open during inclement weather and an 
employee is unable to report to work, non-exempt employees will be subject to Leave Without 
Pay. 
 
If employees are unable to report to work due to adverse weather conditions, they should 
personally notify their manager as soon as possible. 

Hours of Work 
Regular office hours are from 8 a.m. to 5 p.m., Monday through Friday. Job site hours will be 
different from office hours and will be adjusted to meet the needs of each project. Certain 
employees may be requested to begin and end their day earlier or later to meet the needs of our 
customers.  All company meetings should be scheduled within the office hours whenever 
possible. 
 
Your specific hours of work and scheduling of your lunch period will be determined and assigned 
by your manager or department head. Flexible working hours are subject to manager approval 
and that benefit remains in place. Managers are responsible for ensuring that their function 
provides appropriate coverage within the designated office hours. 
 
A manager is not authorized to have a non-exempt employee work off the clock. An employee 
should contact Human Resources if questions of this nature arise. An employee will be subject 
to discipline if time worked is not recorded, regardless of the reason. 
 

Meal and Break Periods 
It is the Company's policy to comply with all laws regarding meal and rest breaks. Non-exempt 
employees receive an unpaid, duty-free meal period of up to thirty (30) minutes which must begin 
no later than the end of the 5th hour of work and must be accurately recorded on the time sheet 
for non-exempt employees. The Company provides employees who work more than 10 hours in 
a day with a second unpaid 30-minute meal period.  The second 30-minute meal period shall be 
uninterrupted, duty free, and must begin no later than the end of the 10th hour of work.   
 
During the break, employees will be relieved of all duties and permitted to pursue personal 
activities. If a non-exempt employee is unable to have at least a 30-minute duty-free meal period 
due to the nature of the business activity or other circumstances that makes an uninterrupted 
meal break impracticable, he or she should inform the manager and note this on the time sheet 
and the employee will be allowed to consume an on-duty meal without any loss of time or 
compensation. 
 
Non-exempt employees normally receive two paid ten-minute rest breaks per eight-hour shift. 
Rest breaks are scheduled by the supervisor and may vary in different locations. 
 
Meal and rest breaks are scheduled with appropriate regard for the workload. Meal and rest 
breaks may not be combined or skipped in order to shorten the normal shift. 
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Overtime 
While BluSky desires to keep overtime at a minimum, there are times when such work is 
necessary. All overtime must be approved in advance by the employee’s supervisor. 
 
Non-exempt employees will be paid overtime compensation in accordance with the Fair Labor 
Standards Act (FLSA) and any other applicable federal, state, and local laws. Overtime pay is 
based on actual hours worked and is paid at one and one-half times the employee's regular rate 
of pay for all hours worked in excess of 40 hours in a workweek. 
 
All overtime worked must be reported on the employee’s time sheet, whether it was approved  
in advance or not. Failure to receive approval in advance for all overtime worked by the 
employee’s manager may result in disciplinary action, up to and including termination. 
 
Authorized leave time such as paid time off, holiday, bereavement, jury duty, and voting time   
are not considered hours worked for purposes of calculating overtime pay. Company- sponsored 
events held outside of regular office hours which require the attendance of employees (i.e., 
special training sessions) are included in computing overtime pay. 

 
BluSky is an emergency services company and as such, may require employees to work 
overtime and non-regular hours. Employees may occasionally be required to work overtime 
hours, on weekends, or other than "regular" hours; advance notice will be given to employees 
when possible. 
 
Exempt employees are expected to work whatever schedule is necessary to meet operational 
needs. If an exempt employee works hours in addition to a normal schedule, this time is not 
considered overtime for pay purposes. 
 
 

Classification of Employee Status 
 
All employees are classified in the following categories: 
 

Full-Time Employees 
Full-time employees are normally scheduled to work forty (40) hours per week. Full-time 
employees are eligible for all company benefits, subject to the terms, conditions, and limitations 
of each program and/or policy.  
 

Part-Time Employees 
Part-time employees are normally scheduled to work less than thirty (30) hours per week. While 
part-time employees receive all legally mandated benefits (e.g., workers’ compensation, Social 
Security), part- time employees are not eligible for company benefits. 
 

Temporary Employees 
Temporary employees are hired for a specific assignment of limited duration. Temporary 
employees are not eligible for company benefits. In addition to the above, employees are 
classified as either exempt or non-exempt: 
 

Exempt Employees 
All exempt employees are paid on a salary basis and are exempt from overtime. 
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Non-Exempt Employees 
Non-Exempt employees receive overtime for all hours worked over 40 in a work week and in 
accordance with any other applicable federal, state and local laws. The workweek begins at 
12:01a.m. Monday and ends at midnight the following Sunday.  For purposes of overtime, only 
hours actually worked are counted. Holidays and paid time off are not considered. 
 
These classifications do not constitute a guarantee of employment for any specified period of 
time or constitute a guarantee of the number of hours that will be available for an employee to 
work. 
 

Job Descriptions 
 
BluSky develops and maintains written job descriptions for all positions within the organization. 
The company uses job descriptions for a number of purposes that include describing the 
essential duties of the job, defining qualifications and other job requirements, recruiting and 
selecting candidates, and evaluating employees’ job performance. They also are used to 
establish a basis for making reasonable accommodations for individuals with disabilities in 
accordance with the Americans with Disabilities Act (ADA). 
 
Job descriptions are prepared when new positions are created. They are revised, as necessary, 
to ensure that they are accurate and up to date. Managers are responsible for notifying the 
Human Resources of the need for new job descriptions and of changes in jobs that may create 
a need for revising current job descriptions. 
 
Although job descriptions include essential duties and responsibilities performed by employees 
in those positions, they may not cover all tasks that are performed. Additional duties may be 
assigned. 
 
The Human Resources Department maintains copies of job descriptions. 
 
It is the responsibility of each Manager to ensure that employees are informed of the duties and 
responsibilities in their job descriptions and of performance expectations. 
 
 

Pay & Payroll 
 

Pay Periods & Pay Dates 
Employees of BluSky are paid bi-weekly on Fridays. Annual payroll calendars are available from 
Human Resources. 
 

Pay for Exempt Employees 
Exempt employees are paid on a salary basis. This means exempt employees will receive a 
predetermined amount of compensation each pay period. This Company is committed to 
complying with salary basis requirements which allows properly authorized deductions. 
 
If an employee believes an improper deduction has been made to their salary, it should 
immediately be reported to Human Resources. Reports of improper deductions will be promptly 
investigated. If it is determined that an improper deduction has occurred, the deduction will be 
promptly reimbursed. 
 
If an employee’s paycheck is lost, please notify Human Resources or Payroll immediately. 
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In the event an employee disputes the amount of his or her paycheck (e.g., calculation of 
overtime, deduction of paid time off, deductions, etc.), he or she must submit a written, detailed 
explanation of the dispute to Human Resources within ten (10) business days  from the 
respective payday. 
 
Advances on pay are not permitted. 
  

Payroll Deductions 
Human Resources and Payroll will deduct all deductions required by law (social security, federal 
income withholding tax, state income tax, garnishments, etc.), plus any deductions authorized by 
the employee in writing, such as insurance premiums. 
 

Payroll Direct Deposit 
Employees may have their net pay deposited directly to a designated checking and/or savings 
account(s) at almost any bank in the United States. Direct deposit is conveniently provided at no 
cost to the employee and reduces the risk of lost or stolen paychecks. 
 

Performance Improvement 
In the event of performance and/or behavior problems, corrective coaching may be initiated when 
Company management believes that an employee’s performance or behavior problem may be 
resolved through adequate coaching. Corrective coaching is completely at the discretion of 
Company Management.  
 
It is anticipated that employees will improve performance/behavior with corrective coaching. 
However, if expected improvement does not occur, disciplinary action up to and including 
termination may occur. A disciplinary action taken in one instance does not create a precedent 
for all other occurrences. 
 

Salary Administration Program 
Performance-based merit increases may be granted on a periodic basis usually coinciding with 
the first quarter annual reviews or other applicable anniversary date (such as "effective date of 
new position") and in accordance with established merit increase guidelines. An employee who 
accepts a significant and sustained increase in job duties or responsibilities or is promoted into a 
higher-level position will be considered for a salary increase based on the salary range of the new 
position, the employee’s current rate of pay, and performance since the last salary increase. 
 
Employees are encouraged to develop technical skills, breadth of knowledge, expertise in their 
specific area, and, if appropriate, supervisory and management skills. 
 
New employees are not generally considered for a pay increase until after BluSky’s annual 
performance review period, at which time, any pay increase will be pro-rated based on length of 
employment. 

 
Resignations 

BluSky requests but does not require that employees who intend to resign their position provide 
a two-week notice.  The company reserves the right to release an employee prior to the conclusion 
of this notification period, based on the specific circumstances involved and upon prior review by 
the Manager and Human Resources. 
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If an employee is absent for three (3) consecutive days and has not contacted his/her Manager 
and received authorization to be off during that time-period, the employee’s actions will be 
interpreted as a job abandonment after the third (3rd) day of absence. An employee’s actions also 
will be considered as a voluntary resignation if he/she does not return to work on the date and/or 
time approved for a leave of absence and has not received authorization to extend the time-period 
granted for the leave. 

 
Section III: Employee Benefits 

 
Benefit Package Summary 

BluSky strives to provide competitive, industry-leading benefits for employees, which is an 
important component of an employee’s compensation package. 
 
All full-time employees are currently eligible for the benefits described in this Handbook as soon 
as eligibility requirements are met, and proper enrollment paperwork is completed for each 
benefit. Part-time and temporary employees are not eligible for benefits. 
 

Benefits 
BluSky offers medical insurance, dental insurance, vision insurance, flexible spending accounts, 
health savings accounts, long term disability insurance, short term disability insurance, basic life 
and accidental death & dismemberment insurance, accident and critical illness insurance, and 
COBRA. BluSky also offers an EAP (Employee Assistance Program), Legal Shield, a profit-
sharing plan and a safe harbor retirement plan.  
 
For complete information about benefits and eligibility requirements, please contact Human 
Resources.  
 

Bereavement Leave 
In the event of a death in a full-time employee’s immediate family, employees receive three (3) 
days of paid bereavement leave.  Immediate family is defined as the employee’s spouse, civil 
union or domestic partner, parents, children, siblings, and the employee’s spouse’s or partner’s 
parents, children or siblings. We may require proof of the need to take bereavement leave. 
 
In the event of a death in a full-time employee’s non-immediate family, the employee will be 
allowed time off with pay for up to one (1) day. Non-immediate family is defined as the employee 
or employee’s spouse or partner’s grandparents, grandchildren, aunts, uncles, nieces, or 
nephews. 
 
Leave for attendance at the funeral of non-immediate family members or persons not listed above 
with a close relationship may be granted without pay or an employee may choose to use paid 
time off, if available. 
 
Part-time and temporary employees may receive bereavement leave on an unpaid basis. 
 
Should a death in the family occur when an employee is on a scheduled paid time off, 
bereavement leave may be substituted for paid time off within the bereavement guidelines stated 
above. Bereavement leave is not considered when computing overtime pay. 
 
If an employee needs additional time beyond the allotted amounts of bereavement leave, they 
must coordinate it with management.   
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Holidays 

Full-time employees receive twelve (12) paid Holidays per year on the following days: 
 
 
 
 
 
 
 
 
BluSky offices will close at 3:30pm local time on the weekday before a paid holiday. 
 
Personal floating holidays must be requested in advance via email to your manager for approval.  
Once approved, the manager will send to payroll for processing. Employees are responsible for 
submitting time and receiving approval from their manager prior to taking leave. 
 
Full-time employees are eligible for paid holidays immediately upon employment. Part-time and 
temporary employees are not eligible for paid  holidays. 
 
When holidays fall on Saturday or Sunday, another day will generally be designated as the 
holiday. Employees must work the last scheduled working day before a holiday and the first 
scheduled working day following the holiday to be eligible for holiday pay unless time off on these 
days is approved PTO.  Employees who are on paid time off when a holiday occurs will receive 
the holiday benefit in lieu of the paid time off for that  day. 
 
Holiday pay is not considered time worked for overtime  purposes. 
 

Remembrance Days 
In addition to the above paid holidays, BluSky offices will also open 90 minutes late in honor of 
the following remembrance days: 

 September 11th – Patriot Day & National Day of Service and Remembrance 
 December 7th – Pearl Harbor Remembrance Day 

 
Jury Duty 

BluSky encourages employees to fulfill their obligation to the community when called to serve on 
a jury.  Employees who receive notice of jury duty should immediately report it to their manager 
and must provide the jury summons when requesting time off. 
 
While on jury duty, the employee should keep the manager informed daily of his/her status and 
provide proof of time served upon completion of jury duty. Non-exempt employees will be paid for 
time off during jury service for up to a maximum of three (3) days, up to a maximum of 8 hours. If 
jury service extends beyond three (3) days, the time is unpaid. The employee may keep any 
compensation paid by the court. Employees must provide Human Resources with a copy of the 
jury duty  notice. 
 
Should an employee receive notice of jury duty prior to or during a scheduled paid time off, the 
employee may reschedule the paid time off with their manager. In the event an employee is not 
chosen to serve on a jury on a given day or is dismissed early from jury service, the employee is 
expected to report to work. 
 

 

 New Year’s Day 
 Martin Luther King Day 
 Memorial Day 
 Independence Day 
 Labor Day 
 Thanksgiving Day 

 Day after Thanksgiving 
 Christmas Eve 
 Christmas 
 Three (3) Personal Floating Holidays – 

1 day specific the week between 
Christmas and New Years 
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Employees who are summoned to appear as a witness in a civil or criminal court action should notify their 
manager immediately and provide a copy of the summons or subpoena to appear. Time off under these 
circumstances is without pay in most cases; however, employees may use accrued paid time off. 

 
Leaves of Absence 

 
Domestic Abuse Leave 

Employees subject to domestic abuse may be eligible for a leave of absence. Please see the 
Human Resources department for more information. 

 
FMLA: Family and Medical Leave Act 

BluSky provides up to 12 weeks of unpaid, job protected leave to eligible employees for the 
following reasons: 

• Incapacity due to pregnancy, prenatal medical care or childbirth. 
• To care for the employee’s child after birth, or placement for adoption or foster care. 
• To care for the employee’s spouse, son or daughter, parent, or legal guardian, who has a 

serious health condition; or 
• Serious health condition that makes the employee unable to perform the employee’s job. 

 
Eligibility Requirements 

Employees are eligible if they have worked for this Company for at least 12 months, for 1,250 
hours over the previous 12 months, and if they work at a work site with at least 50 employees 
within 75 miles. 

Definition of Serious Health Condition 
A serious health condition is an illness, injury, impairment, or physical or mental condition that 
involves either an overnight stay in a medical care facility, or continuing treatment by a health  
care provider for a condition that either prevents the employee from performing the functions of 
the employee’s job or prevents a qualified family member from participating in school or other 
daily activities. 
 
Subject to certain conditions, the continuing treatment requirement may be met by a period of 
incapacity of more than three consecutive full calendar days combined with at least two visits to 
a health care provider or one visit and a regiment of continuing treatment, or incapacity due to 
pregnancy, or incapacity due to a chronic condition. Other conditions may meet the definition of 
continuing treatment. 

Use of Leave 
The maximum time allowed for FMLA leave is either 12 weeks in the 12-month period as    defined 
by BluSky, or 26 weeks as explained above. BluSky uses the 12-month period measured forward 
from the first day of FMLA  leave. 
 
An employee does not need to use this leave entitlement in one block of time. Leave can be taken 
intermittently or on a reduced leave schedule when medically necessary.  Employees must make 
reasonable efforts to schedule leave for planned medical treatment so as not to unduly disrupt 
BluSky’s operations. Leave due to qualifying exigencies may also be taken on an intermittent 
basis. 
 
Employees taking intermittent or reduced schedule leave based on planned medical treatment 
and those taking intermittent or reduced schedule family leave with BluSky’s agreement may be 
required to temporally transfer to another job with equivalent pay and benefits that better 
accommodates that type of   leave. 
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Military Family Leave Entitlements 

Eligible employees with a spouse, son, daughter, or parent on active duty or called to active-duty 
status in the Armed Forces, National Guard, or Reserves may use their 12-week leave entitlement 
to address certain qualifying exigencies. Qualifying exigencies may include attending certain 
military events, arranging for alternative childcare, addressing certain financial and legal 
arrangements, attending certain counseling sessions, and attending post-deployment 
reintegration briefings. 
 
FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 
weeks of leave to care for a covered servicemember during a single 12-month period.  A covered 
servicemember is: 
  

• a current member of the Armed Forces, including a member of   the National Guard or 
Reserves, who is undergoing medical treatment, recuperation or therapy, is otherwise in 
outpatient status, or is otherwise on the temporary disability retired list, for a serious injury 
or illness*; or  

• a veteran who  was  discharged  or released under conditions  other than dishonorable at 
any time during the five-year period prior to the first date the eligible employee takes FMLA 
leave to care for the covered veteran, and who is undergoing medical treatment, 
recuperation, or therapy for a serious injury or illness.* 

 
*The FMLA definitions of “serious injury or illness” for current servicemembers and veterans are 
distinct from the FMLA definition of “serious health condition.” 
 

Benefits and Protections 
During FMLA leave, BluSky maintains the employee’s health coverage under any group health 
plan on the same terms as if the employee had continued to work. Employees must continue to 
pay their portion of any insurance premium while on leave. If the employee is able but does not 
return to work after the expiration of the leave, the employee will be required to reimburse BluSky 
for payment of insurance premiums during leave. 
 
Upon return from FMLA leave, most employees are restored to their original or equivalent 
positions with equivalent pay, benefits, and other employment terms. Certain highly 
compensated employees (key employees) may have limited reinstatement rights. 
 
Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the 
start of an employee’s leave. As with other types of unpaid leaves, paid time off will not accrue 
during the unpaid leave. Holidays, bereavement, or employer’s jury duty pay under the respective 
policies are not granted on unpaid leave. 
 

Substitution of Paid Leave for Unpaid Leave 
BluSky requires employees to use accrued paid leave while taking FMLA leave. In order to use 
paid leave for FMLA, employees must comply with BluSky’s normal paid time off policy. FMLA 
leave is without pay when paid time off benefits are exhausted. Once an employee goes on FMLA, 
paid time off will not accrue while on leave. The employee will only begin accruing paid time off 
when they return to work. 
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Employee Responsibilities 
Employees must provide 30 days advance notice of the need to take FMLA leave when the need 
is foreseeable. When 30 days’ notice is not possible, the employee must provide notice as soon 
as practicable and generally must comply with BluSky’s call-in policy. 
 
Employees must provide sufficient information for BluSky to determine if the leave may qualify for 
FMLA protection and the anticipated timing and duration of the leave. Sufficient information may 
include that the employee is unable to perform their job function; the family member is unable to 
perform daily activities, the need for hospitalization or continuing treatment by a health care 
provider, or circumstances supporting the need for military leave. Employees also must inform 
BluSky if the requested leave is for a reason for which FMLA leave was previously taken or certified. 
 
Employees are also required to provide certification and may be required to provide periodic 
recertification supporting the need for leave. BluSky may require second and third medical 
opinions at BluSky’s expense. Documentation confirming family relationship, adoption, or foster 
care may be required. If notification and appropriate certification are not provided in a timely 
manner, approval for leave may be denied. Continued absence after denial of leave may result in 
disciplinary action in accordance with BluSky’s attendance policy. Employees on leave must 
contact Human Resources at least two days before their first day of return. 
 
An employee who is ready to return to work from leave must present a doctor’s statement 
indicating the employee’s ability to return to work. 

 
BluSky’s Responsibilities 

BluSky will inform employees requesting leave whether they are eligible under FMLA. If they are, 
the notice will specify any additional information required as well as the employee’s rights and 
responsibilities. If they are not eligible, BluSky will provide a reason for the ineligibility. 
 
BluSky will inform employees if leave will be designated as FMLA-protected and the amount of 
leave counted against the employee’s leave entitlement. If BluSky determines that the leave is 
not FMLA-protected, BluSky will notify the employee. 

 
Unlawful Acts 

FMLA makes it unlawful for BluSky to: 
• Interfere with, restrain, or deny the exercise of any right provided under FMLA. 
• Discharge or discriminate against any person for opposing any practice made unlawful by 

FMLA or for the involvement if any proceeding under or relating to FMLA. 
 

Enforcement 
An employee may file a complaint with the U.S. Department of Labor or may bring a private lawsuit 
against BluSky. 

 
FMLA does not affect any federal or state law prohibiting discrimination or supersede any state 
or local law or collective bargaining agreement which provides greater family or medical leave 
rights. 
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Medical Leave (For Employees Not Eligible For FMLA) 
A medical leave of absence may be granted to full time employees for absences arising from 
the employee’s illness, injury or pregnancy. This leave may be approved under the following 
circumstances: 
 
• The employee is not eligible for FMLA leave. 
• The employee has exhausted all available FMLA leave. 
• Under no circumstance will the total of all the above combined leave time exceed four (4) 

weeks in total length 
• For a medical leave to be granted, the following conditions must be met: 

 
o The employee has completed 90 days of employment with BluSky. 
o The employee notifies the immediate supervisor as soon as possible of the need for 

medical leave. 
o All available paid time off leave is used at the beginning of the absence. 
o The employee submits to the supervisor a written statement from the attending 

physician outlining the reason for leave and the estimated time needed. 
o The immediate supervisor, Human Resources, and President approve the leave 

before the leave is taken. 
 
Medical leaves, and any extensions of leaves, will generally be limited to no longer then four (4) 
weeks. An employee ready to return to work from leave must present a doctor’s statement 
indicating ability to return to work. If an employee is unable to return to work at the end of 
FMLA/extended leave, the employee may be entitled to additional accommodation under the 
Americans with Disabilities Act (ADA) or other law. The employee must supply sufficient 
information from their medical provider indicating that they are unable to return due to a disability 
and the likely date the employee will be able to return to work with or without reasonable 
accommodation. The employee must qualify for coverage under the Act and any accommodation 
provided must be reasonable and not result in any undue hardship to the employer. The scope 
and duration of the potential accommodation will be determined after an interactive dialogue 
between the employee and  BluSky. 
 
BluSky currently continues medical insurance benefits for an employee on leave for a maximum 
of four (4) weeks as long as the employee continues to pay the employee’s portion of the premium. 
Paid time off will not be accrued during a medical leave of absence. Holidays, bereavement pay, 
and jury duty pay will not be granted during leave. Part time employees are not eligible for a leave 
of absence under these   guidelines. 
 
BluSky may reinstate an employee ready to return from a medical leave of absence, when in the 
opinion of BluSky, it is practical to do so or as a reasonable accommodation under the ADA. 
 

 
Leave for Involvement in Academic Activities  

(Parental Involvement in K-12 Education Act) 
 

An employee is entitled to take leave, not to exceed six (6) hours in any 1-month period and not 
to exceed 18 hours in any academic year, for the purpose of attending an academic activity for or 
with the employee’s child. This time will be unpaid unless an employee elects to use their accrued, 
unused paid time off. 
 
A part-time employee is eligible for a portion of the leave specified above based on the percent 
of full-time schedule the employee works. 
. 
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An employee shall make a reasonable attempt to schedule academic activities for which leave 
may be taken under this section outside of work hours. The employee will try to provide at least 
one week in advance notice of the need to take leave. If advanced notice is not possible, the 
employee will provide the manager notice as soon as possible. 
 
The following definitions apply to the Parental Involvement in K-12 Education Act: 

• Academic activity means the following meetings or conferences regarding the 
employee’s child or child whom the employee has primary legal responsibility: 
o A parent-teacher conference; or 
o A meeting related to special education services, response to intervention, dropout 

prevention, attendance, truancy, or disciplinary issues. 
 

 
PTO: Paid Time Off 

Full-time employees accrue paid time off (PTO) benefits based on length of continuous service 
with BluSky. Part-time and temporary employees are not eligible for PTO. 
 
"Length of Service" for purposes of paid time off accrual is determined based on each anniversary 
date of continuous employment service. Employees PTO is capped at 1.5 times of their annual 
accrual rate. The chart below shows yearly accruals and caps. Employees will not receive pay in 
lieu of taking PTO, however accrued, unused PTO will be paid out at separation from employment. 
 
All paid time off requested must be approved by the employee’s manager and should be 
scheduled in advance, whenever possible. 
 
It is the responsibility of each employee and the employee’s manager to submit approved paid 
time off documentation through the use of the ADP time-keeping system. 
 
Paid time off is to be used as accrued. Negative PTO balances are discouraged. Any negative PTO 
balance at the end of the calendar year, or upon an employee’s termination of employment, will 
be deducted from the individual employee’s next or final pay  check. 
 
PTO may be rolled over into the next year and can continue to accrue until the preset PTO cap 
has been reached.  Accruals halt when the employee’s total balance has reached the preset cap, 
set by the policy.  Once the employee uses PTO and the balance falls below the cap, the 
employee immediately resumes accruing PTO.  
 
PTO is not considered hours worked for overtime purposes, and it accrues according to the below 
schedule. 
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Annual Maximum - PTO Earned 
PTO accrual will be capped at 1.5 times the annual accrual rate. 
Example: if your annual PTO accrual is 128 hours (3 weeks), you will be able to accrue up to 192 
hours (4.5 weeks) 
 
Once this cap has been reached, PTO stops accruing until you take PTO, and your balance falls 
below the 192 hours. 
 
PTO accrual has the following structure: 
 
Non-Exempt Employees 

Length of Service Annual Maximum 
PTO Earned 

Accrual Per Bi-Weekly 
Pay Period 

Maximum Accrual 
Capped at 1.5 times 

Hire through Year 1 88 Hours (2 weeks) 3.39 Hours 132 Hours 

Year 2 through 4 128 Hours (3 weeks) 4.92 Hours 192 Hours 

Year 5 through 9 168 Hours (4 weeks) 6.46 Hours 252 Hours 

Year 10+ 200 Hours (5 weeks) 7.69 Hours 300 Hours 

 
Exempt Employees 

Length of Service Annual Maximum  
PTO Earned 

Accrual Per Bi- Weekly 
Pay Period 

Maximum Accrual 
Capped at 1.5 times 

Hire through Year 3 128 Hours (3 weeks) 4.92 Hours 192 Hours 

Year 4 through 9 168 Hours (4 weeks) 6.46 Hours 252 Hours 

Year 10+ 200 Hours (5 weeks) 7.69 Hours 300 Hours 

 
 

Change in Status 
Part-time and temporary employees whose status changes to full-time will then be eligible for 
paid time off accrual in accordance with the applicable accrual schedule within this handbook. 

 
Full-time employees who change to part-time or temporary status are no longer eligible for paid 
time off accrual. 
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Travel & Business Expenses 

Employees   must   be   cost-conscious   when   spending   BluSky’s   funds and when incurring 
reimbursable business expenses. Business travel must be conducted, and other reimbursable 
business expenses must be incurred consistent with applicable Company policy. 
 
All BluSky business travel or other expenses must be approved in advance by an employee’s 
manager. A copy of the Travel Expense Reporting policy detailing BluSky’s policies and procedures 
for travel planning and expense reimbursement can be obtained from Human Resources. 
 
Employees utilizing their personal vehicles to conduct Company business will be reimbursed for 
mileage at the current rate of reimbursement as approved by BluSky. 
 

One-Day Assignments 
Travel time that overlaps with the employee’s regularly scheduled hours is compensable.  Travel 
time outside of these hours is not compensable unless the employee is actually performing work. 
 

Overnight Travel 
Time spent in travel during the employee’s regular workday is counted as hours worked.  For most 
non-exempt employees, the regular workday hours are 8:00 a.m. to 5:00 p.m. 
 
Time spent in travel away from home outside of the regular workday hours either on a weekday or 
on Saturday or Sunday is not counted as hours worked unless the employee is actually performing 
work during this time. 
 

Voting Time 
BluSky encourages employees to participate in federal, state, county, and municipal   elections. 
Employees should make every effort to vote before or after working hours. However, should the 
employee’s work schedule not make it possible, employees will be allowed up to two (2) hours of 
unpaid time to fulfill their voting responsibilities, provided they provide at least one-day advance 
notice. 
 

Workers' Compensation 
BluSky employees are covered against loss of earnings due to illnesses or injuries on the job by a 
Workers’ Compensation insurance policy furnished by BluSky. The payment of medical bills and 
compensation payments will be in accordance with all applicable workers’ compensation laws. 
 
In all instances, employees must immediately report any (non 911 incidents) injury/illness that 
occurs on the job, to their supervisor, no matter how slight the injury is.  The employee and 
supervisor will then report the information to WorkCare. Failure to do so may jeopardize eligibility 
for Workers’ Compensation benefits at a later date. Questions or concerns should be directed to 
BluSky’s Risk Safety team. 
 
There will be no retaliation against an employee who files a workers’ compensation claim or reports 
a work-related injury. 
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Section IV: Personal Appearance 
 

Personal Appearance 
Employees of Blusky represent the company to customers, suppliers, visitors, other employees, and 
the public. Employees, therefore, are responsible for projecting a professional image that is reflective 
of the company’s position as a leader in the community and for dressing in a manner that reflects 
favorably upon themselves and the organization. 
 
BluSky’s expectations for an employee’s personal appearance during working hours and at any time 
that he/she represents the company are determined by policy requirements, the nature of the position, 
any applicable laws, and generally accepted dress standards for the workplace.  Consideration is 
given to whether a job involves interactions with customers, other organizations, visitors, and/or the 
public. 
 
Clothing must be neat, clean, and appropriate. A professional demeanor is expected in the office and 
job sites at all times, regardless of the nature of the dress code. Exceptions to this dress code may 
be granted with the approval of Human Resources for special assignments. BluSky reserves the right 
to suspend the business casual attire with notice when there are special events held at the corporate 
office, or other branch or regional offices. 
 
All employees are issued shirts with company logos. There is an expectation that these shirts will be 
worn whenever employees are at customers’ job sites. 
 
Although it is not feasible to have an inclusive list of items that constitute inappropriate and/or 
unprofessional dress and personal appearance, examples include the following: 

 
• Clothing containing offensive or derogatory words, pictures, symbols, slogans, or ethnic slurs. 
• Clothing with wording, pictures, or the like that promotes the use of illegal drugs. 
• Clothing containing religious (proselytizing in nature) or political messages. 
• Transparent or revealing clothing. 
• Dress that does not include appropriate undergarments. 
• Work-out attire, sweat suits, or similar clothing. 
• Clothing or jewelry that presents a safety hazard. 
• Attire that leaves part of the back or midriff bare. 
• Excessively dirty, tattered, or torn clothing. 

 
Questions regarding the appropriateness of certain outfits should be directed to the supervisor or 
Human Resources before wearing the outfit to work. Employees who come to work wearing 
inappropriate attire will be asked to go home and change.  The time missed from work will not    be 
compensated or will be charged against accrued paid time off, if any is available. 
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Smart Business Casual 
Exempt Employees and Office Staff are to dress in smart business casual attire.  Smart Business 
Casual includes slacks, khakis, skirts, dresses, denim, and a Company logoed polo-type shirt, other 
type of collared shirts, blouses, or sweaters.  

Grooming 
Safety gear must be utilized and worn per OSHA guidelines. Facial hair is not acceptable if it 
interferes with safety gear.  

Uniforms 
Non- exempt employees who are provided with Company uniforms including a shirt with a company 
logo and pants, must maintain and wear the uniforms in a manner that reflects favorably upon 
BluSky at all times with pressed slacks and tucked in shirts. 
 

Footwear 
Project Directors, Project Estimators, Project Managers, Superintendents, and Business 
Development staff must wear appropriate shoes including dress shoes, hiking boots, or similar foot 
attire. Boots must be black or brown in color. No athletic shoes or sandals are  allowed.  
 
Office employees may wear professional dress sandals to work, however, flip-flops are not allowed. 
 
Non-exempt field and warehouse employees are required to wear leather, lace-up steal toe or equal 
safety boots.  

 
Body Piercings & Tattoos 

Body piercings are not permissible if they interfere with safety gear or procedures. 
 
Tattoos cannot include any derogatory or offensive words or images and BluSky may ask 
employees to cover these tattoos.    
 

Hats/Headwear 
Only BluSky logoed headwear including baseball hats and winter skull caps may be worn. 
 

 
Section V: Conduct 

 
Communication - BluSky 

 
BluSky believes that helping employees to understand BluSky’s business and philosophies is a key 
way of creating a more motivated and productive work force. Employees at all levels have a 
responsibility for seeking and providing information about BluSky. An employee’s manager is 
considered the primary communication link in BluSky for this information. 
 
All members of management are expected to provide opportunities for employees to offer input and 
seek information on matters impacting their jobs, workplace interests, and concerns. Since an 
employee’s supervisor is a direct source of information regarding the employee’s job and the 
organization, it is anticipated that the supervisor will be someone with whom an employee normally 
can discuss ideas, suggestions, and/or issues on a day-to-day basis. 
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Conduct 

BluSky expects all employees to demonstrate the highest degree of integrity, responsibility, and 
professional conduct, adhering to our Core Values, Credo & Employee Promise. 
 
All employees of BluSky are company representatives whether on or off duty. This is particularly 
important for the employee to remember when wearing a “BluSky” badge, logoed clothing, or driving 
a company vehicle.  
 
Acceptable conduct involves not only sincere respect for the rights and feelings of others but the 
assurance that personal conduct in both business and personal life avoids any action that might (1) 
be harmful to the employee, other employees, the company, or (2) cause any unfavorable reaction 
from current or potential customers. When employees do not adhere to the company’s expectations 
for acceptable behavior, any disciplinary or other employment actions that are taken will be 
administered in accordance with applicable federal, state, and local laws. 
 
BluSky competes by fairly and accurately emphasizing the merits of its products and services, not 
by disparaging competitors or their products. BluSky and its employees must comply with all 
applicable federal and state antitrust and unfair competition laws. Improper means must not be used 
to acquire another company’s confidential information, including inducing or attempting to induce 
another company’s present or former employees or third parties to disclose   sensitive or proprietary 
information to us. An employee must not reveal to BluSky any or proprietary information obtained 
from another company before joining BluSky. 
 
BluSky strives to create and maintain a positive work environment. To achieve this, BluSky expects 
its employees to treat each other, customers and vendors courteously and respectfully, to maintain 
a responsible attitude toward work, to respect employee and Company property, and to refrain from 
making any false, disparaging or misleading statements to any other person or entity regarding 
BluSky, including, without limitation, any officer, director or employee of BluSky. In addition, 
employees are expected to respect the individual rights and privacy of others, as well as maintain a 
safe work environment. 
 
Failure to meet these expectations may result in disciplinary action up to and including termination. 
If you have any questions regarding the legality of any course of action, contact Human Resources. 

 
Problem Resolution 

BluSky encourages open communication between employees at all levels, particularly between 
employees and their immediate manager. Employees should attempt to resolve problems with their 
immediate manager first before involving other members of the management team, when 
appropriate.  
 
This discussion should be held within one to three days of the incident, or in a timely manner. 
Discussions held in a timely manner will enhance our ability to resolve concerns while it’s fresh in 
everyone’s mind. The majority of misunderstandings can be resolved at this level. 
 
If an employee is unable or not comfortable going to their immediate supervisor, employees are 
encouraged to contact, their next level manager, Human Resources or another manager within 
BluSky. BluSky has an Open-Door policy that encourages employees to communicate with any 
member of management, including the Chief Executive Officer (CEO). 
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Confidentiality 

Our customers and investors entrust BluSky with important business and/or personal 
information relating to their business. The nature of this relationship requires maintenance of 
confidentiality. In safeguarding the information received, BluSky earns the respect and further trust 
of our customers and investors. 
 
As an employee, you are expected to maintain confidentiality of information about BluSky customers, 
investors, competitors, and general Company business. This includes any and all business practices 
and/or trade secrets of BluSky. 
 
BluSky’s information must be kept confidential and may not be used for personal gain or any purpose 
not in the best interests of BluSky. Employees must not use any confidential inside information for 
their own interest or that of others, or provide any such information to others, in connection with the 
purchase or sale of any personal property, real estate, or securities that BluSky is actively considering 
buying or selling or has decided to buy or sell, or in connection   with any other transaction or activity. 
These obligations with respect to non-public information continue after employees leave BluSky. 
 
Any violation of confidentiality seriously injures BluSky’s reputation and effectiveness. Therefore, do 
not discuss Company business and/or business transactions with anyone outside of BluSky who does 
not have a direct association with the transaction. Even casual remarks can be misinterpreted and 
repeated. Employees must refer requests for information outside of the normal course of your job to 
your manager. Any copying, reproducing, or distributing of confidential information in any manner 
must be authorized by management. Confidential information remains the property of the employer 
and must be returned to the Company upon separation or at any time upon demand. 
  
Because of its seriousness, disclosure of confidential information may lead to disciplinary action up 
to and including immediate termination, in addition to any remedies available bylaw. 

  
Conflict of Interest 

BluSky expects employees to conduct business in an ethical and legal manner, and to recognize that 
in all their transactions, and at all times, they have a duty of undivided loyalty to BluSky and its clients. 
These obligations demand positive action by all employees to protect the interests of BluSky, and to 
avoid situations where their self-interests actually or apparently conflict with the interests of BluSky. 
 
All employees of BluSky must avoid taking any action which may be averse to the best interests of 
BluSky. Employees must avoid conflicts of interest with BluSky, both in appearance and in fact, and 
must not use their positions or knowledge of BluSky’s decisions or considerations in any manner that 
conflicts with or otherwise prejudices BluSky’s  interests. 
 
Employees must not directly or indirectly have any position with or have a substantial interest in any 
business or property, or engage in any employment or other activity, which takes time and attention 
away from the performance of their job duties, conflicts or competes or  might  reasonably be 
supposed to conflict or compete with BluSky’s interests or affects their independent judgment to act 
in BluSky’s  interests.  
 
Employees must not do business on behalf of BluSky with any relative,  whether  related by  blood, 
marriage, or adoption, or any other person living in the same household, unless BluSky determines, 
after full disclosure, that such relationship will not tend to influence the action  of   such employee 
with respect to the business of BluSky. Exemptions to this policy may only be made in writing and 
signed by the  President. 
 



27 

 

 

 
Employees that engage in providing subcontracting services, contracting services, or 
construction/project management services to outside parties is a conflict of interest while working at 
BluSky. 

 
If employees have any question whether a situation is a conflict of interest, employees should discuss 
the matter with Human Resources. 
 
Because of the potential seriousness of the consequences of an employee’s disregard of this policy 
on BluSky’s reputation and interests, failure to comply with this policy may result in disciplinary action 
up to and including immediate         termination. 
 

Smoke-Free Environment 
Smoking and vaping by employees, guests, vendors, or others is prohibited at all BluSky facilities. 
We will provide a designated outdoor smoking/vaping area for employees to smoke, vape or 
otherwise use tobacco products.  
 
Job sites and company properties will be held to the same standards.  Smoking/vaping areas are to 
be designated by the supervisor of the job, and, therefore, will be 25 feet away from any entrance. It 
also should be understood that many of the facilities and locations of BluSky’s jobsites (e.g., 
healthcare facilities) specifically ban smoking/vaping from the entirety of their property. In such cases, 
it is management’s expectation that all employees comply wholly with the policies of our clients. 
 
Workplace smoking and vaping restrictions also extend to employees when attending off-site 
conferences sponsored by the company. 
 

Drug & Alcohol-Free Workplace Policy 
BluSky recognizes that drug and alcohol use in the workplace is an obstacle to the profitable, efficient, 
and safe operations of its business. BluSky has created and implemented a Drug and Alcohol-Free 
Workplace Policy in compliance with the Federal Drug-Free Workplace Act to combat substance 
abuse problems by creating a drug and alcohol-free workplace. This is a separate policy. Please 
contact Human Resources to receive a copy. 
 

Gifts & Gratuities 
The best expression of appreciation from others is to provide competitively priced quality services to 
BluSky and its clients. As a general rule, employees and members of their families may not accept 
business gifts, meals, entertainment or other favors which could reasonably be construed as a bribe, 
except those of nominal value (less than $50 in value), or any special discounts or loans from any 
person or firm doing or seeking to do business with BluSky. Any exceptions must be approved by 
Management in writing. 
 
Employees will be allowed to accept gifts of flowers or food that can be enjoyed by the group. 
Supplies, materials and services must be selected objectively, free from personal biases or self-
serving motives.  BluSky prohibits offering or receiving, directly or indirectly, any bribes, kickbacks or 
other payments to influence business decisions.   
 

Personal Visits & Calls 
 

We understand that personal issues arise. When unavoidable, personal telephone calls should be 
kept brief. In no case should personal long-distance calls be charged to BluSky. 
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Employees’ children are generally not permitted in work areas or on work premises during working 
hours. Short occasional visits as approved by the manager/supervisor may be permitted; however, 
the employee must accompany the child at all times. 

 
 

Section VI – Personal Information 
 

Personnel Records 
Employee’s personnel records are maintained in the Human Resources Department. Records contain 
information on employment and salary history. If an employee wishes to review their employee file, 
contact Human Resources. It is important that all employees provide Human Resources with current 
information regarding name, address, telephone, insurance changes, tax exemptions, emergency 
contacts, and other relevant information. 
 

Employee Verifications & Records 
To ensure consistency and accuracy, all requests for information concerning current or former 
employees must be referred to Human Resources. 
 
Unless a request is accompanied by an employee’s written and signed authorization for the release 
of information, our response will be limited to employment dates and positions held. 
 

Use of Likeness 
 
For purposes of advertising, publicity, and the promotion of BluSky’s interests, BluSky may, on 
occasion, generate and distribute or contract with others to generate and distribute sales and 
informational brochures and other types of promotional literature or information. 
 
In consideration of security and contract compliances, BluSky requires each employee to have a 
company issued identification badge with your name, photo and job title.   
 
A general photo release form will be given to each employee for a consenting signature at the onset 
of employment.   
 

Section VII: Safety 
 

Anti-Violence 
BluSky is committed to the safety and well-being of its employees, contractors, vendors, customers, 
visitors, and others who interact with its employees and takes a zero-tolerance position regarding 
intimidation, direct or indirect threats, or violence in the workplace.  Threats, profanity, and violent 
behavior are strictly prohibited while on or using BluSky’s property and while conducting company 
business. 
 
In addition, no employee is permitted to possess, use, display, or carry a weapon or weapons of any 
type on a person, in their desk or anywhere on or off company premises while on company time, 
performing company business, or representing the company. 
 
Any employee found in violation of this policy or refusing to comply with its provisions may be subject 
to disciplinary action up to and including termination of employment. 

 



29 

 

 

 
BluSky requests the support and cooperation of all employees in helping keep our company a safe 
and healthy place to work. Employees should immediately report to their supervisor, manager, or 
Human Resources any information or any behavior perceived as violent or potentially violent, or 
otherwise in violation of this policy. 
 

Safety 
Safety is everybody’s responsibility. Safety is to be given primary importance in every aspect of 
planning and performing all BluSky activities. Our priority is to protect employees against industrial 
injury and illness, as well as minimize the potential loss of productivity.  
 
BluSky employees must comply with all Federal, State and local health and safety laws and 
regulations. Any accident in the workplace resulting in physical injury or illness, no matter how slight, 
must be reported to the employee’s supervisor and WorkCare as soon as practicable. If the injury 
requires immediate attention, medical assistance will be promptly arranged.  
 
The following are some general safety rules to be followed for the protection of all employees: 
• Avoid overloading electrical outlets with too many appliances or machines.  
• Ask for assistance when lifting heavy objects or moving heavy furniture.  
• Sit firmly and squarely in chairs that roll or tilt.  
• Keep your work area clean and orderly, and the aisles clear.  
• Watch out for the safety of fellow employees.  
• Learn the posted fire rules and location of fire alarm boxes in your facility and on your floor.  
• Promptly report all unsafe or potentially hazardous conditions to a manager or to the Safety 

Manager.  
 
BluSky endeavors to provide a clean, safe and healthy place to work. Employees are expected to work 
safely, to observe all safety rules and to keep the premises clean and neat. Carelessly endangering 
yourself or others may lead to disciplinary action up to and including termination.  
 
Reminder: You must report all accidents immediately to your direct manager and to WorkCare. Please 
reference BluSky’s Safety Manual for further information. 
 
 

Section VIII: Communication 
 

Electronic Communications 
BluSky’s e-mail system, fax, computers, voice mail, Intranet and other electronic media shall be used 
solely for company business purposes. Personal use is prohibited. Any electronically created, stored, 
received or sent communication utilizing Company systems or equipment shall be the property of BluSky.  
 
BluSky has the right to monitor Company communications systems as it deems appropriate and in 
compliance with applicable Federal and State laws in order to assure that its property is being used for  
 
business purposes only. BluSky’s employees do not have a personal privacy right in any communication 
created, received, stored or sent utilizing Company property or systems.  

 
BluSky e-mail, Intranet and voice mail systems are not to be used to transmit, display or store: 
 

• Material that is fraudulent, harassing, embarrassing, sexually explicit, profane, obscene, 
intimidating, defamatory, or otherwise unlawful or inappropriate. 
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All Internet/e-mail users are expected to abide by generally accepted rules of etiquette. Employees 
should ensure that the information contained in messages and other transmissions is accurate, 
appropriate, ethical, and lawful. Employees who violate this policy are subject to discipline, up to and 
including termination. 

Social Media Communication 
 
BluSky respects the rights of all employees to use social media. However, because communications 
by Company employees on social media could, in certain situations, negatively impact business 
operations, customer relations, or create legal liability, it is necessary for BluSky to provide these 
guidelines. 
 
Each employee who uses social media (e.g., blogs, message boards, social networking sites, 
forums), whether on or off the job, should understand that any comments, pictures, or other 
information that they post may have employment implications if the communications involve the 
organization. For example, employees should ensure that any messages that are posted do not 
appear to speak for the company unless prior authorization is granted. Each situation will be reviewed 
on a case-by-case basis taking the specific circumstances into consideration. Employees also should 
be aware that information that is posted may not be private and or readily retracted. 
 
BluSky’ social media policy governs employee use of social media, including any online tools used 
to share content and profiles, such as personal web pages, message boards, networks, communities, 
and social networking websites including, but not limited to, Facebook, SnapChat, Twitter, LinkedIn, 
Tumblr, Instagram, Reddit and blogs. The lack of explicit reference to a specific site or type of social 
media does not limit the application of this policy. Employees engaging in use of social media are 
subject to all of BluSky’s best practices, policies and procedures, including but not limited to Company 
policies. 
 

• protecting certain confidential information related to BluSky’s operations. 
• safeguarding Company property. 
• prohibiting unlawful discrimination, harassment and retaliation; and 
• governing the use of Company computers, telephone systems, and other electronic and 

communication systems owned or provided by BluSky. 
 
Based on the complexities of applicable laws, it is not feasible to cover all aspects of e-mail, Internet, 
or social media use in a policy of this nature.  If an employee has questions regarding whether specific 
comments, actions, and/or activities related to e-mail, Internet, or social media use are appropriate, 
he/she may consider contacting their Manager or Human Resources for clarification prior to making 
the comments, taking the actions, or engaging in the activities. 
 
A full copy of BluSky’s Social Media Best Practice can be requested from Human Resources or the 
Corporate Marketing Department. 

Media Contacts 
Employees shall not speak to the media on BluSky’s behalf without contacting the Corporate 
Marketing Department. All media inquiries to BluSky should be directed to the Corporate Marketing 
Department. 
 
No information shall be provided about a customer or supplier without the written consent of the 
Corporate Marketing Manager 
 

 



31 

 

 

Communication - Other 
Occasionally, BluSky’s facilities or individual employees may receive communications from attorneys, 
government agencies, or some other outside organization, notifying BluSky of an intended action or 
requesting information. All such requests will be addressed by Human Resources, if appropriate, and 
are not to be addressed by the individual receiving the request. All subpoenas or similar legal processes 
of obtaining information must be issued to Human Resources directly. Only Human Resources is  
 
 
authorized to accept service of process. No administrative or support personnel are authorized to 
accept service on behalf of their supervisor and, if requested, they should inform the process server of 
that fact. Discussion of BluSky’s legal matters should be confined to discussions with Human 
Resources and outside legal counsel. 
 

Section IX: Company Property 
 

Use of Company Property 
In addition to company-owned or leased vehicles and office equipment and furnishings, the term 
"company property" includes, but is not limited to, telephone systems, mail, facsimile machines, 
computers and computer modems, printers, copy machines, special long-distance services, cellular 
phones, voice mail, pagers, electronic mail, priority mail, credit cards, delivery services and BluSky’s 
Intranet site. All such items are the sole property of BluSky. Accordingly, BluSky may access and 
monitor employee communication and usage on company equipment. Therefore, employees should 
not expect that any use of company communication systems or internet is private. 
 
It is the employee’s responsibility to properly care for and maintain Company property. All Company 
property must be protected from loss, misuse, damage, or unauthorized use, access, or disclosure. 
The employee will be required to pay for the cost of repairs or replacement of the property due to 
mishandling, abuse, theft, or disappearance. 
 
Before being given certain items, employees may be required to sign a document acknowledging 
receipt of said item(s) and authorizing payroll deduction for replacement for repair of said items in the 
event of a loss or damage. 

 
Employees may not use Company property for personal purposes and should exercise care so that no 
personal correspondence appears to be an official communication of BluSky.  All computer databases, 
files, or data found in or around any BluSky computer are Company properties which can be accessed 
and reviewed by BluSky at any time. 
 
To protect against computer viruses and to comply with applicable laws, only BluSky-issued or approved 
software may be used on BluSky’s computers. Any reproduction of software and accompanying manuals 
must comply with applicable laws and with formal agreements between BluSky and the software 
supplier. 

 
Company Vehicles 

BluSky vehicles may not be used to pull, push, start, tow, haul, etc. any vehicles owned by other 
companies or individuals. Such action could cause vehicle damage or a legal liability for BluSky. Any 
employee violating this policy may be subject to discipline and held responsible for all losses and 
expenses incurred. The improper, careless, negligent, destructive, or unsafe use or operation of 
equipment or vehicles, as well as excessive or avoidable traffic and parking violations, may subject 
employees to disciplinary action up to and including termination. 
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Operators of Company vehicles are required to have and maintain a proper and valid driver’s license. 
Whenever a Company vehicle is involved in an accident or moving violation citation, the driver will be 
immediately required to submit to a drug and alcohol screening and he or she must immediately notify 
his or her supervisor. Failure to immediately notify your supervisor of a moving violation and/or 
accident may result in disciplinary action up to and including termination. 
 

Return of Company Items 
All Company property which an employee has in his or her possession, or to which he or she has 
access, is to be returned to BluSky immediately upon request by management, upon termination of 
the employee’s employment or, if appropriate, while the employee is on extended leave, e.g., military, 
etc. 
 
The value of any missing, unreturned, or damaged company property may be deducted from an 
employee’s final paycheck and may be subject to further civil litigation procedures. 
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Section X: California Only Addendum 

 
Child Labor Law 
Definition of a Minor 

A minor is defined by California Labor Law as any person under the age of 18 years who is 
required to attend school and any person under the age of six. A person under the age of 18 
years who is not required to attend school solely because that person is a nonresident of 
California is still considered a minor. 

Work Hours 
No employer may employ a minor 15 years or age or younger for more than eight hours in one 
day or 24 hours, or more than 40 hours in one week, or before 7:00am or after 7:00pm, except 
that from June 1 through Labor Day, a minor 15 years of age or younger may be employed for 
the hours authorized by this section until 9:00pm in the evening. 
 
No employer may employ a minor 16 or 17 years of age for more than eight hours in one day 
of 24 hours or more than 48 hours in one week, or before 5:00am, or after 10:00pm on any day 
preceding a school day. However, a minor 16 or 17 years of age may be employed for the hours 
authorized by this section during any evening preceding a non-school day until 12:30am of the 
non-school day. 
 

Miscellaneous 
 

Employment at Will 
California is an “employment at will” state as long as the employer and employee have not 
expressly agreed either in writing or orally regarding the length of employment relationship. 
“At- will” means that either the employee or employer can end the employment relationship at 
any time for any reason, or for no reason at all as long as this does not violate any law. 
 

LEAVE POLICIES 
 

Family and Medical Leave Act/California Family Rights Act  

The Family and Medical Leave Act and California Family Rights Act (“FMLA/CFRA”) provide 
eligible employees the opportunity to take unpaid, job-protected leave for certain specified 
reasons. The maximum amount of leave you may use is either twelve (12) or twenty-six (26) 
weeks within a twelve (12) month period depending on the reasons for the leave. 

Employee Eligibility 

To be eligible for FMLA/CFRA leave, you must: 

• have worked at least twelve (12) months for the Company in the preceding seven (7) years 
(limited exceptions apply to the seven-year requirement). 

• have worked at least 1,250 hours for the Company over the twelve (12) months preceding 
the date your leave would commence; and 

• currently work at a location where there are at least fifty (50) employees within seventy-five 
(75) miles. 
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All periods of absence from work due to or necessitated by service in the uniformed services 
are counted in determining FMLA eligibility. 

Conditions Triggering Leave 

FMLA and/or CFRA leave may be taken for the following reasons: 

• Birth of a child, or to care or bond with a newly born child including incapacity due to 
pregnancy or prenatal medical care. 

• Placement of a child with the employee and/or the employee’s registered domestic partner 
for adoption or foster care or to care or bond with the child. 

• To care for an immediate family member (employee’s spouse, registered domestic 
partner, child, registered domestic partner’s child, or parent) with a serious health 
condition. 

• Because of the employee’s serious health condition that makes the employee unable to 
perform the employee’s job. 

• To care for a Covered Servicemember with a serious injury or illness related to certain 
types of military service  (see Military-Related FMLA Leave for more details); or, 

• To handle certain qualifying exigencies arising out of the fact that the employee’s spouse, 
son, daughter, or parent is on duty under a call or order to active duty in the Uniformed 
Services (up to 12 weeks) (see Military-Related FMLA Leave for more details). 

The maximum amount of leave that may be taken in a twelve (12) month period for all reasons 
combined is twelve (12) weeks, with one exception.  For leave to care for a Covered 
Servicemember, the maximum combined leave entitlement is twenty-six (26) weeks, with 
leaves for all other reasons constituting no more than twelve (12) of those twenty-six (26) 
weeks.  Also, in addition to leave available under the FMLA and CFRA, female employees may 
be eligible for leaves of absence during periods of disability associated with pregnancy or 
childbirth.  Please see the Pregnancy Disability Leave of Absence Policy for further information 
on this type of leave. 

Definitions 

A “Serious Health Condition” is an illness, injury, impairment, or physical or mental condition 
that involves either an overnight stay in a medical care facility, or continuing treatment by a 
health care provider for a condition that either prevents the employee from performing the 
functions of the employee’s job or prevents the qualified family member from participating in 
school or other daily activities. Subject to certain conditions, the continuing treatment 
requirement includes an incapacity of more than three full calendar days and two visits to a 
health care provider or one visit to a health care provider and a continuing regimen of care; an 
incapacity caused by pregnancy or prenatal visits, a chronic condition, or permanent or long-
term conditions; or absences due to multiple treatments.  Other situations may also meet the 
definition of continuing treatment.   

Identifying the 12-Month Period 

The Company measures the twelve (12) month period in which leave is taken by the “rolling” 
twelve (12) month method, measured backward from the date of any FMLA/CFRA leave with 
one exception.  For leave to care for a covered servicemember, the Company calculates the  
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twelve (12) month period beginning on the first day the eligible employee takes FMLA leave to 
care for a Covered Servicemember and ends twelve (12) months after that date. FMLA/CFRA 
leave for the birth or placement of a child for adoption or foster care must be concluded within 
twelve (12) months of the birth or placement. 

Using Leave 

Eligible employees may take FMLA/CFRA leave in a single block of time, intermittently (in 
separate blocks of time), or by reducing the normal work schedule (including the elimination 
of required overtime) when medically necessary for the serious health condition of the 
employee or immediate family member, or in the case of a Covered Servicemember, his injury 
or illness.  Eligible employees may also take intermittent or reduced-scheduled leave for 
military qualifying exigencies. Intermittent leave is generally not permitted for birth of a child, 
to care for a newly born child, or for placement of a child for adoption or foster care; such 
leave must be taken in at least two-week increments. Employees who require intermittent or 
reduced schedule leave for planned medical treatment must try to schedule their leave so that 
it will not unduly disrupt the Company's operations.  Intermittent leave is permitted in 
increments of at least one hour. 

Use of Paid Leave 

Depending on the purpose of your leave request, you may choose  (or the Company may 
require you) to use accrued paid leave (such as PTO), concurrently with some or all of your 
FMLA/CFRA leave.  In order to substitute paid leave for FMLA/CFRA leave, an eligible 
employee must comply with the Company’s normal procedures for the applicable paid-leave 
policy (e.g., call-in procedures, advance notice, etc.).  An employee receiving Paid Family 
Leave is not on “unpaid leave,” and therefore cannot use paid leave (such as PTO) during this 
time.  An employee who receives Paid Family Leave benefits and wishes to receive paid leave 
after those benefits cease, must notify the Company of the cessation of Paid Family Leave 
benefits and their request for paid leave. Additionally, depending on the purpose of your leave 
request, you may choose to take leave pursuant to a short- or long-term disability leave plan, 
during the otherwise unpaid portion of your FMLA/CFRA leave.  This paid disability leave runs 
concurrently with FMLA/CFRA leave and may continue longer than the FMLA/CFRA leave if 
permitted by the disability leave plan.  However, paid disability leave cannot run concurrently 
with other paid leave (PTO).  

Maintenance of Health Benefits 

If you and/or your family participate in our group health plan, the Company will maintain 
coverage during your FMLA/CFRA/PDL leave on the same terms as if you had continued to 
work.  If applicable, you must make arrangements to pay your share of health plan premiums 
while on leave.  In some instances, the Company may recover premiums it paid to maintain 
health coverage or other benefits for you and your family.  Use of FMLA/CFRA/PDL leave will 
not result in the loss of any employment benefit that accrued prior to the start of your leave.  
Consult the applicable plan document for all information regarding eligibility, coverage and 
benefits. 

Notice and Medical Certification 

When seeking FMLA/CFRA/PDL leave, you must provide: 

• Thirty (30) days advance notice of the need to take FMLA/CFRA leave, if the need for 
leave is foreseeable, or notice as soon as practicable in the case of unforeseeable leave 
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and in compliance with the Company’s normal call-in procedures, absent unusual 
circumstances;  

• Medical certification supporting the need for leave due to a serious health condition 
affecting you or an immediate family member within fifteen (15) calendar days of the 
Company’s request to provide the certification (additional time may be permitted in some 
circumstances).  If you fail to do so, we may delay the commencement of your leave, 
withdraw any designation of FMLA/CFRA leave or deny the leave, in which case your 
leave of absence would be treated in accordance with our standard leave of absence and 
attendance policies, subjecting you to disciplinary action up to and including termination.  
Second or third medical opinions and periodic re-certifications may also be required. 

• Periodic reports as deemed appropriate during the leave regarding your status and intent 
to return to work; and 

• Medical certification of fitness for duty before returning to work, if the leave was due to 
your serious health condition, unless your absence was taken on an intermittent or 
reduced leave schedule.  The Company will require this certification to address whether 
you can perform the essential functions of your position. 

Failure to comply with the foregoing requirements may result in delay or denial of leave, or 
disciplinary action, up to and including termination. 

Employer Responsibilities 

To the extent required by law, the Company will inform you whether you are eligible for leave 
under the FMLA/CFRA.  Should you be eligible for FMLA/CFRA leave, the Company will 
provide you with a notice that specifies any additional information required as well as your 
rights and responsibilities. The Company will also inform you if leave will be designated as 
FMLA/CFRA-protected and, to the extent possible, note the amount of leave counted against 
your leave entitlement. If you are not eligible for FMLA/CFRA leave, the Company will provide 
a reason for the ineligibility. 

Job Restoration 

Upon returning from FMLA/CFRA leave, you will typically be restored to your original job or to 
an equivalent job with equivalent pay, benefits, and other employment terms and conditions. 

Failure to Return after FMLA/CFRA Leave 

If you fail to return to work as scheduled after FMLA/CFRA leave or you exceed the twelve (12) 
week FMLA/CFRA entitlement (or in the case of military caregiver leave, the twenty-six (26) 
week FMLA entitlement), you will be subject to the Company’s standard leave of absence and 
attendance policies. This may result in termination if you have no other Company-provided 
leave available to you that applies to your continued absence. Likewise, following the 
conclusion of your FMLA/CFRA leave, the Company’s obligation to maintain your group health 
plan benefits may end (subject to any applicable COBRA rights). 

Other Employment 

The Company prohibits employees from holding other employment, including self-employment, 
while on leave of absence. This policy remains in force during all leaves of absence including 
FMLA/CFRA leave and violation may result in disciplinary action, up to and including immediate 
termination of employment. 
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Fraud 

Providing false or misleading information or omitting material information in connection with 
an FMLA/CFRA leave will result in disciplinary action, up to and including immediate 
termination. 

 
Domestic Violence and Sexual Assault Victim     Leave 

Employers who have 25 employees or more may not terminate, discriminate against, or 
retaliate against an employee who is a victim of domestic violence or sexual assault. The 
employer must provider time off as needed for issues related to domestic violence or sexual 
assault. An employee may use accrued paid time off. The law permitting time off for recovery 
from domestic abuse or sexual assault does not allow an employee to take unpaid leave that 
exceeds what is allowed under the Family Medical Leave Act (FMLA). Time off for recovery 
from domestic violence or sexual assault is not meant to be time off in addition to what is 
already permitted under FMLA. 

 
PDL: Pregnancy Disability Leave 

Pregnancy Disability Leave (PDL) provides leave for an employee disabled by pregnancy or 
pregnancy-related disabilities. Any female employee planning to take pregnancy disability 
leave should advise the Human Resources department as early as possible. 

 
There is no length of service requirement before an employee disabled by pregnancy is 
eligible for Pregnancy Disability Leave. Employers with five or more full-time or part-time 
employees are required to provide PDL. 
 
Pregnancy Disability Leave (PDL) time available is four months, or 88 working days, or 17 
weeks plus 3 days, or 704 hours, of which 12 weeks, or 60 days, or 480 hours run concurrently 
with FMLA. Leave may be taken intermittently or on a reduced work schedule when medically 
advisable. If an employee takes leave on an intermittent leave or a reduced work schedule, 
only the amount of leave actually taken may be counted toward the four months of leave to 
which the employee is entitled. 
 
The employee is required to provide certification from the employee’s physician that the 
employee is disabled due to pregnancy, childbirth, or a related medical condition. 
 
The employee is required to use all unused, accrued paid time off. The employee will not 
accrue paid time off while on disability leave. 
 
During a period of Pregnancy Disability Leave, an employee is entitled to accrual of seniority 
and to participate in health plans, employee benefit plans, including short-term and long-term 
disability or accident insurance, retirement plans, and supplemental unemployment benefit 
plans to the same extent and under the same conditions as would apply to any other unpaid 
disability leave granted by the employer for any reason other than a pregnancy disability. 
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School Visitation Leave 
No employer who employs 25 or more employees working at the same location may discharge 
or in any way discriminate against an employee who is a parent, guardian, or grandparent 
having custody, of one or more children in kindergarten or grades one to 12, inclusive, or 
attending a licensed child day care facility, for taking off up to 40 hours each year, not 
exceeding eight hours in any calendar month of the year, to participate in activities of the 
school or licensed child day care facility of any of his or her children, if the employee, prior to 
taking the time off, gives reasonable noticed to the employer of the planned absence of the 
employee. 
 
If both parents of a child are employed by the same employer at the same worksite, the 
entitlement to school/day care visitation leave as to that child applies, at any one time, only to 
the parent who first gives notice to the employer. 
 
An employee must utilize existing paid time off for purposes of school/day care visitation 
unless otherwise provided by a collective bargaining agreement. An employee also may utilize 
time off without pay for this purpose, to the extent made available by the employer. 
 
An employee, if requested by the employer, must provide documentation from the school or 
licensed child day care facility as proof that he or she participated in school or licensed child 
day care facility activities on a specific date and at a particular  time. 
 

Suspension 
No employer may discharge or in any manner discriminate against an employee who is the 
parent or guardian of a pupil for taking time off to appear in the school of a pupil who has been 
suspended, if the employee, prior to taking time off, gives reasonable notice to the employer. 
 

 
Supervisor Training 

Employers are required to provide supervisors within the state of California with two hours of 
sexual harassment training every two years. In addition, training must be provided within six 
months of being a supervisor, along with at least two hours of anti-harassment training every 
two years thereafter. 
 

Terminations 
If the employer terminates an employee or lays off the employee with no specific return date, 
all wages and accrued, unused vacation are due and payable immediately at the office 
location where work was performed was reported out of. 
 
If an employee voluntarily resigns and provides the employer more than 72 calendar hours 
notice, all wages and accrued, unused vacation are due and payable on the last day of work 
at the office location where work was reported out of. 
 
If an employee voluntarily resigns and provides less than 72 calendar hours notice, all wages 
and accrued, unused vacation are due and payable no later than 72 calendar hours after 
notice is given. An employee who gives fewer than 72 calendar hours notice is entitled to 
receive his/her final paycheck by mail if requested. The date of mailing is considered the date 
of payment for purposes of the 72-hour requirement. 
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WAGE & HOUR LAW  

 
Meal Periods 

All nonexempt employees are entitled to periodic rest break periods during the workday.  
Nonexempt employees are entitled to one 10-minute rest break for every four hours worked. 
If a nonexempt employee works more than five hours and up to ten hours in a workday, the 
employee is entitled to one 10-minute rest break during the first half of the work shift and one 
10-minute rest break during the second half of your shift. If a nonexempt employee works 
more than ten hours and up to 14 hours, the employee is entitled to an additional 10-minute 
rest break. 

 
If a nonexempt employee works more than five hours in a workday, the employee is entitled to an 
unpaid meal period of at least 30 minutes. If a nonexempt employee works more than ten hours 
in a workday, the employee is entitled to a second, unpaid meal period of at least 30 minutes. 
Employees may not perform any work during the meal period and must stop working for at least 
30 full, consecutive minutes. 
 
If the total work period per day of the employee is no more than six hours, the meal period may 
be waived by mutual consent of both the employer and employee. 
 
If the employer requires the employee to remain at the work site or facility during the meal period, 
the meal period must be paid. This is true even where the employee is relieved of all work duties 
during the meal period. 
 
If the employer fails to provide an employee a meal period, the employer must pay one additional 
hour of pay at the employee’s regular rate of pay for each workday that the meal period is not 
provided. 

 
 

Overtime 
Eight hours of labor constitutes a workday. The general overtime provisions are that a 
nonexempt employee 18 years of age or older, or any minor employee 16 or 17 years of age 
who is not required by law to attend school and is not otherwise prohibited by law from engaging 
in the subject work, shall not be employed more than eight hours in any workday or more than 
40 hours in any workweek unless he or she received one and one-half times his or her regular 
pay for all hours worked over eight hours in any workday and over 40 hours in the work week. 
 
Employment beyond eight hours in any workday or more than six days in any workweek is 
permissible provided the employee is compensated for the overtime at not less than: 
 

• One and one-half times the employee’s regular rate of pay for all hours worked in excess 
of eight hours up to and including 12 hours in any workday, and for the first eight hours 
worked on the seventh consecutive day of work in a workweek; and 

• Double the employee’s regular rate of pay for all hours worked in excess of 12 hours a 
day in any workweek and for all hours worked in excess of eight on the seventh 
consecutive day of work in a work week. 

 
 
 
 



 

  

 
SECTION XI - SAN FRANCISCO, CA ONLY ADDENDUM 

The following applies only to employees who perform work within San Francisco city limits, for 
the Company. 
 

Lactation Break 

In addition to the lactation policy provided in the California Handbook, the Company will make a 
reasonable effort to ensure the lactation location is safe, clean, and free of toxic or hazardous 
materials, contains a chair and surface space (e.g., a table or shelf) for a breast pump and other 
personal items, and has access to electricity. The Company will additionally make a reasonable 
effort to provide, within close proximity to the employee’s work area, a refrigerator where the 
employee can store breast milk and access to a sink with running water. 
 
Employees should contact their immediate supervisor or Human Resources Manager to request 
a lactation accommodation under this policy. Once the Company is aware of the need for an 
accommodation, the Company will engage in an interactive process with the employee to identify 
possible accommodations and provide a response within five (5) days of an employee’s request 
for a lactation accommodation. The Company does reserve the right to deny an employee’s request 
for a lactation break if the additional break time will seriously disrupt operations. In such a case, 
the Company will provide the employee a written response that identifies the basis upon which 
the Company has denied the request for accommodation. 
 
If you believe that you have been treated in a manner not in accordance with these policies, please 

notify the Company immediately by speaking to Human Resources Manager. You are encouraged 
to utilize this procedure without fear of retaliation. 
 

Paid Parental Leave 
 
Under San Francisco’s Paid Parental Leave Ordinance, the Company provides employees with 
supplemental compensation for up to six weeks of parental leave. To be eligible for supplemental 
compensation under this policy, an employee must (1) have commenced employment with the 
Company at least 180 days prior to the start of the leave period; (2) perform at least eight (8) hours 
of work per week for the Company within the geographic boundaries of San Francisco; (3) spend 
at least 40% of his or her total weekly hours worked for the Company within San Francisco; and 
(4) be otherwise eligible for paid family leave compensation from the State of California under the 
California Paid Family Leave law for the purpose of bonding with a new child. 
 
Eligible employees may receive supplemental compensation under this policy for leaves of 
absence in connection with new child bonding during the first year after the birth of the child or 
after placement of the child with the employee through foster care or adoption. This policy applies 
equally to male and female employees. Eligible employees may receive supplemental 
compensation under this policy for a single block of time or intermittent leave of absence. 
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Consult the Human Resources Manager for detailed information on how the dollar amount of your 
supplemental compensation under this policy is calculated and the amount that you are entitled 
to receive. The actual dollar amount that an employee receives may vary according to the 
compensation plan of the employee. As a precondition of receiving supplemental compensation 
under this policy and in order for the Company to calculate the amount of supplemental 
compensation to which you may be entitled, you must either (1) provide the Company with a copy 
of the Notice of Computation of California Paid Family Leave Benefits from the State or other 
legally authorized statement, or (2) at the time of applying for California Paid Family Leave, 
provide the State with written authorization to disclose the weekly benefit amount to the Company. 
You will be required to agree to allow the Company to use up to two weeks of unused accrued 
vacation at the start of any approved leave of absence for the purposes set forth under this policy. 
 
The Company will not retaliate against you for requesting or receiving leave or compensation 
pursuant to this policy. For more information regarding this policy, or for information regarding 
your entitlement to leave pursuant to Company policies, contact the Human Resources Manager. 
 

Paid Time Off (PTO) 

The Company offers PTO benefits to all employees who have worked 30 or more days in 
California within a year of their employment with the Company. All eligible employees will 
generally accrue PTO benefits in accordance with the following schedule: 
 

Years of 
Employment 

Hours 
Accrued 

  
 

PTO Accrual 
Per Year 

Benefits 
Cap (Roll 

 C ) < 1 
All employees who 

perform work in 
  

1 hour for every 
30 hours 
worked 

Based on hours 
worked 

 
72 

hours 
1-9 

Non-exempt 
employees who 
perform work in 

  

 
1 hour for every 

30 hours 
worked 

 
Based on hours 

worked 

 
160 

hours 

1-9 
Exempt employees 
who perform work 
in San Francisco 

 
3.70 

 
12 Days (96 

hours) 

 
160 

hours 

10-19 
All employees who 

perform work in 
  

 
5.24 

 
17 Days (136 

hours) 

 
204 

hours 
≥ 20 

All employees who 
perform work in 

  

 
6.77 

 
22 Days (176 

hours) 

 
264 

hours 
 

Beginning on the 90th day of employment, employees may begin to use PTO as it is accrued.  
Employees may not use accrued PTO in increments of less than one (1) hour. 
 
PTO may not be accrued in excess of the rollover cap (described in the chart above) for an 
employee’s continuing length of service.  Once an employee’s unused and accrued PTO  reaches 
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the rollover cap, the employee will not become eligible for any additional time except to the extent 
that the prior PTO has been used and your accrued balance falls below the rollover cap. 
 
To be eligible for PTO pay, you must work your last scheduled day before the PTO and the first 
scheduled day after the PTO, unless you receive prior approval from your supervisor. 
 
PTO is given to employees so that they are better able to perform their jobs when they return. For 
this reason, we require employees to take their PTO and we do not permit employees to take pay 
in lieu of time off. 
 
We pay all accrued but unused PTO pay when an employee leaves the Company. Employees 
may use any of their PTO hours for “Sick Leave” purposes. “Sick Leave” includes time off in 
connection with the diagnosis, care, or treatment of an existing health condition for, or the 
preventative care of, an employee or an employee’s immediate family member. This includes time 
off in connection with a bone marrow and/or organ donation by an employee or an employee’s 
family member. “Family Member” for purposes of this policy includes spouses, registered 
domestic partners, children (regardless of age), parents (including stepparents and parents-in-
law), grandparents, grandchildren, and siblings (including a step-sibling). If an employee has no 
spouse or registered domestic partner, the employee may designate one person for whom they 
may use paid sick leave to provide aid or care. New employees will be given the opportunity to 
make this designation at the time of hire and will have ten (10) working days to inform the 
Company of their designation. Thereafter, each employee who is eligible to make this designation 
will be able to do so, or change their designated person, on an annual basis. “Sick Leave” also 
includes time off for an employee who is a victim of domestic violence, sexual assault, or stalking 
to seek aid or medical attention, obtain services or counseling, or participate in safety planning. 
Up to one-half of the annual allotment of PTO may be used for an illness of your spouse, registered 
domestic partner, child (regardless of the child’s age), parent (including a stepparent or parent-in-
law), grandparent, grandchild, sibling, or other persons designated by local, state or federal laws. 
 
In addition, employees who are out on a leave of absence do not accrue PTO while they are on 
their leave. Generally, PTO must be scheduled and approved by your supervisor at least thirty 
(30) days in advance. If, however, an employee uses PTO for reasons that would qualify under 
for “Sick Leave,” the employee must provide reasonable advance notice if such leave is 
foreseeable.  If it is not foreseeable, you must notify your supervisor as soon as practicable. 
 
Leave under this policy may run concurrently with leave taken under local, state or federal law, 
including leave taken pursuant to the California Family Rights Act or the Family and Medical Leave 
Act. 
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Section XII: Acknowledgement 
 
 

ACKNOWLEDGEMENT AND RECEIPT OF EMPLOYEE HANDBOOK IMPORTANT 
 
 

This Employee Handbook is provided to employees of BluSky and its affiliated and subsidiary 
companies (hereinafter referred to collectively as BluSky) as a description of various company 
policies, procedures, and employee benefits to assist you in the conduct of Company business. 
BluSky reserves the right, at its sole discretion, to change at any time its policies and procedures. 
This Employee Handbook does not affect any stock, bonus or buy/sell agreements. 
. 
This employee handbook is not a contract. Nothing in this handbook shall create or is 
intended to create or shall be construed to constitute a contract of employment, express or 
implied. 
 
Employment with BluSky is “at will”, which means that your employment may be terminated, 
with or without cause, or with or without notice, at any time, at your option or at the option of 
BluSky. 
 
This “at will” policy cannot be changed or modified unless in writing and signed by the President of 
BluSky.  No other officer, representative, or employee of BluSky has any authority to enter into an 
employment agreement of any kind. 
 
This Handbook is the property of BluSky and must be returned (if printed or copied in any manner) 
upon the request of the employee’s manager, Human Resources, or at the time of termination. 
 
This Employee Handbook supersedes and replaces all previous personnel or Employee Handbooks. 
This Handbook further supersedes and replaces all previous Company policy memoranda or 
statements of any kind and relating to any subject, whether oral or written, unless such policy is 
specifically referenced  herein. 
 
I have read and understood the above statement and agree to read the Employee Handbook which I 
hereby acknowledge having received. 
 

 
 

               
Employee Signature      Date 

 
 
         
Employee Name (please print) 

 
 

SIGN AND RETURN THIS PAGE TO HUMAN RESOURCES. 
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