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Dear ESG Team Member: 
 
Welcome to the ESG team! You are joining an elite and dedicated team having a strong commitment to an 
environment of safe, productive, and efficient operations combined with a strong focus on delivering 
innovative and high-quality products to our customers. 

 
At ESG, we still believe in what the founder of one of our business groups, Julius Heil, had stated many 
years ago: “The strength of our Company lies in its people.” We believe that all our Team Members are 
important to the success of ESG’s future. We believe the relationships we share with each other are 
important, and your success is directly tied to the success of our Company. We are committed to providing 
you with the best training and tools needed to perform your job. Our goal is to always communicate with our 
Team Members honestly, fairly, and respectfully. That is why we have established our Team Terra Guiding 
Principles. They are our standards with regard to honesty, integrity, and respect. 

 
The businesses that form ESG consist of over 150 years of combined experience, and the name of each 
brand has stood for quality, innovation, and customer satisfaction. As the world’s largest manufacturer of 
high-quality refuse and recycling equipment, we are committed to continued profitability and providing a 
reasonable return on investments for our stockholders. These profits, in turn, help provide enhanced job 
security, competitive wages, benefits and growth opportunities for you and our Company. We need your 
safe, productive, and quality-conscious efforts to help us accomplish our goals and objectives. 

 
For your commitment to excellence and dedication to our common goals, we dedicate this Team Member 
Handbook to you, our Team Member — our greatest strength! 

 

It is, again, my pleasure to welcome you to ESG. I want to extend my best wishes for your success in the 
critical role you play in the growth and progress of ESG’s future. 

 
Sincerely, 

 

Pat Carroll 

Pat Carroll 
President 
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Team Terra Guiding Principles 
 

 

Always treating Team Members with respect and dignity. 

Aligning the Team around common objectives. 

Moving forward with a sense of urgency and without hesitation to take advantage of opportunities 
before competitors do. 

 

Developing an ability to learn from mistakes. 
 

Giving one another the benefit of the doubt before arriving at a negative conclusion. 

Knowing that blowing out someone else’s candle will not make yours burn any brighter. 

Appreciating and tapping into one another’s skills and experiences. 

Focusing time and energy on important issues.  

Offering and accepting apologies without hesitation. 

Ensuring that poor performers feel pressure to improve while establishing respect among Team 
Members who are held to the same high standards. 

 

Understanding that having differences of opinion is healthy for a team, but that disagreeing and being 
disagreeable are two different things. 

 
Resolve disagreements or differences of opinion respectfully.  

 
Delivering the same level of service and support to our internal customers as well as our external customers. 

 

Achieving success from individual commitment to the Team’s effort. 
 

Having Fun! 
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Team Terra Guiding Principles 
 

 

Always treating Team Members with respect and dignity. 

Aligning the Team around common objectives. 

Moving forward with a sense of urgency and without hesitation to take advantage of opportunities 
before competitors do. 

 

Developing an ability to learn from mistakes. 
 

Giving one another the benefit of the doubt before arriving at a negative conclusion. 

Knowing that blowing out someone else’s candle will not make yours burn any brighter. 

Appreciating and tapping into one another’s skills and experiences. 

Focusing time and energy on important issues.  

Offering and accepting apologies without hesitation. 

Ensuring that poor performers feel pressure to improve while establishing respect among Team 
Members who are held to the same high standards. 

 

Understanding that having differences of opinion is healthy for a team, but that disagreeing and being 
disagreeable are two different things. 

 
Resolve disagreements or differences of opinion respectfully. 

 
Delivering the same level of service and support to our internal customers as well as our external customers. 

 

Achieving success from individual commitment to the Team’s effort. 
 

Having Fun! 
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Section 1: Introduction  

• THIS TEAM MEMBER HANDBOOK DOES NOT CREATE A CONTRACT OF EMPLOYMENT BETWEEN YOU AND THE 
COMPANY. 

• YOUR EMPLOYMENT WITH THE COMPANY IS “AT WILL,” MEANING THAT EITHER YOU OR THE COMPANY MAY 
TERMINATE YOUR EMPLOYMENT AT ANY TIME WITH OR WITHOUT CAUSE. 

• THIS TEAM MEMBER HANDBOOK SUPERSEDES ANY TEAM MEMBER HANDBOOK(S) PREVIOUSLY ISSUED BY THE 
COMPANY, AND THUS ANY TEAM MEMBER HANDBOOK(S) PREVIOUSLY ISSUED BY THE COMPANY ARE HEREBY 
REVOKED. 

• THE AT-WILL STATUS OF YOUR EMPLOYMENT CANNOT BE CHANGED EXCEPT THROUGH AN EXPRESS WRITTEN 
AGREEMENT, STATING IT IS A “CONTRACT OF EMPLOYMENT” SIGNED BY AN AUTHORIZED EXECUTIVE OFFICER 
REPRESENTATIVE OF COMPANY. 

1.1  Purpose: About Your Team Member Handbook 

The Team Member Handbook is a compilation of policies, practices, and procedures currently in effect at the Company, an equal 
opportunity employer. This Handbook is designed to introduce Team Members to the organization, familiarize you with Company policies 
as they pertain to you, provide general guidelines on work rules, disciplinary procedures, and other issues related to your employment, 
and to help answer many of the questions that may arise in connection with your employment. 

The policies outlined in this Handbook should be regarded as management guidelines, which, in a developing business, will require 
changes from time to time. The Company retains the right to make decisions involving employment as needed. At all times, the Company 
reserves the right to make final decisions concerning the interpretation and application of these policies and procedures and to change 
or discontinue them at any time without notice. The Company remains free to change wages and all other working conditions without 
having to consult with the Team Member and without agreement of the Team Member, unless otherwise prohibited by applicable law. 

This Handbook does not provide specifics related to the current benefit plans maintained by the Company. It is recommended that you 
refer to the Summary of Benefit Coverage if you have specific questions regarding a benefit plan. These documents are available on the 
Dover Health and Wellness website (http://dover.bswift.com) under Library. The Plan documents and Summary of benefits are the 
controlling documents. This Handbook and other plan documents are not contractual in nature and do not guarantee continuation of 
benefits. 

This Handbook is effective January 1, 2022 and applies to all United States Company Team Members. This Handbook supersedes and 
replaces all prior handbooks, policies, procedures, and practices of the Company. 

1.2  Vision/Mission/Values 

Vision Statement 
Improving Lives. 

Mission Statement 
Global leader in people, performance, and customer value in the solid waste and recycling industry. 

Core Values 
ESG’s core values shape the culture and define the character of our Company: 

• Collaborative entrepreneurial spirit 
• Winning through customers 
• Ethical standards, openness, and trust 
• Expectations for results 

• Respect and value people 

 
 
 
 

http://dover.bswift.com/
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1.3 ESG Team Member Safety Guidebook 
 

ESG has an ongoing, full-time safety and compliance program designed to increase awareness of potential hazards in the workplace 
and encourage your participation in the reduction of hazards. It is our goal to provide a safe working environment. To achieve this goal, 
each Team Member must practice safe work habits at all times. All Team Members are expected to follow all Company safety rules and 
regulations. To prevent accidents and ensure the safety of visitors and Team Members, it is your responsibility to notify your supervisor 
or the EHS Department of any unsafe conditions or faulty equipment. Please review the entire ESG Team Member Safety Guidebook at 
the following link or you can access on the SharePoint HR Homepage: 
https://dover.sharepoint.com/sites/ESG/Human_Resources/PublishingImages/SitePages/Home/2021%20ESG%20Safety%20Guidebook
.pdf 
 

1.4  Company Quality Policy 

 Every ESG Team Member is accountable to meet or exceed the expectations of all internal & external customers, continually   
improving their products & processes, to advance total quality, reduce costs, and increase sales. 

 

1.5  Our Commitment to Quality 

 

 The quality of our products is what has taken us to the top of our industry. It is this same superior quality that will keep us growing in our 
 market and help keep our jobs secure. You were hired because we saw traits in you that suggest you will never sacrifice the quality of 
 our products. Every Team Member at our Company is responsible for assuring the best quality product is produced. It is vital that you 
 never pass substandard work to the next workstation. Your customer is the next person on the line. To reinforce the importance of these 
 expectations, ESG has implemented the Quality Accountability Matrix, shown below, which applies to all Team Members engaged in 
 manufacturing the Company’s products. We look forward to your positive contribution to our quality effort. 
 

      
 

 Corrective action under this quality policy will be administered according to the above matrix.  Note that disciplinary steps are based on 
 a rolling 12-month period.  If a violation occurs today, for example, that violation remains on the Team Member’s record until its own 
 anniversary date the following year. Each violation category proceeds on its own progressive track.  
 

 The Company reserves the right to issue any necessary discipline at any time, including immediate termination, for any violations of this 
policy, based on the seriousness of the violation. 

 
 
 
 
 

https://dover.sharepoint.com/sites/ESG/Human_Resources/PublishingImages/SitePages/Home/2021%20ESG%20Safety%20Guidebook.pdf
https://dover.sharepoint.com/sites/ESG/Human_Resources/PublishingImages/SitePages/Home/2021%20ESG%20Safety%20Guidebook.pdf
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1.6  Our Commitment to Our Customers 

Without our valued customers, we have no business and no way to provide you with employment. We will take care of the customers in 
our industry better than any of our competitors. We must always be flexible and sensitive to our customers’ needs. This may occasionally 
mean the shifting of our Team Members to different departments or jobs to meet delivery requirements/opportunities provided by our 
customers. We must do this with a team spirit to get the job done and serve our customer. By offering a highly flexible factory, we provide 
the customers with the confidence that keeps them coming to us for their needs. 



10 01/01/2022 Team Member Handbook 

 

 

Section 2: Employment Policies  

2.1  Equal Employment Opportunity Policy 

The Company bases all employment decisions, including selection of Team Members and the job advancement of Team Members, on an 
individual’s qualifications, aptitude, and experience for the position, as well as satisfactory references, as applicable. The Company does 
not discriminate with respect to terms and conditions of employment on the basis of a person’s race, creed, color, religion, age, gender, 
gender identity or expression, genetic information, national origin, sex, sexual orientation, uniformed service, veteran status, protected 
disability, and any other category protected under federal, state, or local law. This policy of equal employment opportunity applies to all 
policies and procedures relating to recruitment and hiring, compensation, benefits, and all other terms and conditions of employment. 

2.2  Diversity Policy 

We believe our future rests in our collective ability to leverage diversity throughout our organization and with everyone with whom we do 
business. We believe that diversity is critical to our business strategy and will improve our competitiveness and prospects for long-term 
success. Valuing diversity means appreciating the many advantages that different people contribute to the richness of our culture. It 
means behaving in a way that fosters respect for individual differences and the treatment of each person based on his or her own merit. 
We focus on offering a culture that enables Team Members to reach their full potential so we can maximize shareholder value. Our 
philosophy is simple. We will: 

▪ Support and encourage diversity in our workforce and supply chain network 
▪ Recognize that differences, as well as similarities, are a business strength 
▪ Prohibit discriminatory behaviors or practices within any of our work environments 
▪ Attract, motivate, and retain the highest quality Team Members 
▪ Build our organizational capability and individual competencies to continue to compete in the global marketplace 
▪ Meet customer demands for innovation, quality, and service through effective utilization of our people 

▪ Treat all people with dignity and respect — both inside and outside our organization 

2.3  Anti-Harassment, Retaliation, and Discrimination Policy 

Any Team Member who feels that he or she has suffered any form of discrimination, harassment, or retaliation by anyone must immediately 
report the alleged conduct to his or her Manager and Human Resources so that an investigation of the complaint can be undertaken. If 
your complaint concerns your Manager, you should immediately report any concerns to your site Human Resources or to the Vice President 
of Human Resources at 1- 423 855-3471. The Company will investigate all such reports as confidentially as possible. The Company forbids 
retaliation against any person who, in good faith, opposes discrimination and/or sexual harassment or makes a complaint under this policy.    
While Team Members are encouraged to bring their concerns forward via the methods above as a first step in resolving their concerns, 
if they are uncomfortable in so doing, or the response is inadequate, they are encouraged to contact: 

• Dover’s Global Hotline at 1-800-495-1775 or at www.thedoverhotline.com.  

• Dover’s Law Department at 3005 Highland Parkway, Suite 200, Downers Grove, IL USA 60515 

• Dover’s Corporate Compliance Department 

Dover’s Global Hotline is available 24 hours a day, 7 days a week and is administered by a third party.  You can report a matter through 
the Hotline by telephone, or by submitting a web-based report.   

Any Team Member who observes conduct by another Team Member which he or she believes to be harassing, retaliatory, or 
discriminatory must report such conduct as outlined above. 

Reports will be treated as confidential to the extent possible, without impeding the ability of the Company to conduct a discrete and 
thorough investigation. A representative of Human Resources will notify the complaining party of the outcome of the investigation. Any 
person employed by the Company who is found to have violated this policy will be subject to appropriate disciplinary action, up to and 
including termination. 

 

http://www.thedoverhotline.com/
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Any Team Member that knowingly makes a false report of harassment or discrimination will be subject to disciplinary action, up to and 
including termination. We trust that all Team Members will act in a responsible and professional manner to establish a pleasant working 
environment free of discrimination and harassment. 

For purposes of this policy, the term “harassment” includes, but is not limited to, verbal, graphic and physical conduct (whether sexual 
or non-sexual) that creates an intimidating, offensive, demeaning, abusive or hostile work environment that interferes with work 
performance.  Examples may include but are not limited to racial, sexual, or ethnic jokes, slurs, statements, gestures or insults; 
unwelcome touching, grabbing and pinching; posting of sexually suggestive statements, pictures, photographs, posters (including 
calendars that are sexually suggestive), cartoons or other materials intended to reflect negatively on a Team Member’s protected 
categories defined above.  

Sexually harassing conduct in particular includes all of the above prohibited actions.  Under applicable law, sexual harassment has 
been defined as unwelcome or unwanted conduct of a sexual nature (verbal, physical or visual) when: (1) submission to or rejection of 
this conduct by an individual is used as a factor in decisions affecting hiring, evaluation, promotion, or other aspects of employment; or 
(2) this conduct unreasonably interferes with an individual’s employment or creates an intimidating, hostile or offensive work 
environment.  

Specifically, sexual harassment may include, but is not limited to: unwelcome sexual advances; requests for sexual favors and other 
verbal or physical conduct; communications or statements of a sexual nature or including sexual content; unwanted sexual advances or 
requests for sexual favors; lewd or sexually suggestive comments; off-color language or jokes of a sexual nature; slurs or verbal, 
graphic or physical conduct relating to an individual’s sex; or any display of sexually explicit pictures, greeting cards, articles, books, 
photos or cartoons; suggestions to any Team Member that the Team Member’s continued employment, future advancement or any 
other term or condition of the Team Member’s employment will be adversely affected because the Team Member enters into or refuses 
to enter into a sexual relationship with the supervisor or manager; or tangible employment decision made because of an individual’s 
compliance with or failure to comply with sexual demands.  Employment decisions include, but are not limited to, decisions concerning 
hiring, selection, promotion, continued employment, transfer, pay, tenure, discharge, and discipline. 

2.4  Anti-Retaliation 

It is the Company’s policy to prohibit retaliation against anyone who in good faith complains of behavior that may be in violation of the 
Company’s policies, rules, or procedures, including the Dover Code of Business Conduct and Ethics, or who in good faith participates 
in an investigation of such allegations.   Under applicable law, retaliation has been defined as taking any adverse employment action, 
or action which would discourage a reasonable Team Member from reporting or otherwise bringing a claim, because a Team Member  
reported or otherwise brought a claim. Complaints of retaliation (actual or threatened) also should be made promptly in accordance with 
the complaint reporting procedure below.   

2.5  Americans with Disabilities Act 

The Company complies with the Americans with Disabilities Act (ADA) and applicable state and local laws prohibiting employment 
discrimination against qualified individuals with disabilities. 

It is the Company’s policy to provide reasonable accommodations to qualified individuals in all aspects of the employment process. If a 
Team Member believes that he or she has a medical condition and needs assistance to perform the essential functions of the Team 
Member’s job, the Team Member must inform his or her supervisor and/or Human Resources immediately. In some cases, Human 
Resources or its administrator may require medical documentation, including a release of medical information, to verify medical  
restrictions and necessary accommodation(s). Failure to provide requisite medical information in a timely manner as required by Human  
Resources will result in the denial of the request. 

2.6  Light and Restricted Duty Assignments 

The Company may, at is sole discretion, offer temporary light-duty job assignments for Team Members with temporary work-related 
restrictions due to an illness, injury, or who have restrictions arising from pregnancy.  Team Members who have temporary restrictions 
due to such circumstances should, if desired, contact Human Resources about such light-duty assignments. 

Light-duty assignments under this policy are specially created temporary job assignments only, are not vacant or permanent positions 
within the Company’s workforce and are not available to Team Members on a permanent basis under any circumstances.  The 
availability of such light-duty assignments depend on the Team Member’s restrictions and the business needs of the Company.  

The existence of this light-duty policy does not in any way guarantee that light-duty will be available at any given time, or for any 
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particular Team Member who requests it. 

If at any point a Team Member is medically determined to have sustained permanent restrictions, the creation or continuation of a 
temporary light-duty assignment will not be considered.  In that event, the Company will review the Team Member’s situation separately, 
to determine the appropriate steps to be taken, if any, under the Americans with Disabilities Act, other applicable law, and other relevant 
Company policies, including for example engaging in the Company’s ADA accommodation process discussed above. 

If a light-duty assignment is available, a Team Member will be permitted to work in that light-duty assignment only after the Company 
receives appropriate confirmation from a health care provider that the Team Member may safely perform the assignment.   

In general, the Company will periodically review the status of any light-duty assignments, in light of the Company’s business needs and 
the Team Member’s condition, to determine if continuation of the light-duty assignment is appropriate.  Light-duty assignments will not 
last longer than 60 days, absent unusual circumstances that must be approved on a case-by-case basis by Human Resources. 

If a light-duty assignment is offered by the Company and approved by an appropriate health care provider for a Team Member, that 
Team Member’s refusal to accept the offer of light-duty assignment may affect the Team Member’s right to workers’ compensation 
benefits under applicable law. If the Team Member’s injury or illness qualifies as a serious health condition for purposes of the Family 
and Medical Leave Act or related state or local law, a refusal to accept a light-duty assignment will not impact the Team Member’s rights 
under the FMLA or related state or local law.  
 

2.7  Open Door and Complaint Resolution Policy 

Company leaders are expected to encourage open Team Member communication in an environment of trust and mutual respect that 
creates a solid foundation for collaboration, growth, and high performance for its Team Members, customers, and shareholders. We are 
committed to providing a safe, respectful work environment that achieves business results and promotes personal development. We 
believe in open and honest communication with Team Members and strive for a culture where: 

• Open lines of communication are created to develop and foster good working relationships between all levels of management 
and Team Members. 

• Leaders create a work environment where Team Members’ input is welcome, two-way communication is provided, and issues 
are resolved without fear of retaliation; and 

• Team Members’ concerns are investigated, and resolutions are communicated promptly. 

We strive through our employment practices to treat Team Members respectfully and as individuals. Our Team Members should receive 
recognition and the opportunity for self-expression. Most importantly, excellent performance should be recognized and serve as the basis 
for achievement and individual advancement. Team Members are encouraged to seek out their immediate supervisor as a first step in 
resolving their concerns; however, if they are uncomfortable, or the supervisor’s response is inadequate, they are encouraged to contact 
HR, the Company CFO or President, Dover’s Law Department, Dover’s Corporate Compliance Department, or Dover’s Global Hotline. 

Our Team Members share a passion for what they do and take pride in making products that enhance lives. In turn, the Company pursues 
a culture of open communication between all levels of Team Members to sustain positive morale and enhance Team Member engagement. 
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Section 3: Workplace Conduct  

3.1  Non-Aggression Policy 

The safety and security of the Company's Team Members, customers, vendors, contractors, and the general public are of vital importance. 
Therefore, acts or threats of violence made by a Team Member will not be tolerated. The Company prohibits any of the following acts or 
threats of violence, and management will immediately discipline a Team Member committing such acts or threats, up to, and including, 
termination: 

▪ Acts made by a Team Member against another person's life, health, well-being, family, or property 
▪ Acts including, but not limited to, intimidation or coercion 
▪ Acts that endanger the safety of Team Members, customers, vendors, contractors, or the general public 
▪ Violent acts made directly or indirectly by words, gestures, or symbols, which may include those made on social media 
▪ Any use or possession of weapons, defined at the Company’s discretion, on Company premises or equipment, in violation of 

Company policy and applicable law 

Team Members who observe suspicious workplace behavior, threats or acts of violence, aggressive behavior or threatening comments 
and the like are required to immediately report such conduct to the Human Resources Department or to a member of management. 

3.2  No Weapons Policy 

Unless otherwise specified by law, the Company prohibits all persons who enter Company property from carrying a handgun, firearm, or 
any other kind of weapon onto the property, regardless of whether a person is licensed to carry a concealed weapon. This policy applies 
to all Team Members. Team Members are specifically prohibited from carrying any weapon covered by this policy while performing any 
task for the Company, whether on or off Company property. This policy prohibits weapons at any Company-sponsored event. The only 
exceptions to this policy are law enforcement officers, security officers, or others who have been granted written permission by the 
Company to carry a weapon onto Company property. Prohibited weapons consist of any kind of weapon, including but not limited to, all 
firearms, knives (excluding pocketknives with blades less than 4” long), and other weapons. 

Unless otherwise specified by law, carrying a weapon onto Company property in violation of this policy will be grounds for disciplinary 
action, up to and including termination, considered an act of criminal trespass, grounds for immediate removal from the Company’s 
property, and may result in criminal prosecution. This weapons policy does not create any duty or obligation on the part of the Company 
to take any actions beyond the actions required of an employer or a property owner by existing law. 

3.3  Guidelines for Workplace Environments 

Just like the appearance of the factory, our Team Members and the office areas of the Company make a very important impression upon 
our customers. Therefore, we request Team Members continuously ensure that a neat and clean image is presented and that all our office 
areas are always kept neatly organized and clean. At all times, Team Members should practice 5S: Sorting, Straightening, Shining, 
Standardizing, Self-Discipline and one additional, Safety! 

 
The Company has identified work attire guidelines in order to provide a professional image to our customers and to provide for a safe 
working environment. Appropriate work attire should be worn at all times throughout the premises. See TEAM MEMBER ATTIRE 
under Section 1.6 General Manufacturing Safety Rules in the ESG Team Member Safety Guidebook for details on safe work attire.  
Following is the link to the ESG Team Member Safety Guidebook. 
https://dover.sharepoint.com/sites/ESG/Human_Resources/PublishingImages/sitePages/Home?2021%20Safety%20Guidebook.pdf 
 
Articles of clothing displaying vulgar or sexually explicit messages are prohibited. The site manager determines the dress code for your 
location. 

 
If you are provided a Company uniform, you must wear that uniform. If your location has a specific dress code for your position, you 
must comply with the uniform guidelines for your specific location. All clothing should be neat and clean in appearance. 
 
 

https://dover.sharepoint.com/sites/ESG/Human_Resources/PublishingImages/sitePages/Home?2021%20Safety%20Guidebook.pdf
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If you have any questions regarding what is appropriate, consult HR. Please also be advised that the Company provides reasonable 
accommodations to the dress code described above for religious observance and/or conditions that qualify as a disability under the ADA 
or other applicable law. Contact your HR representative for more information about the Company’s process for considering such requests. 
 

3.4  Pro-Company, Non-Union Philosophy 

As a Company, we prefer to communicate with our Team Members directly without any third-party intervention. We believe that placing 
a third party between Team Members and management adversely impacts this direct relationship. We believe that through open and direct 
communications and treating people with respect and dignity, Team Member and workplace issues can be addressed and resolved 
together. 

 

3.5  Team Member Conduct 

You have a responsibility to the Company and your fellow Team Members at work to conduct yourself according to certain rules of good 
behavior and conduct. Every Team Member is expected to exercise self-discipline regarding work habits, punctuality, grooming, 
cleanliness, and workplace conduct. Lack of self-discipline can hinder a Team Member's advancement toward greater responsibilities, 
higher pay, and continued employment. 

Although disciplinary measures, such as written warnings and suspensions, may be used to correct misconduct, in any situation the 
Company reserves the right to use discipline of whatever degree it deems appropriate, including but not limited to termination of 
employment. The type of disciplinary action that may be imposed may range from documented verbal warning, to written warning, to 
suspension and/or termination of employment. The Company retains the right and absolute discretion to discipline Team Members based 
on the facts of each case. The Company may skip certain disciplinary steps or repeat certain disciplinary steps depending on particular 
facts of each situation. The policies in this handbook in no way imply any kind of contract or obligation to follow any particular disciplinary 
procedure. The policies in this handbook do not alter the employment at-will relationship. 

 If, for serious misconduct or other reasons, management deems it necessary for the Team Member to immediately leave the premises, 
the Team Member will be suspended with or without pay pending investigation or may be terminated, depending on the specific situation. 

3.6  Workplace Wellness – Tobacco Usage 

Use of tobacco products is not allowed on the campus of any ESG facility. This policy applies to all tobacco products (smokeless tobacco, 
snuff, etc.) as well as any similar products designed for a similar purpose (E-cigarettes, vaping, nicotine pouches, etc.). ESG encourages 
Team Members who use tobacco to take advantage of various programs that are available to aid in kicking the habit. Violation of our 
tobacco- free campus policy will result in disciplinary action up to and including termination. 

Additionally, failure to accurately reflect your tobacco usage on your benefits form during Annual Health Assessment is considered an 
ethics violation which will result in disciplinary action, up to and including termination. 

3.7  Video / Audio Recording Devices and Photography by Team Member  

Due to the potential for issues such as invasion of privacy (Team Member and customer), sexual or other harassment (as defined by the 
Company’s harassment/discrimination policy), protection of confidential processes and/or techniques, and/or discouraging the candid 
exchange of information, Team Members may not take, distribute, or post pictures, video, or audio recordings while on working time.  
Team Members also may not take pictures or make recordings of work areas.  An exception to the rule concerning pictures and recordings 
of work areas would be to engage in activity protected by the National Labor Relations Act including, for example, taking pictures of 
health, safety, and/or working condition concerns or of strike, protest, and work-related issues and/or other protected concerted activities. 

3.8 Systems Policy 

Available here: 
https://dover.sharepoint.com/sites/IntegrityCounts/Shared%20Documents/2018%20Acceptable%20Use%20Policy/Dover%20- 
%20Acceptable%20Use%20Policy%20May%202018%20FINAL_EN.pdf 
 
 
 

https://dover.sharepoint.com/sites/IntegrityCounts/Shared%20Documents/2018%20Acceptable%20Use%20Policy/Dover%20-%20Acceptable%20Use%20Policy%20May%202018%20FINAL_EN.pdf
https://dover.sharepoint.com/sites/IntegrityCounts/Shared%20Documents/2018%20Acceptable%20Use%20Policy/Dover%20-%20Acceptable%20Use%20Policy%20May%202018%20FINAL_EN.pdf
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3.9  Social Media 

Available here: 
https://dover.sharepoint.com/sites/IntegrityCounts/Shared%20Documents/2019%20Dover%20Social%20Media%20Policy/Dover%20S 
ocial%20Media%20Policy_English.pdf 

 
 

3.10  No Solicitation Policy 

Solicitation and distribution of literature by non-Team Members on Company property is prohibited. Solicitation by Team Members on 
Company property is prohibited when the person soliciting, or the person being solicited is on working time. Working time is the time 
Team Members are expected to be working. It does not include rests, meals, or authorized breaks. Additionally, Team Members are not 
authorized to exchange money for the purchase of goods or services while on Company property.  

Distribution of literature by Team Members on Company property in non-working areas during working time, as defined above, is prohibited. 
Distribution of literature by Team Members on Company property in working areas is prohibited. 

 

3.11  Dover Travel & Expense Policy 
 

Available here: 
  https://dover.sharepoint.com/sites/dovercorp/documents/dover%20Global%20T&E%20policy.pdf 

 

3.12   Fraternization and Personal Relationships 

Generally speaking, relationships between Company Team Members and other persons are their own business and of no concern to the 
Company. First and foremost, the administration of this policy will be respectful to personal privacy. However, there are circumstances 
where a relationship between a Team Member of this Company and a Team Member of a customer or competitor could jeopardize the 
legitimate business interest of our Company. In addition, some personal relationships between Team Members of the Company, or a 
supervisor and a Team Member reporting to him or her, could adversely affect the legitimate business interest of the Company. 

The common denominator in all situations is a basic conflict of interest. Where Company business interests are not clearly protected, the 
Company retains the right to discuss the relationship with Team Members in an effort to work out a satisfactory arrangement. This may 
include the transfer of one of the parties to a different position or termination if such transfer cannot be accommodated. In situations 
involving personal relationships or in the employment of relatives, management seeks to balance the individual's right of privacy and the 
Company's business interests. The Company's obligation to its business integrity will be paramount. 

Team Members are responsible for completing a Relationship Disclosure Form upon hire or at any time the status of a relationship to 
another Team Member changes. See your local Human Resources department if you need to complete a form or have questions about 
whether a relationship needs to be disclosed. Failure to complete the Relationship Disclosure Form could result in disciplinary action, up 
to and including termination. 

3.13  No Access Rule 

Team Members are not permitted to be in the interior of the plant or in other working areas unless they are reporting to work, are on duty, 
or are leaving work. 

3.14 ESG Drug Free Workplace Policy 

Even when not readily apparent, drug and alcohol use may be a safety threat to Team Members and may result in dangerous and/or 
costly errors. For these reasons, the Company has adopted a policy that all Team Members must  report to work without any detectable 
presence of alcohol and/or any detectable drug metabolite, unless prescribed by a physician and having no adverse impact on the Team 
Member’s ability to perform his or her job safely. This policy will be enforced to provide a safe workplace for all Team Members.  

This policy is subject to the federal, state, and local laws and regulations in the specific jurisdictions where ESG conducts business. To 
the extent that this policy conflicts with applicable laws or regulations, the policy will be deemed to be amended so as to comply with 
them. 

 

https://dover.sharepoint.com/sites/IntegrityCounts/Shared%20Documents/2019%20Dover%20Social%20Media%20Policy/Dover%20Social%20Media%20Policy_English.pdf
https://dover.sharepoint.com/sites/IntegrityCounts/Shared%20Documents/2019%20Dover%20Social%20Media%20Policy/Dover%20Social%20Media%20Policy_English.pdf
https://dover.sharepoint.com/sites/dovercorp/documents/dover%20Global%20T&E%20policy.pdf
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OBJECTIVES 

A. Create and maintain a safe, alcohol- and drug-free working environment for all Team Members. 
B. Encourage Team Members dependent on or addicted to alcohol or other drugs to seek help in overcoming  
the problem. 
C. Reduce problems of absenteeism, tardiness, carelessness, and/or other unsatisfactory matters related to job 
performance. 
D. Reduce the likelihood of incidents of accidental personal injury and/or damage to customers, visitors, or 
property. 
E. Comply with contractual obligations of customers. 
F. Minimize the likelihood that Company property will be used for illicit alcohol and/or drug activities. 
G. Protect the reputation of the Company and its Team Members within our industry and the community. 

 

ILLEGAL DRUG AND ALCOHOL USE 
 
All Team Members are prohibited from possessing, distributing, manufacturing, or having a detectable presence of illegal drugs in their 
system while at work or on duty. All Team Members are prohibited from possessing, drinking, or having a detectable presence of 
alcohol in their body while at work or on duty. The Company reserves the right to use any acceptable method to determine detectable 
presence of illegal drugs or alcohol to include but not limited to, blood, urine, saliva, hair, and evidential breath testing device in 
accordance with applicable law. 

 
For purposes of this policy, “illegal drug” means any controlled substance listed in schedules I through V of the federal Controlled 
Substances Act (21 U.S.C. § 812) or the metabolite of the substance. “Illegal drugs” specifically  include, but are not limited to, 
amphetamines, barbiturates, benzodiazepines, cannabinoids/marijuana, cocaine, methadone, opiates, phencyclidine (PCP), 
propoxyphene, heroin, hallucinogens, inhalants, designer drugs, and/or  other substances that are prohibited by federal law or 
applicable state regulation. 

 
“Illegal drugs” also includes a drug, medication, or other chemical substance that is legally obtainable, but is not legally obtained, is not 
being used legally, or is not being used for the purpose(s) for which it was prescribed or, in the  case of an over-the-counter medication, 
intended by the manufacturer. Thus, “illegal drugs” may include prescription drugs that are obtained illegally, or which are obtained 
legally but are being used in a manner not prescribed by the Team Member’s healthcare provider. They also include over-the-counter 
medications that are being abused or not being used for the purpose(s) for which they were intended by the manufacturer. 

 
When authorized by ESG, alcoholic beverages may be served at Company-sponsored events. Only those individuals  legally permitted 
to consume alcoholic beverages may be served at such functions. However, no Team Member is obligated to consume alcohol at such 
events, and no Team Member should feel pressured to consume alcoholic beverages. If a Team Member chooses to drink alcohol at a 
Company-sponsored event, the Team Member does so at his or her own risk and is required to drink responsibly and to avoid 
becoming intoxicated. All Team Members are expected to maintain a high level of professional and personal conduct at any Company-
sponsored event. ESG reserves the right to arrange transportation for any Team Member suspected of being intoxicated at a Company- 
sponsored event. ESG reserves the right to cease allowing alcoholic beverages to be served to any Team Member whom it suspects is 
intoxicated or who behaves inappropriately at such functions. Supervisors should remember that even at Company-sponsored social 
events, they should set the standard for acceptable, responsible behavior. 

 
OFF-DUTY CONDUCT 

 

Off-duty use of illegal drugs, alcohol, or any other prohibited substances that results in impaired work performance,  which may include a 
threat to the safety of the Team Member or the Team Member’s co-workers, absenteeism, tardiness, poor work performance, damage 
to the employer's reputation, a threat of damage to Company’s facility and/or its equipment or assets, or causing inferior quality of work, 
is prohibited. Off-duty use that results in a Team Member having a detectable presence of any illegal drug or alcohol in his or her 
system while at work or on duty is  prohibited, in accordance with applicable law. 

 

PRESCRIPTION MEDICATIONS 
 

Please be aware that ESG provides reasonable job-related accommodations to qualified individuals under the Americans with 
Disabilities Act (“ADA”) and related state and local laws and maintains a process for considering such requests as described above,  
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including requests for exceptions to this policy for instances where the use of a prescribed medication or drug may conflict with this 
policy. 

 
Team Members or applicants taking any drug, including prescribed medications and over-the-counter medications or  products, who 
believe that their use of that drug adversely affects or may reasonably be expected to adversely affect  their ability to perform their job 
functions or otherwise might conflict with this policy must inform Human Resources immediately. Failure to disclose such use, 
particularly where it may affect work performance or safety, is grounds for disciplinary action, up to and including termination. Upon 
receipt of such disclosure, the appropriate Human Resources representative or other ESG representative will determine the appropriate 
response consistent with applicable law. In some cases, it may be necessary to impose certain job restrictions for the safety and 
security of other Team Members and ESG premises and property. 

 

A Team Member/applicant who is using or tests positive for a prescription drug for which he/she has a valid prescription, but which drug 
use may pose a direct threat to the individual or others in the workplace (or which otherwise adversely affects the individual’s job 
performance), may be subject to further assessment. In such cases, the Company will conduct an individualized assessment of the 
individual’s ability to perform the essential functions of the job in question while utilizing such drug without posing a direct threat to the 
health or safety of the individual or others in the workplace, before taking any further action related to the individual’s employment. This 
will further ESG’s goal of providing a healthy, safe, and productive workplace for the Team Members and others. Disclosures made by 
applicants or Team Members to the Human Resources Department concerning their lawful use of legal drugs will be treated 
confidentially and will not be revealed to managers or supervisors unless there is an appropriate work- related reason to do so. Time off 
may be available under the ADA (see Section 2.5) or FMLA (see Section 4.10). The Company may exclude a Team Member from 
performing a safety-sensitive position — generally defined as any individual that works on, or ever spends time on, the production floor 
OR who operates any machinery in the execution of her/his job including the use of personally owned vehicles when done so on behalf 
of the Company — if the use of a legal drug could cause an impairment or otherwise decrease or lessen the Team Member’s job 
performance or ability to perform the Team Member’s job duties, to the maximum extent permitted by law. 

TESTING 
 

The Company will perform drug and/or alcohol testing on applicants and Team Members in a manner consistent with    
      applicable federal, state, or local law. Conditions for which testing may be conducted: 

 

Pre-Employment Drug Testing shall be required of all applicants that receive a conditional offer of employment. If the 
applicant refuses to take the drug screen, consideration for employment shall be withdrawn. Subject to applicable law, 
including the Company’s obligation to provide reasonable accommodation under the Americans with Disabilities Act and 
similar laws, if an applicant tests positive for  the use of illegal drugs, to include but not limited to marijuana, consideration for 
employment shall be withdrawn. 

 
Reasonable Suspicion Testing shall be required when it is believed that a Team Member is using or has used drugs or 
alcohol in violation of Company policy and as allowed by applicable law. Testing shall be based upon specific observations and 
facts that can reasonably be articulated and reasonable inferences. Such facts and inferences may be based upon, but not 
limited to, the following: 
▪ Direct observation of physical symptoms or manifestations of being impaired or under the influence of 
 illegal drugs or alcohol 
▪ Abnormal conduct or erratic behavior while at work or a significant deterioration in work performance 
▪ A report of impairment provided by a reliable and credible source 
▪ Evidence that a Team Member has used, possessed, sold, solicited, or transferred illegal drugs or alcohol, 
 or possessed drug paraphernalia, while working or while on the premises of the employer or while 
 operating the employer's vehicle, machinery, or equipment 
▪ Lawful video surveillance 
▪ Records of government agencies, law enforcement, or courts 

 
The supervisor requesting Reasonable Suspicion Testing shall provide written detail explaining the circumstances and 
evidence warranting testing and sign the document within 24 hours of testing in any event. The supervisor should have the 
corroboration of another supervisor, when possible, before the Team Member is requested to take a substance use test. In the  
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absence of another supervisor, another Team Member may be requested to witness the observation. If use is suspected, the 
Team Member will be transported to the collection site for testing, as applicable. Under no circumstances shall the Team 
Member be permitted to drive himself or herself to the collection site for testing. 

 
Random Testing 

The Company shall have the discretion to implement a Random Drug Testing Policy when permitted by applicable law. As 
used in this Policy, "random testing" means a method of selection of Team Members for testing, performed by an outside third 
party, pursuant to applicable law. 

 
Post-Accident Testing shall be conducted when a Team Member causes, contributes, or is a party to any accident resulting 
in injury regardless of severity, or when the Team Member causes or contributes to any accident where property is damaged, 
as allowed by applicable law. Testing should be conducted as soon as possible after the accident occurred. Team Members 
will be drug/alcohol tested if there is a reasonable possibility that drug/alcohol use   may have been a contributing factor to the 
reported incident/accident. Drug/alcohol testing under this section will be applied in a neutral fashion, to foster a safe work 
environment, and only to identify drug/alcohol use in the recent past. Drug/alcohol testing under this section will be undertaken 
as soon as practicable after the reported injury or accident and administered to Team Members who the Company reasonably 
believes may have contributed to the injury or accident. Testing under this section will not be undertaken to retaliate against 
Team Members for reporting workplace injuries. 
 

Post-Rehabilitation Testing shall be conducted a minimum of once a year, for no more than two (2) years,  after a Team 
Member returns to work upon the completion of rehabilitation related to substance use. The timing of any such testing will be 
at the sole discretion of the Company and will not be announced in advance of the date of the test. All post-rehabilitation 
testing shall be conducted as allowed by and in accordance with applicable law. 

 
Testing after Leave or Layoff may be conducted before the Team Member is permitted to return to work following a leave of 
absence from work of five or more days, as part of a routinely scheduled fitness-for-duty  medical examination in connection 
with return to work. A leave of absence does not include regularly scheduled vacation. All testing after leave or layoff shall be 
conducted as allowed by and in accordance with applicable law. 

 
Specimen Collection and Analysis 

 

The testing will be deemed working time for purposes of compensation and benefits for a Team Member. The Company will 
pay the actual costs for drug and alcohol impairment testing of Team Members. The company will pay the reasonable 
transportation costs incurred by Team Members if their testing occurs at a location other than their normal work site. The 
testing will be on Company time and is mandatory. 

 
Specimens shall be collected in a manner that is lawful and will afford the individual privacy yet shall be reasonably calculated 
to prevent substitution or adulteration of the specimen. 

 
Any individual who tests positive for drugs or alcohol may be provided with an opportunity to explain the results to an ESG 
Human Resources representative, or to a designated external Medical Review Officer, on  a confidential basis, and/or may 
have the right to request a confirmation test, pursuant to applicable law. 

 
Consequences 

 

Any individual testing positive for drug and/or alcohol will be subject to disciplinary action which may include  immediate 
termination or revocation of a conditional offer of employment. 

 
Any individual refusing to sign an applicable consent form, submit to testing, or cooperate, or who adulterates a test specimen 
or a drug or alcohol test, shall be deemed to have violated this policy. That individual shall be subject to disciplinary action 
which may include immediate termination or revocation of a  conditional offer of employment. A positive test result for illegal 
drugs or alcohol could result in the Team Member being denied or receiving reduced unemployment benefits or workers’ 
compensation benefits, or both. 
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The decision as to what disciplinary action should be taken as a result of an individual violating this policy  shall be at the sole 
discretion of ESG. There will be no appeal or grievance procedure provided for other than the potential opportunity to request 
a confirmation test and/or to explain, in confidence, positive test  result(s). 

 
CONFIDENTIALITY OF INFORMATION 

 

The tested individual may, upon request, obtain the written results of any tests conducted on that individual, subject to confidentiality of 
other individuals. All information, interviews, reports, statements, memoranda, and test results, written or otherwise, received through 
the Company’s substance use testing program shall be held as confidential communications by the Company, MROs, laboratories, drug 
and alcohol rehabilitation programs, Team Member assistance programs and their respective agents. Such information shall not be 
released unless pursuant to a written         consent form signed voluntarily by the individual who was tested; compelled by a government 
agency or a court of competent jurisdiction; or unless deemed appropriate by a professional or occupational licensing board in a related 
disciplinary proceeding or required by law. 

 
Please help us in creating a drug- and alcohol-free workplace by reporting any violations to the Human Resources Department or any 
member of management. 

3.15  IT Resources & Communications Systems Policy 
 

Depending on your position with the Company, you may have access to Company computers, e-mail, phones, voicemail, internet, and 
other forms of electronic communications in order to perform your job.  This policy governs all such IT resources and communications 
systems owned by or available at the Company, and all use of such resources and systems when accessed using a Team Member's 
own resources, including but not limited to: Email systems and accounts; Internet and intranet access; Telephones and voicemail 
systems, including wired and mobile phones, smartphones, and pagers; Printers, photocopiers, and scanners; Fax machines, e-fax 
systems, and modems; All other associated computer, network, and communications systems, hardware, peripherals, and software, 
including network key fobs and other devices; And closed-circuit television (CCTV) and all other physical security systems and devices, 
including access key cards and fobs. 
 
The Company’s computers, networks, communications systems, and other IT resources are intended for business purposes only 
(except for limited personal use as described below) during working time and at all other times. To protect the Company and its Team 
Members, it is the Company's policy to restrict the use of all IT resources and communications systems as described below. Each user 
is responsible for using these resources and systems in a productive, ethical, and lawful manner. 
 
The Company's policies prohibiting discrimination, retaliation, harassment, and unprofessional conduct, as described throughout this 
Handbook, apply to the use of the Company's IT resources and communications systems. No one may use any communications or 
computer system in a manner that may be construed by others as harassing or offensive based on race, national origin, sex, sexual 
orientation, age, disability, religious beliefs, or any other characteristic protected by federal, state, or local law.  
 
The use of Company IT resources and communications systems by a Team Member shall signify his or her understanding of and 
agreement to the terms and conditions of this policy, as a condition of employment. 
 
No Expectation of Privacy. All contents of the Company’s IT resources, and communications systems are the property of the 
Company. Therefore, Team Members should have no expectation of privacy whatsoever in any message, file, data, document, 
facsimile, telephone conversation, social media post, conversation, or any other kind or form of information or communication 
transmitted to, received, printed from, stored, or recorded on the Company's electronic information and communications systems.  
Do not use the Company's IT resources and communications systems for any matter that you desire to be kept private or 
confidential from the Company. 
 
You are expressly advised that to prevent against misuse, the Company reserves the right to monitor, intercept, and review, without 
further notice, every Team Member's activities using the Company's IT resources and communications systems, including but not 
limited to email (both outgoing and incoming), telephone conversations and voice mail recordings, instant messages, and internet and 
social media postings and activities, and you consent to such monitoring by your acknowledgement of this policy and your use of such 
resources and systems. This might include, without limitation, the monitoring, intercepting, accessing, recording, disclosing, inspecting, 
reviewing, retrieving, and printing of transactions, messages, communications, postings, logins, recordings, and other uses of the 
systems as well as keystroke capturing and other network monitoring technologies. 
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The Company may also store copies of such data and communications for a period of time after they are created and may delete such 
copies from time to time without notice. 
 
Personal Use of Company-Provided Internet and Email. We recognize that Team Members may desire to use Company-provided 
email and internet access for personal use at the office or by means of the Company's computers, networks and other IT resources and 
communications systems. We authorize such use so long as it does not involve unprofessional or inappropriate content and does not 
interfere with your employment responsibilities or productivity.  
The following are examples of unprofessional, inappropriate activities involving the use of email and internet access, that are prohibited 
by the Company: 
 

• Chain letters, visiting inappropriate websites, viewing, or distributing inappropriate photographs or cartoons. 

• Using the internet (including social media) to access pornographic, sexually explicit, or "hate" sites, or any other 
website that might violate law or Company policies. 

• Sending, posting, recording, or encouraging receipt of messages or information that may be offensive because 
of their sexual, racist, or religious content. 

• Remarks that may be considered libelous regarding the Company, co-workers, customers, competitors, or 
others. 

• Accessing or distributing any illegal material. 

• Soliciting for commercial ventures, religious or political causes, outside organization or other non-job-related 
solicitations. 

• Playing computer games during work time. 

• Knowingly spreading computer viruses. 

• Misrepresenting yourself as another individual or Company. 

• Revealing proprietary or confidential information, including official Company information, or intellectual property 
without authorization. 

• Conducting or soliciting illegal activities. 

• Representing your personal opinion as that of the Company. 

• Interfering with the performance of your job or the jobs of other Company Team Members. 

• For any other purpose that violates Company policies or practices. 
 

Remember that the Company expressly reserves the right, without further notice, to monitor and review records of all websites visited 
by you, any postings or downloads you make while visiting websites, and during your other internet activities using the Company's IT 
resources and communications systems, and you consent to such monitoring and review by your acknowledgment of this policy and 
your use of internet access provided by the Company. 
 
Compliance with Dover Policies.  The Company also expects that you will comply with the Dover Acceptable Use, Dover Data 
Privacy, and Dover Social Media policies, all of which are available on the Dover intranet site. Please ask your HR representative if you 
would like more information on those policies or would like to be provided with copies of them. 
 
Enforcement of this Policy.  Team Members who violate any provision of this policy are subject to discipline, up to and including 
termination of employment.  Nothing in this Handbook, nor in any of the Dover policies discussed above, is intended to preclude or 
dissuade Team Members from engaging in legally protected activities such as discussing wages, benefits, or other terms and 
conditions of employment, raising complaints about working conditions for their own and their fellow Team Members' mutual aid or 
protection, or legally required activities. If you have any questions regarding this policy or computer, e-mail, or Internet access, contact 
your supervisor/manager for further clarification. 

3.16  Confidential Information and Non-Disclosure Policy 

In the course of your employment with the Company, you may be given access to Confidential Information. This also includes any such 
Confidential Information entrusted to the Company by our clients, their customers, and other third parties. Certain Team Members may 
also be given access to sensitive personal identifying information about other Team Members or our clients’ customers as part of their 
job duties, such as Team Member’s and customers’ social security numbers, credit card information, bank account information, PIN 
numbers, or personal health information. 
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The Company is committed to protecting the Confidential Information of the Company, our Team Members, our clients and their 
customers and other stakeholders. Team Members who are granted access to such information as part of their job duties are responsible 
for protecting such Confidential Information from disclosure, inappropriate use, or theft. Confidential Information must only be accessed, 
disclosed, transmitted, used, stored, or disposed of with care and for appropriate business purposes and never for personal benefit or for 
any other inappropriate purpose. 
Accordingly, Team Members are strictly prohibited from divulging, disclosing, or communicating to any person, entity, firm, corporation 
or any other third party, any Confidential Information, except as required in the performance of Team Member’s duties for Employer. 
Team Members must only access, disclose, transmit, use, store, and/or dispose of Confidential Information for appropriate business 
purposes for the benefit of the Company, and never for the benefit of Team Member or any other person or entity or any other 
inappropriate purpose. 
“Confidential Information” means any information relating to the business or affairs of the Company and its parents, subsidiaries, affiliates, 
successors, and assigns, including but not limited to: 

• Account Lists 

• All Contracts 

• Customer Lists 

• Financial Information 

• Marketing Strategies 

• Projects and Proposals 

• Pricing Information 

• Proprietary Production Processes 

• Research and Development Strategies 

• Technological Data 

• Technological Prototypes 

• Vendor Lists 

• Team Member Information 

• Trade secrets 

• Business systems 

• Proprietary processes, products, know-how and technology 

• Non-public sales and profit data 

• Strategic business plans 

• Trademarks, service marks, patents, and copyrighted material 

• Internal reports, procedures, and other internal business-related confidential communications (for example, possible sales, 

mergers, and acquisitions). 

Confidential Information does not include information related to a Team Member’s own wages, benefits, or working conditions. 
The following are examples of guidelines to safeguard Confidential Information, as defined in this policy: 

• Only disclose Confidential Information for authorized business purposes and consistent with Company policy. 

• Only access or review Confidential Information for appropriate business reasons. 

• Only discuss Confidential Information with Team Members or third parties on a need-to-know basis and limit the disclosure of 

Confidential Information. 

• Store Confidential Information in limited access areas. 

• Require, where appropriate, that third parties sign a confidentiality agreement before disclosing Confidential Information to them. 

• Safeguard and do not share passwords and access codes. 

• Do not discuss or disclose Confidential Information on websites, chat rooms, blogs, or other non-Company related or public 

forums without authorization from the Marketing Department. 

• Do not discuss Confidential Information with the media. Refer to the Public Relations Policy in this Handbook for additional 

information. 

• Report acts, procedures, or systems that compromise the confidentiality of Confidential Information. 
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In addition to protecting the Company’s Confidential Information, Team Members have a responsibility not to make unauthorized copies 
of copyrighted materials or unlawfully use the property or information of others is strictly prohibited. Consult with the Legal Department 
prior to using materials protected by copyright, trademark, or patent to avoid unlawful use. 
As a condition of employment, Team Members may be required to sign a confidentiality and intellectual property agreement at the time 
of employment or as required by management. 
Team Members who improperly use or disclose trade secrets or confidential business information will be subject to disciplinary action, 
up to and including termination of employment, even if they do not actually benefit from the disclosed information. 

 

Additionally, please review Dover Corporation’s Global Data Privacy Policy at the following link: 
https://dover.sharepoint.com/sites/IntegrityCounts/Shared%20Documents/Dover%20Global%20Data%20Privacy%20Policy/Dover%20 
Global%20Privacy%20Policy%20English.pdf 

The Company will not be liable for the loss of personal cell phones brought into the workplace. 

Photographing Proprietary Work Process and Equipment 
Unless specifically authorized by management, or if otherwise allowed by applicable law, the Company prohibits Team Members from 
photographing or videorecording its proprietary work processes and equipment. The Company believes this is a preventive step necessary 
to ensure that the Company’s trade secrets, and other confidential business information are not viewed by competitors. An exception to 
the rule concerning photographs and video recordings of proprietary work processes and equipment would be to engage in activity 
protected by the National Labor Relations Act including, for example, taking pictures of health, safety, and/or working condition concerns 
or of strike, protest, and work-related issues and/or other protected concerted activities. 

 

3.17  Public Relations Inquiries 

We must ensure that all communications made on behalf of ESG about the Company, its Team Members and the industry are accurate, 
consistent, and responsive to the interests of the Company and the media. Team Members must not communicate with a member of the 
media on behalf of the Company, except when the Marketing Department approves the communication. Any Team Member who receives 
a call or personal contact from any media person seeking comments on behalf of ESG should immediately inform the media 
representative to contact the ESG Marketing Department for ESG’s official position.  

This policy applies to all forms of local, regional, national and industry media, including newspaper, magazine, television, radio and tape 
publications, and online media. Team Members should not answer any questions from a media representative, regardless of how simple 
the question seems or how persistent the media representative is in asking questions, unless the Team Member makes it clear that he or 
she is not speaking on behalf of the Company. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://dover.sharepoint.com/sites/IntegrityCounts/Shared%20Documents/Dover%20Global%20Data%20Privacy%20Policy/Dover%20Global%20Privacy%20Policy%20English.pdf
https://dover.sharepoint.com/sites/IntegrityCounts/Shared%20Documents/Dover%20Global%20Data%20Privacy%20Policy/Dover%20Global%20Privacy%20Policy%20English.pdf
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Section 4: Time Away from Work 

4.1  No-Fault Attendance Policy and Procedure 

We expect Team Members to be at work on time every day except for vacations and other normal scheduled days off. You are a valued 
Team Member, and when you are not here, it creates difficulties with production and with scheduling. We appreciate an effort made to be 
present all the time. 

The following policy applies to any non-exempt, non-office Team Member (see, Section 6.6). You are expected to inform the Company 
in advance if you will be late or absent. If you are unable to inform the Company in advance that you are going to be absent, you are 
expected to call before your normal shift start time and report your absence. Team Members must call the ESG Central Call-in Line 
at 1-800-214-4345 prior to the start of the shift. Failure to call in prior to the start of your shift will result in disciplinary action 
and/or points being assessed. In the event of extenuating circumstances, please discuss with the site HR Business Partner to avoid 
disciplinary action. 

 
Those Team Members working in states with legally mandated Paid Sick Leave are subject to the same notice requirements when 
requesting PSL, unless applicable law dictates otherwise. A Team Member may provide electronic, oral, or written notice of his or her 
need for PSL, after which it is the Team Member’s responsibility to report the absence to the ESG Central Call-in Line at 1-800-214-
4345 prior to the start of the shift. Failure to do so will result in the request for PSL being denied and points assessed per Company policy. 
The Team Member will be provided an opportunity to provide reasonable justification, evaluated on a case-by-case basis, for the failure 
to follow the absence reporting procedures (e.g., incapacity, emergency). To the extent any applicable paid sick leave law grants Team 
Members more generous terms than those set forth in this policy, the applicable paid sick leave law shall govern. 

This reporting, in itself, does not make the absence excused, yet it is the Team Member’s responsibility to always inform management of 
any time he or she will be away from his or her assigned duties. Although the Company recognizes that Team Members will be absent 
from time to time for non-medical reasons, all absences must be for legitimate, approved reasons. The following rules, guidelines, and 
disciplinary  actions, though not all-inclusive, have been established relative to tardiness and absences. 

1. UNREPORTED ABSENCES 
Any unreported absence can result points as set forth below. Multiple written warnings will result in progressive 
discipline being taken with the Team Member, as set forth below. 

2. CONSECUTIVE UNREPORTED ABSENCES 
An unreported absence from work for three consecutive working days will result in TERMINATION as it is deemed the  
Team Member has abandoned his or her employment. 

3. TARDINESS 
Tardiness is the late arrival at your workstation (ready to work) at the start of your shift, or when returning from lunch or 
break. There is no distinction made between excused or unexcused tardiness. You are required to be at your workstation 
and ready to work or you will be considered tardy. 

4. ABSENCE 
Absences are viewed as any portion of your scheduled shift that you were not present to perform your assigned duties. 
There is no distinction between excused or unexcused absences. 

Exceptions to the Occurrence System — Absences, tardiness, and early departures for any of the following reasons will not be counted 
as attendance occurrences nor assigned any “point” value under this policy: 

▪ Pre-scheduled vacation days, unpaid personal leaves, or paid sick leave (where applicable by law) 
▪ Paid holidays 
▪ Any other approved leaves under this Handbook 
▪ Any occurrences that are part of a Family or Medical Leave as qualified under the Family and Medical Leave Act or related state 

or local law and timely reported in advance (where practicable) to Matrix and the ESG Central Call-In Line (details below) 
▪ Any occurrences which qualify as reasonable accommodations under the Americans with Disabilities Act or related state or 

local law 
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▪ Absence occurrences due to work-related injuries or illness approved under workers’ compensation 
▪ Absences, tardiness, or early departure occurrences as a result of lack of work, in the sole discretion of the Company 
▪ Any type of emergency dictated by Company management 

▪ Parent-teacher conference at school for your child (must be supported by documentation from the school) 

Each attendance occurrence is tracked by the timekeeping system and in conjunction with information provided by department managers 
(i.e., vacation requests, unplanned absences, schedule changes). Because we know that occasional illness, personal demands, and 
other issues may cause a Team Member to have an attendance occurrence, every Team Member is provided a reasonable number of 
allowable occurrence points before disciplinary action may take place. A Team Member that obtains 10 attendance occurrence points in 
any “rolling” 12-month employment period will be terminated. That is, from the point of the most recent attendance occurrence, one would 
look back 12 months (to the day) and count the number of attendance occurrence points for that Team Member. Each Team Member is 
responsible for tracking his or her own absences and occurrence points. 

Weather Related Absences — In the event of hazardous weather conditions (i.e., snow/ice on the roads, flooding, etc.), to obtain plant 
status information, call the Central Call-In Center at 1-800-214-4345. Follow the prompts for your facility, and then “Plant Status.” The 
plant will either be reported as “Normal,” “Delayed Start” with information on revised shift times, or “Closed” with information on closure 
dates/times. Plant status determination is based on the local Emergency Management Agency’s evaluation of road conditions in the 
area. Team Members’ safety is always ESG’s primary concern. Please contact your local Emergency Management Agency for local road 
conditions. If you determine that road conditions are unsafe in your area, please utilize your available Occurrence Points and do not 
report, or delay reporting until you deem it safe to travel. 

OCCURRENCE SYSTEM: 
The Company applies occurrences for tardiness, absences, early departures, etc., as outlined below: 

5/8 Shift – Generally a 5-day, 8-hour standard work schedule 
Occurrence Occurrence Points 
Absent for 0 to 60 minutes of shift: .25 point 
Absent for 61 minutes to ½ of scheduled shift:  .50 point 
Absent for more than ½ of scheduled shift but not full shift:        .75 point  
Absent for entire shift: 1.00 point 
Absent for entire shift with no notice to supervisor: 2.00 points 

 
4/10 Shift – Generally a 4-day, 10-hour standard work schedule 

Occurrence Occurrence Points 
Absent for 0 to 60 minutes of shift: .25 point 
Absent for 61 minutes to ½ of scheduled shift:  .50 point 
Absent for more than ½ of scheduled shift but not full shift:        .75 point  
Absent for entire shift: 1.25 point 
Absent for entire shift with no notice to supervisor: 2.25 points 

 
3/12 Shift – Generally a 3-day, 12-hour standard work schedule 

Occurrence Occurrence Points 
Absent for 0 to 60 minutes of shift: .25 point 
Absent for 61 minutes to ½ of scheduled shift:  .75 point 
Absent for more than ½ of scheduled shift but not full shift: 1.25 point 
Absent for entire shift: 1.5 point 
Absent for entire shift with no notice to supervisor: 2.5 points 

 The three-step process for disciplinary action under this program occurs as follows: 
▪ Verbal warning after six (6) occurrence points 
▪ Written warning after eight (8) occurrence points 

▪ Termination after ten (10) occurrence points 
 
Note that point balances are based on a rolling 12-month period.  If a Team Member is absent today, for example, that absence 
remains on the Team Member’s record until its own anniversary date the following year. 
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Attendance during your first 90 days of employment — It is important for a Team Member to demonstrate his or her capabilities and 
work ethic early in their employment period with any Company. Therefore, if a Team Member accrues four (4) occurrence points during 
the first 90 days the Team Member is with the Company, the Team Member may be terminated. 

If it becomes necessary for you to leave the plant before the end of your workday, you must inform your supervisor and get permission 
from him or her prior to leaving. Failure to notify and gain permission from your supervisor to leave work early could result in disciplinary 
action up to, and including, termination. 

 

A Team Member will receive an attendance occurrence point each day for the first and second day of a consecutive absence but will not 
receive occurrence points for any additional day(s) after the second day of a consecutive absence, with a physician’s note. Absence 
occurrences of three or more consecutive days will require a physician’s note verifying the illness and the beginning and expected end 
dates, as allowed by applicable law; if a physician’s note is not received, the Team Member will receive an attendance occurrence point 
for each day of a consecutive absence. Note that a physician’s note does not “excuse” the occurrence, unless the absence is covered 
as a reasonable accommodation under applicable law (see above), as attendance occurrence point(s) will still be received. Managers 
must notify Human Resources of any Team Member absence lasting longer than three days. 

Team Members’ schedules cannot be altered to circumvent the attendance program. Nor may any attendance total be less than zero (0). 

The Company reserves the right to alter application of this policy under extenuating circumstances. Abuse of this policy by any Team 
Member will not be tolerated. The intent of this policy is to provide reasonable allowances for absences by our Team Members while 
maintaining ongoing, effective Company operations. In cases when a situation becomes “unreasonable” in the discretion of the Company, 
disciplinary action may be accelerated under this policy, despite the number of occurrences by a Team Member. The Company will not 
tolerate ongoing patterns of poor attendance or habitual patterns of absenteeism. Such absences undermine the Team Member’s ability 
to be properly trained or to perform his or her duties, which impacts coworkers and impairs the Company’s ability to continue operations. 

4.2  Vacation Policy 

The Company wants you to have annual vacation days with pay. We feel it is important for you to break up the usual day-to-day routine. 
As well, this is a special time for you to spend with your family or celebrate other significant events. Full-time Team Members with the 
required service intervals will receive paid vacation. Vacation pay will count as time worked for computing overtime. Refer to the Vacation 
Eligibility Table below to determine your vacation accrual schedule unless your applicable offer letter dictates otherwise. Vacation is 
accrued per pay period, based on services already performed, at the rate if 1/26 (per pay cycle) of the total eligible paid vacation time 
hours for the year. 

 
Vacation Eligibility Table 

Complete Years of 
Continuous Service as 
of Anniversary Date 

Eligible Vacation 
Time per Anniversary 

Year 

Less than 1 year 40 hours 

1 year 40 
 

2-4 years 80 
 

5-9 years 120 
 

10-14 years 160 
 

15-39 years 200 
 

40 years or more 240 

 
 
You are not entitled to earn paid vacation time when you are on any leave of absence unless applicable law or Company policy dictate 
otherwise. There is no waiting period for earning paid vacation time.  Upon hire, you will be immediately eligible to begin accruing and using 
paid vacation time, according to the terms of this policy.   
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4.3 Vacation Guidelines 

1. During the first year of employment, vacation will be accrued each pay period, and only available for use once accrued. Starting 
on your 1-Year Anniversary date and going forward thereafter, vacation continues to be accrued each pay period, but you may use 
your vacation accrual at any time during the vacation year even if you have not already earned it, subject to Company approval 
pursuant to the terms of this policy. 

If, during the calendar year, you use paid vacation time that has not yet been earned and then your employment with the 
Company terminates before you earn the used paid vacation time, the Company reserves the right to require re-payment by you 
of any used but unearned paid vacation time, including by withholding owed amounts from your paychecks, as allowed by 
applicable law. 

2. Team Members are eligible for the annual vacation allotment, as set forth above, as of their anniversary date in the year they 
achieve a years of service milestone. In other words, if a Team Member will reach five continuous years of service with the 
Company in the middle of an anniversary year, that Team Member is entitled to accrue 120 hours of paid vacation time for that 
anniversary year, starting on the work anniversary date. 
Team Members are encouraged and expected to utilize all paid vacation time allotted during the year. However, please note 
that the Company has the authority to deny vacation requests for reasonable business or operational reasons (for example, in 
order to keep up with production requirements, or to maintain proper staffing in light of prior scheduled vacation requests), and 
for this reason requires as much advance notice as possible. Whenever possible, you must submit vacation requests 14 days 
in advance. At a minimum, vacation time must be scheduled no later than the end of shift the day prior to needing the vacation 
time. Longer vacation time off periods should be scheduled as far in advance as possible.    
 

3. Unless specified at the site, vacation requests are on a first come first-serve basis. However, if conflicting vacation requests are 
turned in on the same day, the most senior Team Member within that department (overall seniority) will have preference. 
Vacation may only be requested during the current vacation year; it may not be requested for upcoming years. 
 

4. A Team Member may take his or her vacation one day at a time or in ½ days. In the event of work slowdowns, vacation may be 
taken in increments of 2 hours, in the sole discretion of the Company. In the event a Team Member has a final balance less 
than a ½ day, he or she will be permitted to use the remaining balance of that vacation (i.e., on a 3/12 shift, a Team Member 
may have four (4) hours remaining). 

 
5. Full paid vacation time days will be paid as the equivalent of pay for one workday at your base pay rate according to your 

currently assigned work schedule, or the equivalent of pay for a full day of work for salaried Team Members (8 hours of vacation 
time is the equivalent of a full day of work for salaried Team Members) and will not include any other form of compensation such 
as overtime or shift differential pay. 

 
6. Unused vacation will not be paid in lieu of taking the time off unless applicable dictates otherwise. You will only be permitted to 

carryover a maximum of 40 hours of  unused vacation each year—any unused vacation time at the end of your accrual year 
exceeding 40 hours will be forfeited, unless prohibited by applicable law. Team Members will accrue vacation by anniversary 
date. 

a. Ex: A Team Member has an anniversary date of April 1. Between April 1, 2018, and March 31, 2019, the Team Member 
accrued 80 hours of vacation. On March 31, 2019, Team Member still had 56 hours of unused vacation. On April 1, 
2019, Team Member would carryover 40 hours of unused vacation, and lose the other 16 hours. 
 

7. Vacation cannot be borrowed against future vacation years. 
 

8. For Team Members working 5/8 and 4/10 Shifts, vacations taken a week at a time will enable the Team Member to take off the 
weekend preceding and following the Team Member’s scheduled vacation, as applicable.  
 

9. The Team Member will be granted the applicable weekend off for vacation taken in full day increments on Mondays and Fridays 
if 14-day notice is given, provided the maximum number of Team Members allowed off for the weekend is not exceeded at the 
time the vacation request is considered. 
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10. At termination, Team Members will be paid for any accrued and unused vacation on the books. Vacation time cannot extend a 
Team Member’s employment period or benefit continuation period. At termination, the last physical day worked will be the last 
date of employment. 

 
11. Unless otherwise explicitly allowed under this policy or applicable law, supervisors may deny vacation requests submitted for 

mandatory overtime hours, unless the vacation request was submitted prior to posting of the mandatory overtime. 
 

4.4   Workplace Flexibility – Emergency Vacation 

Emergency Vacation is intended to provide Team Members more flexibility for vacation use during emergency or unplanned 
circumstances (i.e., you wake up and have a sick child or spouse and need to stay home and take care of him or her). Subject to local 
law, each Team Member will have two (2) days per vacation year where he or she can call in vacation without abiding by the standard 
notice rules for non-emergency vacation time set forth above. The guidelines for Emergency Vacation are as follows: 

1. You are only eligible if you already accrue vacation. New Team Members will become eligible once they begin accruing 
vacation. 

2. These days come from your annual vacation allotment. If you use all your vacation days, you will no longer have any 
remaining to use in case of emergency. For tracking purposes, your timecard will be coded with the Emergency Vacation 
code and will be requested in the same manner as normal vacation through ADP. 

3. To take advantage of emergency vacation, you must call in prior to the start of your shift and specifically request that the 
absence be covered by an Emergency Vacation Day. Exceptions to the requirement to call in prior to shift-start (e.g., 
incapacity) will be made on a case-by-case basis and must be approved by the site HR Manager/Business Partner. 

4. Emergency Vacation days may be taken in less than full-day increments, but each instance will be considered one of the 
two allowed annual Emergency Vacation days, regardless of hours used. (Example: Team Member works part of shift and 
uses 5 hours Emergency Vacation for balance of shift. This will be considered one of the two allowed Emergency Vacation 
days.) 

5. Emergency Vacation taken the day before or the day after a holiday, will result in loss of holiday pay, unless otherwise 
required by applicable law. 

6. If mandatory overtime is schedule on a holiday, Team Members may choose to use Emergency Vacation for the day, 
however, this will result in loss of holiday pay and be paid at straight time. 

7. Emergency Vacation does not affect the requirement to work scheduled mandatory overtime on any day after the 
Emergency Vacation day. 

8. Emergency Vacation may be used on mandatory overtime hours. 
 

4.5 Holidays 

In order to make it possible for Team Members to celebrate special occasions with their family and friends, the Company does observe 
certain holidays with pay. Be sure to consult your local Human Resources Business Partner to get a comprehensive list of holidays 
offered at your facility. You can also find the holiday schedule on your ADP profile or on the HR Homepage at: 
https://dover.sharepoint.com/sites/ESG/Human_Resources/SitePages/Home.aspx. 

All Team Members, on all shifts, will be paid for 11 holidays per year. Hourly Team Members will receive 8 hours pay for all holidays, 
regardless of shift, for a maximum of 88 hours of holiday pay in a given year. Holiday pay is considered time worked for computing 
overtime for non-exempt hourly Team Members. 

To qualify for holiday pay, hourly Team Members must work the entire scheduled shift both the day before and the day after the holiday 
(as applicable) unless the absence on the day before and the day after, as applicable, the holiday is covered by approved paid leave 
under Company policy. Part-time, temporary, or seasonal Team Members do not   qualify for holiday pay eligibility. To provide some 
flexibility, Team Members will be permitted .25 points before or after a holiday and remain eligible for holiday pay. This applies only to 
“Late-In’s” up to 60 minutes, to allow for circumstances outside of Team Members’ control, without penalizing Team Members further for 
disqualification from holiday pay. 

 

 

https://dover.sharepoint.com/sites/ESG/Human_Resources/SitePages/Home.aspx
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Special Provision if Working on a Scheduled Holiday: Should an hourly Team Member work on a scheduled holiday, he or she will receive 
1½ times pay for each hour worked PLUS receive 8 hours holiday pay, regardless of the Team Member’s scheduled shift. 

 

4.6 Paid Parental Leave Policy 
 

The Company recognizes the importance of caring for and bonding with a newborn child or new adopted or foster child. The Company 
provides pregnancy and parental leaves of absence to all eligible Team Members in accordance with the Family and Medical Leave Act 
(FMLA), the Pregnancy Discrimination Act (PDA), the Americans with Disabilities Act (ADA) and any applicable state or local laws, as is 
described further below. 

 

In addition, the Company also offers all full-time Team Members four (4) weeks, or 160 hours, of Paid Parental Leave, to be used to care 
for or bond with a newborn or newly adopted or foster child. 

 

Procedures and General Details 
 

Paid Parental Leave may only be used to care for and bond with a newborn child or new adopted or foster child. Paid Parental Leave must 
be taken within one year of experiencing the birth of a child, adopting a child, or becoming a foster parent, which time period is 
measured from the birth date or placement date of the child. To be eligible for Paid Parental Leave benefits, individuals must have been 
employed by the Company on the date their child was born, adopted, or placed. 
 

Paid Parental Leave may be taken intermittently in one-week increments, with advance approval by your manager. For purposes of 
clarity, the one-week increments do not have to run Monday-Friday but can be taken as  any consecutive five working day period (for 
example, Wednesday through Tuesday of the following week). 
 

Any full-time Team Member who has experienced the birth of child, adopted a child, or become a foster parent in the six months 
preceding the implementation of this policy, shall be allowed to use Paid Parental Leave under the terms of this policy during the six 
months following the implementation of this policy, provided that he or she was employed by the Company on the date the child was 
born, adopted, or placed. 
 

To the maximum extent allowable under the FMLA and any other applicable state or local law, the Company will count any Paid Parental 
Leave time against an eligible Team Member’s FMLA leave entitlement. 
 

If you wish to take Paid Parental Leave to bond with a new adopted or foster child, you must provide at least thirty (30) days’ advance 
written notice to your supervisor/manager, and your HR representative. If thirty (30) days' notice is not possible because of medical 
necessity or for other reasons, you should give as much advance written notice as possible to your supervisor/manager and your HR 
representative. 
 

Effective July 1, 2021, the Company will use Matrix Absence Management, Inc. (“Matrix”) to administer Paid Parental Leave benefits. 
After that date, in addition to coordinating with your supervisor/manager and HR representative about your upcoming leave request, you 
will need to initiate your request for Paid Parental Leave with Matrix, according to their process for doing so, within the timeline 
discussed above. 
 
Information regarding Matrix’s process for Paid Parental Leave requests will be provided separately. You may be asked to provide 
appropriate documentation of the birth, adoption, or foster placement, if the Company or its representatives (such as Matrix) don’t 
already have such documentation. 
 
The Company reserves the right to deny requests for Paid Parental Leave where appropriate advance notice is not given, or where 
Team Members do not follow processes for submitting requests to Matrix. The Company also reserves the sole discretion to limit any 
one Team Member from taking more than four (4) weeks of Paid Parental Leave in any given calendar year, for any reason (for example, 
a Team Member experiencing multiple adoption or foster child placements within the same calendar year may be limited to four total 
weeks of Paid Parental Leave), and to require that a Team Member re-schedule Paid Parental Leave use under extraordinary 
circumstances (for example, to avoid operational disruption due to absences). 
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Unused Paid Parental Leave benefits will not be paid out upon separation from employment, unless required under federal, state, or 
local law. 

Coordination with other benefits 
 

Note that certain Team Members may also be eligible for benefits arising from childbirth pursuant to the Company’s Short- Term Disability 
(STD) benefits plan. For purposes of clarity, the benefits described under this Paid Parental Leave Policy are provided in addition to any 
such benefits that may be offered to Team Members under the Company’s STD benefits plan. Please also note that the Paid Parental 
Leave benefits described here may be reduced by any other paid benefits that you receive for similar reasons (for example, if you are in 
California, by Paid Family Leave provided for under state law). 
 
Please also note that if you are suffering from a pregnancy-related condition and require reasonable accommodation (which may include 
leave) for this purpose, please speak with your HR representative to discuss a reasonable accommodation. You may be required to 
submit medical certification of your disability. 
 
For the purposes of calculating overtime, any time on Paid Parental Leave will not count as hours worked. 
 
To the extent that a Team Member received paid time off to care for or bond with a newborn or newly adopted or foster childbirth prior to 
July 1, 2021, under a previous paid parental leave or similar policy, the Company reserves the right to offset those previously received 
benefits against any Paid Parental Leave that the Team Member is eligible for under this policy. 
 

Compensation During Leave 
 

Paid Parental Leave will be paid as the equivalent of pay for one week at your base pay rate according to your currently assigned work 
schedule, or the equivalent of pay for a full week of work for salaried Team Members. Company- designated Paid Holidays that fall within 
a Paid Parental Leave period will be paid and will not be deducted from the bank of available Paid Parental Leave that is available. 
Benefits During Leave 

 
During Paid Parental Leave, all benefits provided under a Team Member benefit plan are governed by the terms and conditions of the 
applicable Team Member benefit plan documents in accordance with applicable law. 
 
When Spouses Work Together 

 
If two spouses are employed by the Company and are otherwise eligible for Paid Parental Leave, they are each eligible for the full 
amount of Paid Parental Leave within the applicable twelve-month period. 
 

Reemployment 
 

Your job will be held for you in accordance with applicable law while you are on Paid Parental Leave. 
 

Discrimination and Retaliation Prohibited 
 

The Company prohibits and will not tolerate discrimination or retaliation against any Team Member or applicant because of that person's 
Paid Parental Leave. Specifically, no one will be denied employment, reemployment, promotion, or any other benefit of employment or 
be subjected to any adverse employment action based on that person's Paid Parental Leave. In addition, no one will be disciplined, 
intimidated, or otherwise retaliated against because that person exercised rights under this policy or applicable law. If you have any 
questions regarding this Policy, or if you have questions about pregnancy or parental leave, please contact your HR representative. 

 

** If you work remotely in the State of California, please see the California Supplement, attached, for information on the 

California “Paid Family Leave” (“PFL”) program, which is administered by the Employment  Development Department (“EDD”), 

and which may also apply to you. Note that the Company reserves the right  to offset any benefits you might receive under the 

PFL program from the Paid Parental Leave benefits described here, to the extent allowed under relevant law. ** 
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4.7 Bereavement Leave 
 

The Company recognizes that the death of a family member is a difficult time. We will provide support and assistance to people who 
suffer the loss of a family member. 
In addition, the Company will grant all full-time Team Members up to five (5) days of Paid Bereavement Leave days when a death occurs 
in a Team Member’s immediate family. Immediate family includes any person who lives in the Team Member’s household, a spouse or 
domestic partner, child or stepchild, parent (including stepparent or parent-in-law), sibling, grandparent, or grandchild. Immediate family 
applies to current marital status and not relationships from previous marriages. The Company reserves sole discretion as to whether to 
approve requests for Paid Bereavement Leave for family members outside of those listed above. 
The maximum amount of Paid Bereavement Leave days that a Team Member is provided are five (5) days in a calendar 
year, absent extraordinary circumstances (to be determined in the Company’s sole discretion). 
 
Paid Bereavement Leave days must be taken in minimum lengths of time of one day, unless otherwise required by applicable law. Paid 
Bereavement Leave days will be paid as the equivalent of pay for one workday at your base pay rate according to your currently 
assigned work schedule, or the equivalent of pay for a full day of work for salaried Team Members. 
Team Members must provide as much advance notice as possible of their desire to utilize time off for bereavement leave to their direct 
supervisor/manager and their HR representative and coordinate the necessary arrangements to be off work. Team Members may be 
required to provide information to substantiate the need for this leave (e.g., about the relationship of the Team Member to the deceased) 
to be determined in the reasonable discretion of Company HR representatives. 
 
For the purposes of calculating overtime, Paid Bereavement Leave time will not count as hours worked. 
 
Unused Paid Bereavement Leave time cannot be rolled over from one year to the next and will not be paid out upon separation from 
employment, unless required under federal, state, or local law. 

4.8 Jury Duty 

 

Full-time Team Members who are required to serve jury duty, will receive Paid Jury Duty leave for the period they spend doing so. The 
maximum amount of Jury Duty Leave days that a Team Member is provided are five (5) days in a calendar year, absent extraordinary 
circumstances (to be determined in the Company’s sole discretion), unless otherwise required by applicable law. 
Team Members must provide as much advance notice as possible of upcoming jury duty service to their direct supervisor/manager, and 
their HR representative. Team Members may be required to submit proof of jury service, with  such proof to be determined in the reasonable 
discretion of Company HR representatives. 
 

The Company reserves the right to deduct any amounts the Team Member receives as compensation or reimbursement  for jury duty 
service from jury duty pay under this policy, as allowed by applicable law. 
 

Paid jury duty leave days must be taken in minimum lengths of time of one day, unless otherwise required by applicable law. Paid Jury 
Duty leave days will be paid as the equivalent of pay for one workday at your base pay rate according to your currently assigned work 
schedule, or the equivalent of pay for a full day of work for salaried Team Members. 
For the purposes of calculating overtime, Paid Jury Duty leave time will not count as hours worked. 
 

Unused Paid Jury Duty leave time cannot be rolled over from one year to the next and will not be paid out upon separation from 
employment, unless required under federal, state, or local law. 
 

4.9 Time Off to Vote 
 

If required by applicable law, Team Members are provided time off with pay to vote in city, county, state, and national elections if it cannot 
be done outside of normal working hours. You should give your supervisor advance notice if you require time off to vote. 
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4.10  Family Medical Leave Act (FMLA) Overview 

 

** If you work remotely in the State of California, please see the California Supplement for 

information on important additional rights you have under CA law ** 
 
 
Under the federal Family and Medical Leave Act of 1993, as amended, as well as under certain state or local laws with similar provisions 
and goals as the federal Family and Medical Leave Act (collectively, “FMLA”), Team Members may be eligible for a period of job-
protected unpaid leave for certain family and medical reasons as described below. The Company complies with all obligations under the 
FMLA, and this Family Medical Leave Act Policy (“Policy”) provides an overview of Team Members’ rights and responsibilities under the 
FMLA as well as the Company’s own policies regarding FMLA leave. The Company has posted notices of the FMLA at all Company 
facilities. The information in those posters is incorporated into this Policy by reference. 
**Important Note: As stated above, the Company intends to comply with all of its obligations under the federal Family and Medical Leave 
Act of 1993, as amended, as well as under any state or local laws with similar provisions and goals as the federal Family and Medical 
Leave Act. Please note that the information in this FMLA policy is intended to outline and summarize your rights and obligations under 
these laws but may not be immediately updated to reflect all the current changes to these laws. To the extent that there is a conflict 
between what is listed in this Section and the FMLA or any state or local law covering family or medical leave, this Section should be 
considered amended to reflect what is in that law. For full information on your rights under the FMLA or any state or local law covering 
family or medical leave, you should review such laws directly. If you have questions about this or would like to be directed to full copies 
of such laws, please contact your HR representative.** 
 
General FMLA Rights and Eligibility 
 

To be eligible for FMLA leave, a Team Member must have worked at the Company for at least twelve months and must have worked at 
least 1,250 hours during the twelve-month period prior to the commencement date of any leave requested under this Policy. Eligibility will 
be determined as of the date the leave commences. When a Team Member makes a request for FMLA leave, the Company will advise of 
the Team Member’s eligibility and the Team Member’s rights and responsibilities. 

Types and Duration of FMLA Leave 
 

A Team Member may be eligible for up to twelve weeks of unpaid leave during a rolling twelve-month period (measured backward from 
the date a Team Member uses FMLA leave) for the following reasons: 
 

1. The birth of the Team Member’s child and to bond with the child; or the placement through adoption or foster care of a child with 
the Team Member and to bond with the newly placed child. Such leave must be concluded no later than twelve months after the 
birth or placement of the child with the Team Member. 
 

2. To care for an immediate family member (spouse, domestic partner, child under eighteen years of age, a  child eighteen and over 
who is incapable of self-care because of a disability, or parent) with a serious health condition. 

 

3. Because of a serious health condition which renders the Team Member unable to perform the functions of his/her job; or 
 

4. Because of any qualifying exigency arising out of the fact that a Team Member’s spouse/domestic partner, son (of any age), 
daughter (of any age), or parent, who is serving in any branch of the military (including the National Guard or Reserves), has been 
deployed or called to active duty in a foreign country (“Active-Duty Leave”). 

 

Definitions 
 

A “serious health condition” as referred to above means an illness, injury, impairment, or physical or mental condition 
that involves: 
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1. In-patient care (i.e., an overnight stay) in a hospital or other medical care facility (including any period of incapacity or any 
subsequent treatment in connection with such in-patient care). 
 

2. A period of incapacity of more than three consecutive full-calendar days, and any subsequent treatment or period of 
incapacity relating to the same condition that also involves (a) treatment two or more times by a health care provider or under 
the supervision of a health care provider within thirty (30) days of the start of the incapacity, or (b) treatment by a health care 
provider on at least one occasion within seven (7) days of the start of the incapacity which results in a regimen of continuing 
treatment under the supervision of a health care provider; 

 
3. Any period of incapacity or treatment due to pregnancy, or for prenatal care. 

 
4. Any period of incapacity or treatment due to a chronic serious health condition requiring periodic visits of at least twice a year 

for treatment by a health care provider. 
 

5. A period of incapacity or treatment which is permanent or long-term due to a condition for which treatment may not be  
 

effective, during which the Team Member (or family member) must be under the continuing supervision of, but need not be 
receiving active treatment by, a health care provider; or 
 

6. Any period of absence to receive multiple treatments by a health care provider or under the supervision of a health care 
provider, either for restorative surgery after an accident or other injury, or for a condition that will likely result in a period of 
incapacity of more than three (3) consecutive calendar days in the absence of medical intervention or treatment. 

A “qualifying exigency” referenced above under “Active-Duty Leave” refers to the following circumstances: 
 

1. Short-notice deployment: To address issues arising when the notification of a call or order to active  duty is seven (7) days or 
less. 
 

2. Military events and related activities: To attend official military events or family assistance programs or briefings. 
 

3. Childcare and school activities: For qualifying childcare and school-related reasons for a child, legal  ward, or stepchild of a 
covered military member. 

 
4. Care of the covered military member’s parent if the parent is incapable of self-care. 

 
5. Financial and legal arrangements: To make or update financial or legal affairs to address the absence of a covered military 

member. 
 

6. Counseling: To attend counseling provided by someone other than a health care provider for oneself, for the covered military 
member, or child, legal ward, or stepchild of the covered military member. 

 
7. Rest and recuperation: To spend up to fifteen (15) calendar days for each period in which a covered military member is on a 

short-term rest leave during a period of deployment; or 
 

8. Post-deployment activities: To attend official ceremonies or programs sponsored by the military for up to ninety (90) days 
after a covered military member’s active duty terminates or to address issues  arising from the death of a covered military 
member while on active duty. 
 

Military Caregiver Leave 
 

A Team Member may be eligible for Military Caregiver Leave to care for a spouse, son (of any age), daughter (of any age), parent, or 
next of kin who is: 1) a current member of the Armed Forces, including the National Guard or Reserves, and 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, which is incurred in the line of duty (or for a pre- existing injury or illness which is aggravated in the line of duty) and that  
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renders the service member medically unfit to perform the duties of his or her office, grade, rank, or rating, or 2) a veteran who was a 
member of any branch of the Armed Forces, including the National Guard or Reserves, and who is undergoing medical treatment, 
recuperation, or therapy, for a serious injury or illness that occurred in the line of duty (or for a pre-existing injury or illness which was 
aggravated in the line of duty) at any time within five years preceding the treatment, recuperation, or therapy. A covered service member 
incurs a serious illness or injury for purposes of this paragraph when one of the following occurs: 

a) The injury or illness makes him or her medically unfit to perform the duties of his or her office, grade, rank, or rating. 

b) It causes the service member to have a VA Service Disability Rating of fifty percent or greater. 
 

c) The mental or physical condition substantially impairs his or her ability to obtain gainful employment. 
 

d) The VA enrolls the Team Member in the Department of Veteran Affairs Program of Comprehensive Assistance for 

Family Caregivers. 

Eligible Team Members are entitled to a total of twenty-six weeks of unpaid Military Caregiver Leave during a single twelve-month period. 
This single twelve-month period begins on the first day an eligible Team Member takes Military Caregiver Leave (as long as it is within five 
years of the covered service member’s active duty) and ends twelve months after that date. Military Caregiver Leave applies on a per-
covered service member, per- injury basis, so that a Team Member may be eligible to take more than one twenty-six-week period of Military 
Caregiver Leave, but no more than twenty-six weeks of leave may be taken during any one twelve-month period. 
An eligible Team Member is entitled to a combined total of twenty-six workweeks of leave for all FMLA qualifying reasons during the single 
twelve-month period described above. For example, if a Team Member takes ten weeks of FMLA leave due to his/her own serious health 
condition, the Team Member may take only sixteen weeks of Military Caregiver Leave during that same twelve-month period. 
 

When Spouses Work Together 
 

If two spouses are employed by the Company and are eligible for leave under this policy, they are each eligible for twelve weeks of leave 
within the applicable twelve-month period when the leave is due to the birth or placement of a child or to care for a parent who has a 
serious health condition, or twenty-six weeks for military caregiver leave. In other words, the Company will not apply the “spousal limitation”  
that is described under the FMLA and would otherwise limit spouses who work together to twelve combined weeks of leave under these 
circumstances. 

Notice of Need for FMLA Leave 
 

A Team Member who wants to take FMLA must follow any call-in procedures described in the Company Handbook or other policies or 
work roles in order to notify the person a Team Member would normally notify for an absence (e.g., their direct supervisor or manager, or 
HR representative). Failure to adhere to normal Company call in procedures can result in discipline, as with any other type of leave. 
 
If FMLA applies or is believed to possibly apply, the Team Member will be required, thereafter, to contact Human Resources or its 
designated representative (e.g., Matrix, as described below) to complete a request for leave. 
 
Effective July 1, 2021, the Company will use Matrix Absence Management, Inc. (“Matrix”) to administer FMLA leave. After that date, in 
addition to coordinating with supervisors/managers and HR representatives about absences, Team Members will need to initiate FMLA 
requests with Matrix, according to their process for doing so, within the timelines and following the rules discussed in this Policy. Information 
regarding Matrix’s process for leave requests will be provided separately. The Team Member will be required to fill out prescribed forms 
requesting leave. 
 
For purposes of clarity, Team Members must report absences to which the FMLA applies or may apply both to Matrix, and to the Company, 
following any call-in procedures described in the Company Handbook or other policies or work roles in order to notify the person a Team 
Member would normally notify for an absence. 
 
To avoid a delay in FMLA protection, the Team Member must give notice as soon as possible and practicable under the circumstances of 
enough facts to alert the person receiving the call that FMLA may apply. Team Members are always required to give notice as soon as 
practicable and possible, but, except for instances of active-duty leave, a Team Member is not required to provide more than thirty (30) 
days’ advance notice. 
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If a Team Member fails to give the required notice with no reasonable excuse, FMLA coverage may be delayed for a period of time. This 
can result in discipline for absences taken prior to the commencement of FMLA coverage. 
 
Team Members should make every reasonable effort to schedule foreseeable medical treatments so as not to disrupt the ongoing 
operations of the Company. 

Interaction of STD, Worker’s Compensation or Other Benefits 
 

To the extent that a Team Member is absent from work due to a condition or circumstance for which he or she has been approved for 
short-term disability benefits, or due to an illness or injury covered by workers’ compensation, the Company will designate all such time 
the Team Member is absent as FMLA leave, and that time will be counted against an eligible Team Member’s FMLA leave entitlement, 
to the maximum extent allowable under the FMLA or relevant state or local law. 
 

Substitution of Paid Leave for Unpaid FMLA Leave 
 

Team Members must concurrently exhaust any accrued earned but unused vacation and PTO time during FMLA leave, save for one (1) 
week of such vacation time, which they may reserve if they wish. All substituted paid leave that is being concurrently exhausted will be 
counted against an eligible Team Member’s FMLA leave entitlement. 
 

Intermittent FMLA Leave 
 

Intermittent or reduced schedule leave is leave at varying times for the same qualifying condition. Intermittent leave or reduced schedule 
leave may be available if the need for leave is due to a Team Member’s serious health condition or a Team Member’s immediate family 
member’s serious health condition and when the need for intermittent or reduced schedule leave is certified by a health care provider. 
Military Caregiver Leave may be taken intermittently or on a reduced leave schedule when medically necessary. Active-Duty Leave may 
also be taken on an intermittent or reduced leave schedule. 
 
Team Members who take foreseeable intermittent or reduced schedule leave must attempt to schedule their intermittent or reduced 
schedule leaves so as not to disrupt the operations of the Company. 
 
In some instances, the Company may require a Team Member taking foreseeable intermittent or reduced schedule leaves to transfer 
temporarily to an alternative position for which the Team Member is qualified and which better accommodates the Team Member’s leave 
schedule. Pay and shifts would not be affected by a change to an alternate position. Time worked in the alternate position would not 
count towards the Team Member’s FMLA leave entitlement. 
Team Members taking unforeseeable intermittent leaves must follow the Call In Procedures described in the Company handbook and 
notify the person a Team Member would normally notify for an absence. Failure to adhere to normal Company Call In Procedures can 
result in discipline, as with any other type of leave. 
 
The Company may, but is not required to, accommodate a new parent’s request to use intermittent leave for the purpose of bonding with 
a new child. Your HR and management teams must approve any such requests on a case- by-case basis. 

Documentation Supporting FMLA Leave 
 

A Team Member requesting leave for a serious health condition must provide a completed FMLA Certification of Health Care Provider 
Form supporting the need for the leave. A request for reasonable documentation of a family relationship to verify the legitimacy of a 
request for FMLA Leave may also be required. 
 
The Team Member will have fifteen (15) days in which to return a completed Certification form following the Company’s request for the 
certification. If the Team Member fails to provide timely certification after being required to do so, covered leave may be delayed moving 
forward until the certification form is finally submitted. Absences counted against the Team Member for a late certification will not be 
reversed absent exceptional circumstances. If a Team Member never returns the completed form, the FMLA will be denied and the 
absences will be unprotected. If the Certification form is incomplete or insufficient, a Team Member will be given written notification of the 
information needed and will be given a period of seven (7) days to provide the necessary information. 
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In some circumstances, the Company may require a second opinion related to the health condition, at the Company’s expense. If the 
original certification and the second opinion differ, either the Company or the requesting Team Member may require a third opinion, at 
the Company’s expense. The opinion of the third health care provider, which the Company and the Team Member jointly select, will be 
the final and binding decision. 
 
The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits covered employers from requesting or requiring genetic 
information, except as specifically permitted by this law. Therefore, Team Members must not provide any genetic information when 
responding to a request for medical information for purposes of leaves of absence or otherwise.  
 
“Genetic information” as defined by GINA, includes an individual’s family medical history, the results of an individual’s or family member’s 
genetic tests, the fact that an individual or an individual’s family member sought or received genetic services, and genetic information of 
a fetus carried by an individual or an individual’s family member or an embryo lawfully held by an individual or family member receiving  
assistive reproductive services. If you have any questions about the information to be provided, please contact the Human Resources 
department. 
 
A request for Active-Duty Leave must be supported by the Certification of Qualifying Exigency for Military Family Leave 
form as well as appropriate documentation, including the covered military member’s active-duty orders.  
 
A request for Military Caregiver Leave must be supported by the Certification for Serious Injury or Illness of Covered Service member 
form or Certification for Serious Injury or Illness of a Veteran for Military Caregiver Leave form as well as any necessary supporting 
documentation. 
Once the Company has received a complete and sufficient certification form from the Team Member, the Company will advise the Team 
Member whether he or she has been approved or denied FMLA and, if possible, will advise how much FMLA will be used. 

Recertification 
 

The Company may, in its sole discretion and in compliance with the FMLA and applicable state or local law, require recertification of a 
Team Member’s or a covered family member’s serious health condition for which FMLA leave is taken. For example, the Company may 
ask for recertification when a Team Member requests an extension of FMLA leave, where either the circumstances and facts of usage or 
other information received casts doubt on a Team Members stated reason for absences or the continuing validity of the certification, 
where the circumstances described by the previous certification have changed significantly (for example, the duration or frequency of 
absences has changed), or when the need for FMLA extends beyond six calendar months. In these situations, the Team Member will 
have fifteen (15) days in which to provide a completed Recertification form. 

Restoration to Position and Benefits 
 

Team Members are permitted to return to whatever position they would have held had they not taken FMLA leave. Generally, this means 
Team Members returning from FMLA leave within twelve weeks will either be returned to the job position that they held when they went 
on leave or a substantially similar one. If the Team Member would have lost their position even if they had not taken the leave, then there 
exists no reinstatement right. For example, if the Team Member’s position is eliminated because of a reduction in force, then no 
reinstatement right exists. 
 
Healthcare benefits will be maintained while a Team Member is on FMLA, subject to the payment of premiums explained in this 
paragraph. For all other benefits, they will be maintained similarly to others on similar forms of leave (paid/unpaid). 
 
Team Members who are concurrently receiving “paid leave” benefits (e.g., STD benefits or Paid Parental benefits) while they are out on 
FMLA leave, for the period that they receive those paid leave benefits, will continue to have their contributions for their portion of health 
care and other benefits premiums deducted from their pay. 
 
Team Members who are concurrently exhausting a paid time off benefit (e.g., who are concurrently exhausting paid vacation or sick 
time) while they are out on FMLA leave, or who are on unpaid FMLA leave (e.g., their paid time off benefits have been exhausted), will 
need to make contribution payments for the portion of health care benefits and other benefits premiums (such as vision, supplemental 
life insurance, etc.) that they are responsible for.  
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Team Members will receive invoices for their contribution amounts owed from the Dover Benefits Center, and they will be responsible for 
tendering payment according to the process and deadlines discussed in those invoices (within 30 days). If Team Members fail to make 
those contribution payments, and to respond to any written notice of non-payment within fifteen (15) days, then their health benefits 
coverage and other benefits covered in such invoices will lapse, retroactively to the original due date. 
 
Team Members may contact the Dover Benefits Center at 866-368-3726, with any questions regarding the continuation of benefits 
coverage or payment of contributions while on an unpaid leave. 

 

Return to Work 
 

Team Members on FMLA leave must periodically inform the Human Resources department of their status and intent to return to work 
while on FMLA leave, including specific notice of intent to return to work at least two (2) business days advance of return, so that proper 
arrangements can be made. Team Members returning from FMLA leave must be able to assume all of the essential functions of their 
jobs upon return, with or without a reasonable accommodation. The Company will provide time for the Team Member to learn of any 
changes or new technology implementations. As a condition to restoring a Team Member whose leave was based on the Team 
Member’s own serious health condition, the Team Member must provide certification from the Team Member’s health care provider 
stating that the Team Member is able to resume work. This return-to-work statement is required for all serious health conditions unless 
the Team Member has previously provided one for that condition within the past year. If safety issues exist, the Company may require a 
return-to-work statement every thirty (30) days. A fitness-for-duty examination may be required before returning to work. 

Failure to Return to Work after FMLA Leave is Exhausted 
 

Unless required otherwise by law, or allowed under another Company policy, a Team Member granted a leave of absence under these 
provisions who fails to return to work upon expiration of the leave will no longer have protected absences. Further absences would count  
against the attendance policy. 
If a Team Member does not return to work with or without a reasonable accommodation at the conclusion of approved FMLA leave, the 
Company reserves the right to replace the Team Member in his or her currently assigned position if business needs require it. However, 
if a Team Member wishes to return to work after having exhausted FMLA leave, and in the event that the Team Member’s previously 
assigned position is no longer available, that Team Member may seek a comparable vacant position that he or she is qualified to hold. 
 
Team Members failing to return to work after being released to return to work with or without restrictions for which a reasonable 
accommodation is made, may be subject to discipline up to and including termination. 

Key Team Members 
 

A Team Member who qualifies as a “key Team Member” may be denied restoration of employment after a period of FMLA leave if 
holding the Team Member’s position would cause the Company grievous economy injury. A “key Team Member” is a Team Member who 
is salaried and is among the highest paid ten percent of the work force within seventy-five miles of the place where the Team Member 
reports to work. Upon requesting FMLA leave, a Team Member will be notified by the Company of his/her status as a “key Team 
Member” if there is a possibility that the Company may deny reinstatement after leave. 

Interaction with State and Local Leave Laws 
 

Certain state or local laws require employers to provide greater or different job-protected leave. When applicable, the Company complies 
with all such leave laws. When leave provided under one of these laws is covered under the federal FMLA, it also shall count toward the 
Team Member’s federal FMLA entitlement and as FMLA leave under this Policy. These leave laws vary by state and location, and the 
Team Member should contact Human Resources if you have questions about them. 

No Retaliation 
 

The Company will not interfere with, restrain, or deny the exercise of any right provided under the FMLA. The Company will also not 
discharge, discriminate, or retaliate against any person because that person exercises rights under the FMLA; opposes any practice 
made unlawful by the FMLA; or is involved in any proceeding under or relating to the FMLA. If you feel that you have been discriminated  
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or retaliated against due to your assertion of FMLA-protected rights or participation in an FMLA-related proceeding, please contact your 
supervisor or Human Resources. 

Enforcement 
 

A Team Member may file a complaint with the U.S. Department of Labor or may bring a private lawsuit against an employer. The FMLA 
does not affect any federal or state law prohibiting discrimination or supersede any state or local law or collective bargaining agreement 
which provides greater family or medical leave rights. 
 
If you have any questions concerning the FMLA or would like to submit a request for a family and medical leave of absence, please 
contact the Human Resources Department. 
 

Effective 07/01/2021, Team Members will contact Matrix to file a new FMLA and/or Short-Term Disability Claim. Team Members 
must call the ESG Central Call-in Line at 1-800-214-4345 at least one hour prior to the start of shift. Failure to do so may result in 
discipline and/or attendance points. 

 

4.11 Paid Military Leave 
 

The Company recognizes and honors the commitment of Team Members who serve in the military, including those Team Members who 
maintain ongoing commitments during their employment. The Company offers full-time Team Members up to ten (10) days of Paid 
Military Leave each calendar year, to be used when Team Members will be absent from work because they are participating in National 
Guard and Reserves Training. 
Paid Military Leave days must be taken in minimum lengths of time of one day, unless otherwise required by applicable law. Paid Military 
Leave days will be paid as the equivalent of pay for one workday at your base pay rate according to your currently assigned work 
schedule, or the equivalent of pay for a full day of work for salaried Team Members. 
 
Team Members must provide as much advance notice as possible of their need for leave to perform service in the uniformed services to 
their direct supervisor/manager and their HR representative. Team Members are asked to provide a copy of applicable orders or similar 
documentation to ensure continued business operations during absences. 
For the purposes of calculating overtime, Paid Military Leave time will not count as hours worked. 

 
Unused Paid Military Leave time cannot be rolled over from one year to the next and will not be paid out upon separation from 
employment, unless required under federal, state, or local law. 

The Company reserves the right to deduct any amounts the Team Member receives as compensation or reimbursement for National Guard 

and Reserves Training from National Guard and Reserves Training pay under this policy, as allowed by applicable law. 

Team Members may be entitled to certain rights and benefits, and may have certain obligations, related to service in the uniformed 
services pursuant to the Uniformed Services Employment and Reemployment Rights Act of 1994 (“USERRA”) or related state laws. It is 
the Company’s intent to comply with the requirements in USERRA and similar state laws with respect to leaves of absence, continuation 
of health coverage, reemployment, disabilities incurred or aggravated during uniformed service, non-discrimination and non-retaliation, 
and other covered matters. Specifically, the Company will not deny employment, reemployment, retention in employment, promotion, or 
any benefit of employment to an individual due to uniformed service and will not tolerate discrimination or retaliation due to uniformed 
service. 
 
Team Members who are members of the uniformed services should speak to Human Resources concerning any questions regarding 
rights and obligations related uniformed service leave, advance notice of uniformed service, benefits during uniformed service, or related 
issues. The Company’s policy applies to eligible Team Members in all US business locations except in areas where state laws offer 
greater leave rights. In such case, state law will take precedence. 
 

4.12  Unpaid Leave of Absence 
 

The Company, at its sole discretion, may provide an Unpaid Leave of Absence to full-time Team Members for medical or personal 
reasons (for example, to a Team Member who has an ongoing serious health condition that prevents him from working, where the Team 
Member either has already exhausted or does not otherwise qualify for leave under the Family Medical Leave Act (“FMLA”)).  Team  
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Members may request an Unpaid Leave of Absence as described in this policy without a waiting period and are eligible to be considered 
for such leaves on the date of hire.  Unless in an emergency situation, Team Members must give reasonable advance notice of their 
requests for this leave, which in most cases means 30 days, to their direct supervisor/ manager, and their HR representative. Team 
Members may be required to produce appropriate documentation substantiating the need for the leave, including for example 
appropriate medical certification from a Team Member’s health care provider, if the Company or its designated administrator (e.g., 
Matrix) don’t already have such information. The Company may, at its discretion and in appropriate circumstances, choose to designate 
Team Members as being on an Unpaid Leave of Absence, without requiring that they submit a request for it, or further medical 
documentation. The Company will make all determinations as to eligibility for this leave. The Team Member must respond to the request 
for certification of the need for this leave within 15 calendar days. Failure to comply with the above-mentioned requirements may result in 
denial of leave or reinstatement from leave, in which case the Team Member's leave of absence would be unauthorized, subjecting the 
Team Member to discipline up to and including employment termination. Such an Unpaid Leave of Absence may also be considered as 
a potential job-related accommodation pursuant to the Company’s ADA process.  Requests for an Unpaid Leave of Absence will be 
evaluated based on a number of factors, including for example anticipated workload requirements and staffing considerations during the 
requested leave. For the purposes of calculating overtime, any time on an Unpaid Leave of Absence will not count as hours worked.  

 
You will not accrue vacation time and will not be granted any additional paid sick time while you are on an Unpaid Leave of Absence, nor 
will you qualify for any other Company provided paid time off benefits (e.g., Jury Duty, Bereavement, Military Duty). An Unpaid Leave of 
Absence may be granted for a maximum period of up to 6-months within a two-year period. An Unpaid Leave of Absence runs  
concurrently with all other leaves (paid and unpaid), including for example FMLA leave.  If a Team Member is not able to return to work, 
with or without a reasonable job-related accommodation, at the end of a 6-month Unpaid Leave of Absence, he or she may be separated 
from employment at that time, absent extraordinary circumstances. Team Members will be required to provide a return-to-work 
certification prior to returning to work if their use of the leave would require such certification pursuant to the requirements for returning to 
work after an FMLA leave. In the event that an Unpaid Leave of Absence is approved, Company benefits will be continued throughout 
the leave. Those benefits that are normally paid for by the employer and the Team Member will be continued during the period of the 
leave and benefit accruals will be continued during the leave.   Team Members on leave for more than one payroll period are required to 
make arrangements to pay for their portion of benefits normally done through payroll deductions.  If the Team Member fails to make a 
payment, the benefits may be terminated, and the Company may exercise its rights to seek reimbursement of any such expenditure 
made on the Team Member’s behalf in accordance with applicable law and regulations. When an Unpaid Leave of Absence ends, 
reasonable efforts will be made to return the Team Member to the same position, if it is available, or to a similar available position for 
which the Team Member is qualified. However, the Company cannot guarantee reinstatement, and for purposes of clarity, the job-
protection rights that are granted to Team Members under FMLA-qualifying leave will not be extended during any additional Unpaid 
Leave of Absence time. While Team Members who move to an Unpaid Leave of Absence after their FMLA leave is exhausted may be 
replaced in their currently assigned roles, they will not be considered terminated.  Rather, they will still be considered current Team 
Members on an Unpaid Leave of Absence and will be offered any open positions that they are qualified for and can perform the essential 
job functions of, with or without a reasonable accommodation, when they wish to return to work. If a Team Member fails to report to work 
promptly at the expiration of the approved leave period, the Company will assume the Team Member has resigned and employment will 
have ended. 
 

4.12 Workers’ Compensation Time 

 

Should a Team Member have to leave the facility to attend a medical appointment related to a workers’ compensation covered injury 
during working hours, the Team Member shall be paid for the time spent attending the medical appointment pursuant to this policy. The 
Team Member shall clock out as he or she departs. The Team Member shall return to work following the appointment if there is one (1) 
hour or more remaining in the Team Member’s scheduled hours. Upon return to the facility, the Team Member shall clock back in. The 
Team Member shall provide a work excuse to EHS from the doctor’s office, showing the date, the time the Team Member arrived at the 
doctor’s office, and the time the Team Member departed the doctor’s office. Only after this is completed will EHS correct the timecard 
with the appropriate pay code and excuse the absence to reflect the period spent at the doctor’s office. If the Team Member does not 
return to the facility after the appointment, the Team Member will be paid for the time spent attending the medical appointment (i.e., the 
time the Team Member arrived at the medical appointment until the time the Team Member departed from the medical appointment), but 
the Team Member shall not be paid for any time after the departure time listed on the doctor’s work excuse. The Team Member is not 
paid for any time traveling to and from the medical provider’s office. Failure to follow this procedure will result in the Team Member being 
assessed points and not receiving pay for time spent on a worker’s compensation follow-up visit. 
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4.14  Other Leave Laws 
 
The Company, at its sole discretion, may upon request provide an Unpaid Leave of Absence to regular full-time Team Members who 
either have already exhausted or who do not otherwise qualify for leave under the FMLA.  Please see the relevant section titled “Unpaid 
Leave of Absence” in this Handbook for more details.  
 
Some states or localities provide for other types of leave. The Company will fully comply with all state or local leave laws.  Check with 
your manager if you have any questions. Further, nothing in this policy in any way impacts or limits the rights and responsibilities of 
Team Members or the Company under the Americans with Disabilities Act, or other federal, state, or local law to provide reasonable 
accommodations to qualified individuals with disabilities. Team Members seeking an accommodation due to a claimed disability, 
including an additional, unpaid leave of absence for medical reasons, should contact Human Resources, and also review the 
Reasonable Accommodation policy in the Company handbook. 

4.15 Volunteer Emergency Organizations 

 

We will cooperate, whenever possible and in our sole discretion, with Team Members who are actively involved with volunteer fire 
departments and other volunteer emergency agencies. If a Team Member is a member of a volunteer emergency organization, and it 
becomes necessary to take time off pursuant to that involvement, the following conditions must be met, as applicable: 

▪ If the Team Member must arrive late to a scheduled workday or leave early from a scheduled workday, the situation must call 
for support above the capacity of the “on call” volunteer group. 

▪ The Team Member must provide as much advanced notice as possible. All normal guidelines requiring supervisor notification 
otherwise apply. 

▪ The Team Member must provide documentation from the volunteer emergency organization confirming the emergency situation 
to which the Team Member helped respond and that such situation complied with this policy. Management must approve the 
volunteer emergency service leave. 

▪ Time off pursuant to this policy will result in the Team Member’s time being coded as “excused- unpaid,” unless use of paid 
leave time is approved, as applicable. Unusual or extreme situations resulting from such emergency volunteer service will be 
addressed as they occur.  
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Section 5: Personal Team Member Information 
  and Employment Status  

5.1  Employment Records 

Your employment record or personnel file is the property of the Company and is maintained by the Human Resources Department. You 
may view your file by setting up an appointment with the Human Resources Department. Please remember to bring proper identification 
(i.e., driver’s license or work ID badge). Personnel files are considered to be confidential and will not be discussed or shown to anyone 
outside of management. 

5.2  Team Member File Updates 

Your current address, telephone number and up-to-date family status are very important to us. This information is needed in the event of 
emergencies and for maintaining proper payroll deductions and records for Social Security, withholding taxes, and group insurance plans. 
Update your records directly on the Dover HR Central website, as soon as possible if you: 

▪ Receive a new Social Security card 
▪ Change your address and/or telephone number 
▪ Change the names or number of dependents, whether by divorce, marriage, birth, or death 

If you legally change your name, you will need to provide appropriate documentation, such as a copy of the marriage, birth, or death 
certificate; the divorce decree cover page indicating your name change and the judge’s signature; and, where applicable, a copy of your 
new Social Security card. You will also need to complete a new W-4 form and, if applicable, a state tax form, available from Human 
Resources. Change of emergency contact name and/or number can be done by updating your records directly on the Dover HR Central 
website. If you need assistance, please see Human Resources or the Site Administrator. 

5.3  Employment Verifications 

All employment verifications for mortgage, loan, apartment applications, etc. are handled through THE WORK NUMBER®. Give the 
person needing proof of your employment your Social Security Number and the ESG Employer Code: 16090 for all information before 
06/24/2019 and 28768 for all information on or after 06/24/2019. The entity needing proof of employment can contact THE WORK 
NUMBER® at either www.theworknumber.com or 1-800-367-5690. THE WORK NUMBER® will then provide them with your name, job 
title, total time with the Company, and start or termination date for verification of employment. If the person requesting the information 
requires any income information, you will need to create a “Salary Key” by taking the steps referenced in The Work Number brochure, 
available here: https://dover.sharepoint.com/sites/ESG/Human_Resources/SitePages/Home.aspx. 

5.4  Employment References 

All employment references are handled by The Work Number or referred to the Human Resources Department and must not be provided 
by any other Team Member in the Company. 

5.5  Employment Date 

 Your employment date is the date that you started working for the Company. It does not change during continuous employment and is 
 used for calculating length of service and eligibility dates, as applicable.   The seniority date of a Team Member who worked for the 
 Company before and was later rehired after an interruption in service is his or her rehire date. Part-time or temporary Team  Members 
 who become regular full-time Team Members without having a break in service will have their seniority calculated from the date hired as a 
 Company Team Member. To the extent this section conflicts with any plan documents and/or Summary Plan Descriptions for benefit plans 
 maintained by the Company, those plan documents and SPDs are the controlling documents for Company benefit plans. l  

5.6  Employment Classifications 

Team Members are classified as follows: 

• Salaried Exempt: Pursuant to the Fair Labor Standards Act (“FLSA”) and applicable state and local laws, exempt Team Members  

http://www.theworknumber.com/
https://dover.sharepoint.com/sites/ESG/Human_Resources/SitePages/Home.aspx
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include those who perform professional, supervisory/management, or administrative duties. Exempt Team Members are not 
entitled to overtime pay. 

• Salaried Non-Exempt: Pursuant to the FLSA and applicable state and local laws, salaried non-exempt Team Members are 
entitled to overtime pay for all hours worked in excess of 40 hours per week (see California supplement for California overtime 
specifics).  

• Non-Exempt Hourly: Pursuant to the FLSA and applicable state laws, non-exempt hourly Team Members are entitled to 
overtime for all hours worked in excess of 40 hours per week (see California supplement for California overtime specifics ).  

Only the Vice President of Human Resources has the authority to classify, or change the classification of, Team Members as either 
exempt or non-exempt.  
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Section 6: General Policies, Programs, and 
Workplace Practices 

6.1  Bulletin Board Policy 

Bulletin Boards are used to post official Company communications, activities, and employment notices.  The Company maintains bulletin 
boards that are owned by the Company and are used exclusively for Company information.   

6.2  Uniforms 

Uniform rental services may be available at specific site locations. Use of a Company-approved uniform vendor will be approved as a 
payroll deducted item, in accordance with applicable law. Uniform guidelines are as follows: 

▪ Available after 30 days of continuous employment 
▪ You may be subject to charges for replacement of uniforms that have not been taken care of or lost 

▪ Any Team Member leaving the Company must return all uniforms 
▪ Team Members who choose to participate in this program will be required to sign an agreement authorizing the Company to 

withhold the applicable amounts from the last paycheck to recoup the balance of any unreturned uniforms, as allowed by 
applicable law.  

▪ Only approved uniforms are authorized 
▪ All uniforms when worn must not pose a threat to personal health and safety 

6.3  Workplace Search Policy 

To protect the safety of our Team Members, and to enforce Company policies, including but not limited to, those prohibiting misconduct, 
violence, theft, and the unlawful use or sale of drugs or alcohol, the Company may conduct searches, randomly or based on suspicion, 
of Team Member property brought onto Company premises, and of all Company surroundings, areas, or property. All Company property 
that may be provided for the use and convenience of the Team Members remain the sole property of the Company and may be subject 
to inspection, search and monitoring by any agent or representative of the Company at any time, with or without prior notice. For example, 
the Company reserves the right to search vehicles (Company-owned or leased vehicles wherever they may be located, and any vehicle 
parked on Company property), offices, clothing, briefcases, lockers, toolboxes, equipment, desks, file cabinets, files, backpacks, 
packages, boxes, parcels, computers, email, voicemail, purses, pocketbooks, and lunchboxes. 

Accordingly, each Team Member consents as a condition of employment that they may be searched, questioned, and subject to video 
surveillance if the Company believes it reasonably necessary to maintain the health, safety and security of Team Members, customers, 
vendors, premises, assets, and others.  Any searches, questioning or surveillance conducted by the Company shall be done in a manner 
that provides the greatest respect for the dignity and privacy of the individuals involved to the maximum extent possible under the 
circumstances. Team Members therefore should have no expectation of privacy while on Company premises, except in restrooms, locker 
rooms, hotel rooms, and any other location where Team Members have a reasonable expectation of privacy.  Team Members should not 
have any expectation of privacy regarding any item brought onto Company property and should avoid bringing any items onto Company 
property that he or she would be unwilling to have searched. Team Member’s refusal to allow a search pursuant to this policy may be 
cause for discipline up to and including termination of employment. If you have any questions about this policy, please contact the HR 
department. 

For purposes of this provision, “Company property” includes but is not limited to all Company-owned or leased buildings and surrounding 
areas, such as sidewalks, walkways, driveways, and parking lots under the Company’s ownership or control; all Company-owned or 
leased vehicles; and all other places or things owned or leased by the Company, such as offices, desks, lockers, storage containers, 
cabinets, or otherwise. 

6.4  Lockers 

At hire and based on availability, a Team Member may be assigned a locker for personal use during his or her regular scheduled work 
shift. Company-provided lockers (if available at your facility) are considered a benefit, not an entitlement. Failure to maintain lockers as 
prescribed below could lead to revoking the Team Member’s locker privileges. 

▪ Lockers are assigned, and each Team Member is expected to remain with his or her assigned locker. 
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▪ The Company maintains the right to search any locker. You should not have any expectation of privacy to items placed in lockers. 
▪ See Workplace Search Policy above. 
▪ No Team Member shall attempt to gain access to another Team Member’s locker. 
▪ Perishable food items not consumed within the workday must be discarded and not kept in the locker after the workday ends. 
▪ The Company will not be responsible for replacement cost of the Team Member’s items within the locker. 

6.5  Employment of Relatives 

Relatives may be hired as Team Members of the Company only if one of the relatives is not in a position providing input or control over 
the employment of the other relative. Relatives, for the purpose of this policy, are defined as a spouse, parent, child, brother, sister, or 
other relatives living in the same household. This policy applies to non-related adults living in the same household. If you are, or think you 
might be, related to anyone working for ESG, see your local Human Resources department to complete a Relationship Disclosure Form. 
Failure to do so may result in disciplinary action, up to and including termination. 

6.6  Recording Your Time 

Under no circumstances should a Team Member punch or record another Team Member’s timecard. Such an offense will be grounds for 
immediate disciplinary action, up to and including termination. Hourly Team Members are required to accurately record all hours worked. 
Such Team Members are strictly prohibited from working “off-the-clock”. Management is strictly prohibited from directing Team Members 
to work off the clock and will be subject to discipline up to and including termination if found in violation of this policy. If any hourly Team 
Member is directed to work off the clock by a manager, he/she must report the incident to Human Resources immediately so a proper 
investigation can be conducted. If you make an error on your timecard, please notify your supervisor at once and your supervisor will 
make the correction. Failure to report timecard errors may result in disciplinary action, up to and including termination. 

Exempt Team Members are required to complete an accurate timesheet showing record exceptions such as vacation, jury duty, etc. 

 

6.7  Overtime 

Overtime Requirement (Hourly) 
Due to fluctuations in production schedules, overtime may be required to meet our customers’ needs. 
Overtime will be offered to Team Members on a voluntary basis when less than full line staffing is required to meet production 
needs.   Overtime may be offered to volunteers from other lines, provided the Team Member(s) is trained and able to perform work 
and the Team Member’s services are not needed on his/her assigned line. 
If enough volunteers are not obtained, or when full line staffing is required, overtime will be mandatory. 

In a mandatory overtime situation, every effort will be made to provide as much notice as possible by posting a departmental or line      
overtime notice at a central and consistent location within that department. It is our intent to provide notice of weekend overtime by 
the end of the day shift on the Wednesday whenever possible. 

In circumstances where overtime needs develop suddenly and it is not feasible to post prior notice, the Supervisor, Team Lead, or 
other member of Leadership will communicate the requirement verbally as soon as possible, including for daily overtime needs. 

Overtime may be worked either before or following your normal shift and may include Saturday and Sunday (or other, not regularly 
scheduled day) as required to meet production requirements and customer demands. 
Failure to report for mandatory overtime schedules or after volunteering for an overtime schedule, will be held accountable for their 
absence in accordance with Company’s attendance policy. 

 

All overtime will be scheduled and compensated in compliance with applicable law. 
 

Overtime Pay 
Non-exempt Team Members will receive one and one-half (1.5) times the Team Member’s regular pay rate for all hours worked beyond 
40 hours in any one-week (except for double time Sunday payments, if they are larger, see below), and the one-half (1.5) overtime pay 
rate will be calculated based on the first 40 hours worked in the applicable work week, as required by applicable law. In addition, double  
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time will be paid for all hours worked on any Sunday, with the exception of salaried non-exempt Team Members and those whose regular 
work schedule includes Sunday (i.e., 3/12 shift). We will pay one and one-half (1.5) times a Team Member’s regular pay rate, or the legally 
required rate if it is larger,  in addition to holiday pay for all hours worked on a Company-scheduled paid holiday. 

Salaried exempt Team Members are not entitled to any overtime payments, flat fee arrangements or other methods of payment for working 
beyond normally scheduled hours. Any changes to this rule must be approved by the Vice President of Human Resources. 

All overtime hours must be approved in advance by your supervisor. Working overtime without permission can be cause for discipline, 
up to and including termination. Anyone scheduled for overtime who fails to report at the scheduled time will be held accountable for the 
absence in accordance with the attendance policy. 

 
See the state specific addenda for any overtime requirements specific to your jurisdiction, as applicable. 

 

6.8  Shift Premiums 

Team Members assigned to work on a second, third, or 3/12 shift may receive a shift premium (See Human Resources for current shift 
premium rates, if any, and specifics for shift premiums). We will include shift premiums in holiday pay, vacation pay, and any overtime 
pay calculation, as applicable. Team Members will only  receive shift differential pay if the majority of the hours worked on any given day 
fall outside the standard first shift schedule, regardless of whether a Team Member is on a 4/10 or 5/8 schedule. 

6.9  Call-In and Report-In Pay 

If we call you in to the plant on the day of for emergency work after you have left for the day, or during your scheduled day off, we will 
provide you with a minimum of four hours of work. If through some inability, fault, or personal election you chose not to perform the 
emergency work that           you were called in to perform, you will not be paid for the call-in, unless required by applicable by law. If you elect 
not to perform the work assigned after completion of the emergency assignment, you will only be paid for the time worked on the 
emergency assignment. 

Should you report to work for your previously scheduled work period (i.e., not on a same day, emergency call-in basis), and we did not 
let you know not to report to work, and the Company does not have enough work for you to perform for your scheduled shift, you will 
receive a minimum of four hours of pay for the day. You will not be paid if you refuse any other work the Company may request of you. 
We will make no such payment if the failure of the Company to provide work or previously to notify you not to report to work is due to 
power interruption, telephone outage, fire, flood, severe weather, or other conditions beyond the control of the Company. 

6.10  Special Pay 

On occasion, a Team Member may be needed to work on equipment that was previously in service. During work of this nature, the team 
member may receive an hourly supplement known as “dirty pay”. (See Human Resources for current wage rate for “dirty pay” and specifics 
for “dirty pay”.) 
 

6.11 Lunch Periods and Breaks 

Team Member breaks are decided by the local facility in accordance with applicable law, and Team Members are required to take the 
entire allotted time away from the workstation. During the lunch period, non-exempt Team Members must clock out and are not to perform 
any type of work unless authorized specifically by their supervisor and must clock back in prior to performing such work. During paid 
breaks, Team Members may not leave the premises, unless otherwise required by applicable law. Failure to timely return from break will 
lead to disciplinary action under the Company’s attendance policy. 

6.12  Payday and Paychecks 

 Team Members can access their payroll in HR Central through the ESS for Pay and Time tab, or via the Internet through the ADP Team 
Member Self-Service Mobile App. Please review your payroll via ADP for errors. If you find a mistake, report it immediately. Your 
supervisor and the Human Resources Department will assist you in correcting the error.  
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6.13  Payroll Deductions 

The Company is required to deduct your federal and state withholding (income tax) from your paycheck. This deducted amount is turned 
over to the United States Treasury Department and/or your state treasury department. 

Your earnings, marital status and the number of dependents listed on your W-4 form determine the amount of your tax deduction. Each 
year, you will also receive a W-2 Form showing your total earnings for the year and the amount of taxes withheld. The following additional 
deductions will be made from your check: 

• Federal and state taxes (if applicable) 
• Medicare and Social Security Tax (FICA) 
• Local taxes (if applicable) 
• Insurance coverage (if elected) 
• 401(k) (if elected) 
• Flexible Spending Account (if elected) 
• Uniforms (if applicable) 

Improper Deductions 
 

The Company is committed to ensuring that only proper deductions are taken from Team Members’ wages. If at any time a Team Member 
believes that an improper deduction (e.g., pay reduction when absent from work for jury duty) has been taken, he or she can discuss this 
matter with their immediate supervisor or contact the Human Resources Department. 

Any and all complaints will be fully investigated by the Human Resources Department. If it is determined that the deduction was improperly 
taken from the Team Member’s wages, a reimbursement will be made to the Team Member on the next pay cycle. 

Exempt Team Members 

 

The Company designates each Team Member as either exempt or nonexempt in compliance with applicable federal and state law. 
Team Members who are designated as exempt are paid a fixed salary regardless of the number of hours worked each week, with certain 
exceptions discussed below, and are not entitled to overtime pay. The Company will not take any deductions from exempt Team 
Members' salaries except those allowed by applicable federal and state law.  

The Company is required by law to make certain deductions from your pay each pay period, including deductions for: 

•  Federal and state income taxes. 

•   Social Security (FICA) taxes. 

•  Deductions required by wage garnishment or child support orders. 

The Company also may deduct from your pay your Team Member contribution to any applicable insurance premiums and voluntary 
contributions to a 401(k) plan. 

Unless prohibited by state law, other allowable deductions and salary reductions in a workweek include: 

•  Full-day absences for personal reasons other than sickness or disability, including vacation. 

•  Full-day absences for sickness or disability. 

•  Offsets for amounts received for jury duty, witness fees, or military pay. 

•  Penalties imposed in good faith for infractions of safety rules of major significance. 

•  Unpaid full-day disciplinary suspensions imposed in good faith for workplace conduct rule infractions. 

•  Full days not worked during the first or last week of employment. 

•  Full-day or partial-day absences for unpaid leave under the Family and Medical Leave Act (FMLA) and applicable state law.  
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 In any workweek in which you performed any work, the Company will not reduce your salary because of: 

•  Partial-day absences for personal reasons, sickness, vacation, or disability (unless leave is covered by the Family and Medical 
 Leave Act (FMLA)). 

•  Absence because your worksite is closed on a scheduled workday. 

•  Absences for jury duty, witness attendance, or military leave, except that the Company may offset any fees you received for 
 these services against your salary. 

•  Any other deductions prohibited by federal or applicable state law. 

Improper deductions. If a Team Member classified as exempt believes that an improper deduction has been taken from his or her 
pay, the Team Member should immediately report the deduction to the Human Resources Department. The report will be promptly 
investigated and if it is found that an improper deduction has been made, the Company will reimburse the Team Member for the 
improper deduction. 

6.14  Resignation 

If you resign from the Company, we request at least a two-week notice of your resignation. Taking vacation time does not constitute a 
valid notice period. The Company, in its sole discretion, may elect to terminate your employment at any time prior to the expiration of the 
notice period, as your employment remains at-will in spite of the two-week notice of resignation period. If you accept other employment 
while on leave or scheduled time off, or you do not return to work on the next regularly scheduled workday following the expiration of the 
approved leave of absence or scheduled time off, you may be considered to have resigned. Final paychecks will be processed in the next 
regularly scheduled payroll cycle or in compliance with applicable state laws, if different than ESG’s payroll policy. 

 

6.15  Termination Policy 

Upon termination, all Team Members will receive their final paycheck and information on continuing benefits in a timely fashion and in 
accordance with applicable law. Team Members will be paid for unused, accrued vacation time. 

6.16  Job Posting and Bidding 

 

1. Non-exempt, hourly Team Members must remain in their current position for a minimum of six (6) months before bidding 
 into another position. 

2. If there is a day shift opening in a department that has two or more shifts, the opening will be offered to Team Members 
 on second or third shift by seniority in that job classification first, subject to the terms of this policy. The resulting open job 
 will be  posted. 

3.  Non-exempt, hourly Team Members who hold qualification-based jobs will be required to remain in the position for a  
  minimum  of one (1) year before being applying or bidding for a new position. A list of qualification-based jobs will be  
  maintained by the HR Department. 

4. Exempt, salaried Team Members must remain in their current roles for a minimum of one (1) year before applying 
 for a  different position. 

5. A job posting will be listed in HR Central’s Career Portal and appropriate state agencies, where applicable. 
6. The posting will list the bona fide job-related qualifications necessary to qualify for the position. 
7. Applicants who do not meet the minimum qualifications of the position will be disqualified. Disqualified candidates will 

 be notified that they do not meet qualifications and will not receive an interview. 
8. A Written Warning or more severe disciplinary action disqualifies a Team Member from bidding on or applying for jobs 

 for a  period of six (6) months of that Written Warning or more severe disciplinary action. 
9. All jobs will be posted for a period of at least seven (7) days. 

10. Team Members must submit their application in HR Central before the posting deadline to be considered for the 
 position,  regardless of working status (i.e., FMLA, vacation, etc.). 

11. Team Members are encouraged to apply directly online by submitting an updated resume. All internal salaried exempt 
 applicants must submit their revised resume through the online portal. 

12. Team Members may bid on or apply for multiple jobs if several are posted at the same time. If the Team Member is selected 
 for more than one job at the same time, he or she will have 24 hours to decide which job is preferred. 

13. The Team Member selected for the posted job must be able to perform all essential functions of the job, with or 
 without reasonable accommodations. 

14. Management will follow up with all Team Members who submitted bids but were not awarded the position to ensure the 
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 Team Member understands why he or she was not awarded the job. 
15. Any exceptions to the job posting policy must be pre-approved by the Vice President of Human Resources. 
16. After a job has been awarded, the Team Member will receive the new rate of pay at the start date indicated in the offer letter. 

 
In certain extraordinary circumstances, the Company reserves the right to deviate from this Job Posting and Bidding policy, as business 
needs require. 
 

6.17 Job Transfers 
 

The Company may transfer Team Members based upon our needs and Team Member qualifications on a short-term basis up to 90 
calendar days. Team Members who transfer to another job based on Company needs shall be paid the higher rate of that job if the Team 
Member has previous posted experience and has met training requirements within that job classification. Team Members will be placed 
in their transfer position no longer than 90 calendar days unless agreed to by the transferred Team Member, Human Resources, and the 
Plant Manager. 
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Section 7: Team Member Benefits  
The Company offers a comprehensive benefits package that can be tailored to fit your needs. Detailed information as well as Summary 
of Benefits for each benefit plan and copies of descriptions of each benefit plan are available on the Dover Health and Wellness website 
(http://dover.bswift.com). In the event of a conflict between the policies contained in this handbook  and the plan documents for any of the 
benefits described in this handbook, the plan documents will control. Please see your local Human Resources Team for additional 
information. 

7.1 l Education Assistance Program 

The Company recognizes the importance of life-long learning in maintaining its competitive advantage in today’s global market and is 
committed to the need for the continued professional growth and development of its Team Members. As evidence of its commitment to 
academic achievement and professional development, the Company encourages Team Members to continue to obtain skills, knowledge, 
and abilities that may increase efficiency and improve his or her opportunities for career advancement with the Company. The Education 
Assistance Program is designed to foster the professional growth and development of the Company’s full-time Team Members. See your 
local Human Resources for additional information and the specific terms of the program. 

7.2  Team Member Assistance Program (EAP) 

The Company will provide confidential and voluntary assistance to all Team Members and their family members who may be faced with 
dynamic challenges of financial concerns, legal issues, alcohol or drug problems, marital problems, illness of a family member, emotional 
worries, childcare problems, etc. Team Members and family members can refer themselves to the EAP. The program may be reached 
24 hours a day, 7 days a week. Contact Magellan, ESG’s EAP provider, by calling 800-327-6375. Services are also available via their 
website at www.MagellanHealth.com/member. 

EAP counselors are available to meet with Team Members or family members to assess a problem and develop a plan for resolution. The 
counselors may suggest a referral to an outside resource, such as a therapist, agency, physician, treatment facility, or other professional 
that would be appropriate to assist in resolving the problem or situation. Where a Team Member may need information, a referral or 
suggestion may be made over the telephone. There is no charge for Team Members or their families to use the services of the EAP. 

REMINDER: All contact between a Team Member and the EAP is strictly confidential. In cases where a Team Member's continued 
employment is contingent upon calling the EAP, the EAP counselor will only verify whether the Team Member has contacted the EAP 
and, if ongoing treatment is necessary, that the Team Member is following through on the recommended treatment. 

7.3  Onsite Clinic 

Team Members and their family members that are covered on our medical insurance plan have access to our onsite health clinic. The 
Company offers an onsite health clinic at our Fort Payne, Vernon, and Chattanooga locations. The clinic is available for all your primary 
care needs such as physicals, immunizations, prescription refills and sick visits. The clinic hours vary by location. To schedule an 
appointment, please contact the ESG HR Helpline for the hours and contact information. 

 

 

 

 

 

 

 

 
 

http://dover.bswift.com/
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Section 8: Dover Corporation Code of Business Conduct 
  and Ethics  
The most recent version of the Dover Code of Business Conduct and Ethics, can be accessed from the web at 
https://dovercorporation.gcs-web.com/static-files/e32ad2d5-3b6e-4200-ac11-d4bc87a372f4. All Team Members are bound by the 
policies in the most current Code. 

 

 

https://dovercorporation.gcs-web.com/static-files/e32ad2d5-3b6e-4200-ac11-d4bc87a372f4

