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ABOUT THIS EMLOYE HANDBOOK 
 
MP Technologies, LLC (“MP Technologies, LLC” or the “Company”) is a proud member of the APi Group (“APi Group”) 
family of companies.  We are a strong group of companies with a long track record of success.  We hope that as an 
employee of MP Technologies, LLC within APi Group, you will be able to achieve satisfaction, reward, and take pride in 
being part of our team.  
 
This Employee Handbook, inclusive of any applicable state supplement(s) (“Employee Handbook” or “Handbook”), 
contains personnel policies applicable to employees of MP Technologies, LLC.  It is as complete as we can reasonably 
make it but, because circumstances that we cannot anticipate may arise, is not necessarily all inclusive.  The Company 
retains discretion to respond as it determines appropriate to unanticipated circumstances or matters not addressed in this 
Handbook. 
 
ALL EMPLOYEES OF MP NEXELVEL, LLC ARE EMPLOYED ON AN AT-WILL BASIS, UNLESS OTHERWISE 
PROVIDED BY LAW OR CONTRACT. THIS MEANS THAT EITHER THE COMPANY OR THE EMPLOYEE MAY END 
THE EMPLOYMENT RELATIONSHIP AT ANY TIME, WITH OR WITHOUT CAUSE, AND WITH OR WITHOUT ADVANCE 
NOTICE. ANY EXCEPTION TO THE POLICY OF AT-WILL EMPLOYMENT (FOR EXAMPLE, FOR ANY SPECIFIED 
PERIOD OF TIME, OR REQUIRING CAUSE FOR TERMINATION) MUST BE MEMORILAIZED IN A WRITTEN 
AGREEMENT AND SIGNED BY A DULY-AUTHORIZED OFFICER OF THE COMPANY.   
 
Notwithstanding the foregoing,  
 

• THE POLICIES AND BENEFITS FOR EMPLOYEES REPRESENTED BY A UNION ARE ALSO GOVERNED BY THE 
APPLICABLE COLLECTIVE BARGAINING AGREEMENT (“CBA”) AND ANY CONFLICT BETWEEN THIS 
HANDBOOK AND AN APPLICABLE CBA IS CONTROLLED BY THE CBA.  
 

• Nothing in this Handbook is intended to prohibit or interfere with the right of employees covered by the National Labor 
Relations Act to engage in protected, concerted activity, including but not limited to discussing terms and conditions 
of employment. 

 
This Handbook supersedes and replaces all prior written Employee Handbooks. Policies distributed separately from prior 
Handbooks are not superseded. 
 
THIS HANDBOOK DOES NOT CONSTITUTE A CONTRACT, in whole or in part, with the employees or any specific 
employee of the Company. MP Technologies, LLC may add to, modify, eliminate, interpret, or depart from any personnel 
policies contained in this Handbook at any time with or without notice, unless otherwise restricted by applicable law.  
Employees are provided with the Handbook at the time of hire and may request new copies of the Handbook at any time 
thereafter, either in electronic or hard-copy form, as they may prefer. Employees may also review and print the Handbook 
from the Company intranet at webapps.mptech.biz.  Please ask questions of your supervisor or Human Resources when 
you need additional information or further clarification on Company policies.   
 
This notice applies to all employees regardless of date of hire. 
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APi GROUP AT A GLANCE 
 

The APi Group (“APi Group”) family proudly traces our roots back to 1926 when A.P.I. Inc. was established as a small 
insulation, contracting and distribution division of the mechanical company, Reuben L. Anderson-Cherne.  Lee R. 
Anderson was named his father’s successor and became president of the family business in 1964. Under his 
leadership, operations were expanded in the Midwest, and revenues increased to approximately $30 million.    

 
In 1980, Anderson launched a strategic initiative to diversify A.P.I. within the construction and related industries 
allowing for expansion in key-markets and establishing a national and international presence. From this expansion 
and initiative, A.P.I. Inc evolved into APi Group in 1997. 
 
October 2019 brought an exciting change to APi Group.  The company was purchased by J2 Acquisition Limited 
(“J2”). The acquisition allowed Lee Anderson to retire knowing the company and employees were in good hands.  J2, 
a publicly traded, special-purpose acquisition company renamed itself APi Group Corporation after the partnership 
was announced.  In 2020, APi Group Corporation was listed on the New York Stock Exchange as APG.   
 
Today, APi Group is a market-leading business services provider of safety, specialty, and industrial services in over 
200 locations worldwide.  APi Group provides statutorily mandated and other contracted services to a strong base of 
long-standing customers across industries, primarily in North America.  Our enduring purpose is Building Great 
LeadersTM; we have a winning leadership culture driven by entrepreneurial business leaders to deliver innovative 
business services for our customers.  
 
Welcome to the APi Group family!  We look forward to sharing in your leadership journey.  
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WELCOME LETTER  
 
Dear Fellow Leader, 
 
Whether you are a new, returning, or current employee, we are excited to have you as a part of the APi Group 
family.  APi Group is a dynamic organization centered around our purpose of Building Great Leaders™. 
 
Each of us has the opportunity to enrich our culture by living our values. Our employees are our top priority and 
will forever be the key to our long-term success. 
 
Thank you in advance for your hard work and enthusiasm. It is meaningful. 
 
I look forward to greeting each of you in the future. 
 
Sincerely, 
 
Russ Becker 
President and CEO 
APi Group 
To learn more about our culture, visit www.apigroupinc.com 

 

http://www.apigroupinc.com/
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EMPLOYMENT POLICIES 
 
OPEN DOOR POLICY 
 

MP Technologies, LLC has an open door policy.  We welcome your ideas about how the Company may address 
problems, improve – and thrive.  You are encouraged to bring your suggestions or concerns about Company 
policies, procedures, or any workplace problems to your supervisor or any member of management with whom 
you feel comfortable.   
 
ETHICS POLICY 
 

The Company and APi Group define Business Ethics as a set of non-situational principles that guide acceptable 
behavior within our respective organizations. These nonnegotiable values include personal integrity, respect for 
laws/policies, fulfillment of commitments, and professional contributions to an environment that promotes trust 
and fairness. 

 
We are a value-based company. Whether you are new to the APi Group family or you are an existing team 
member, we are committed to fostering a culture where integrity and teamwork are valued and provide the 
foundation for all actions and decisions. We value and encourage open and honest communication where all of 
us understand the importance of demonstrating ethical behavior in all that we do.  

 
Violations of the Ethics Policy have the potential to negatively affect the entire team. At a minimum, such violations 
impinge upon our individual and collective integrity and reputation, regardless of whether or not we were directly 
involved. Additionally, there are numerous recent examples of companies that have dissolved due to violations of 
basic business ethical principles. The unethical acts of a few hurt everyone in those organizations. Therefore, it 
is important that each of us hold both ourselves and team members accountable for adhering to our ethical 
standards.  

 

Four-Point Strategy 

 
➢ APi Group maintains an employee intranet and MP Technologies, LLC maintains an Employee Handbook for 

the publication of policies applicable to our employees.  Employees are expected to comply with applicable 
Company policies, including those otherwise communicated by their supervisors as relevant to their 
role/department.  The Company provides the Handbook to each employee at the time of hire, and employees 
may request copies of the Handbook at any time thereafter, either in electronic or hard-copy form, as they 
may prefer. Employees may also review and print the Handbook from the Company intranet at 
webapps.mpech.biz.   

 
➢ APi Group and the Company provide training to designated employees concerning certain key policies, 

including but not limited to its Public Company Policies (Code of Conduct, Insider Trading Policy, Regulation 
FD Policy, and Employee Reporting Policy) which are incorporated by reference into this Handbook and 
available on the Legal & Compliance page of the APi Group intranet.  Employees may likewise review and 
print the Public Company Policies at any time, from the APi Group intranet or request copies in electronic or 
hard-copy form.  

 
➢ The Company encourages employees to bring forward any concerns regarding potential violations of API 

Group or Company policy.  Employees are encouraged to report such concerns to Human Resources or to 
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any member of management with whom the employee feels comfortable. Employees may also report their 
concerns via the APi Group Ethics Helpline, which offers the option to submit a report anonymously if 
preferred. The Helpline may be accessed: 

➢ By internet, at http://apigroup.ethicspoint.com 
➢ By telephone, at 1-844-950-1973 

 
➢ Each Company is supported by an Ethics Supervisor, who is identified on the APi Group intranet.  The Ethics 

Supervisor duties include, without limitation, (i) posting and communicating reminders to Company employees 
concerning the APi Group Ethics Helpline; (ii) reviewing and resolving reports of potential violations of policy 
submitted through the Ethics Helpline and otherwise, as assigned; (iii) providing training and resources to 
employees concerning key APi Group and Company policies; and (iv) serving as point of contact for company 
employees on matters related to APi Group and Company policies 

 

Business Courtesies 

 
APi Group and MP Technologies, LLC are committed to competing based upon our respective products and 
services. While you may accept an occasional meal, refreshment, entertainment, gift or similar business courtesy 
(“Business Courtesy”) that is shared with the individual who has offered to pay for such Business Courtesy, you 
must ensure that your actions comply with the law and APi Group policy and will not reflect negatively upon you, 
the company, or APi Group as a whole. 

 
You may not misuse your position at our Company for the purpose of obtaining Business Courtesies, and you 
must never ask for them; you may, however, accept unsolicited Business Courtesies that promote successful 
working relationships and good will with the firms with which your Company maintains or hopes to establish a 
business relationship.  Most Business Courtesies are offered to employees because of their positions at their 
company; as such, you should not feel any personal entitlement to accept or keep a Business Courtesy. 

 
By definition, a Business Courtesy is neither lavish nor excessive.  You may not entertain or be entertained for 
business purposes beyond usual and reasonable limits which are normal and appropriate for your business 
responsibility.  More specifically, 

 
➢ You may not give or receive anything that can be reasonably interpreted as a bribe, kick 

back, other illegal payment, or an attempt to gain an unfair business advantage. 
➢ A Business Courtesy never involves giving or receiving cash.  
➢ You may accept unsolicited gifts, other than money, that conform to the reasonable 

practices of the marketplace, including: 
 

➢ Flowers, fruit baskets and other modest presents that commemorate a special 
occasion. 

➢ Gifts of nominal value, such as calendars, pens, mugs, caps and t-shirts (or 
other novelty, advertising or promotional items). 
 

➢ You may not allow a transaction with a vendor, or others, to be structured or recorded 
in a way that is not consistent with normal business practice. 
 

As a member of the APi Group family, before you offer to or accept a Business Courtesy from an outside party, it 
is your responsibility to ensure that the Business Courtesy complies with APi Group policy and, additionally, to 
ask questions about the intended recipient’s ethics policies. It is your obligation to ascertain whether the 

http://apigroup.ethicspoint.com/
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circumstances violate that outside party’s own policies. In each case, ask yourself if you would feel uncomfortable 
discussing the Business Courtesy with your manager or co-worker or having the Business Courtesy known by the 
public; if the answer is yes, seek guidance from Company counsel before proceeding. 

 
Other than government contractors, for whom special rules apply, you may provide non-monetary gifts (i.e., 
company logo apparel or similar promotional items) to our clients (“Clients”). Further, your supervisor may approve 
the furnishing to others of occasional meals, refreshments, entertainment, gifts and similar Business Courtesies 
of reasonable value, provided that: 

 
➢ The practice does not violate any law, regulation or the standards of conduct of the 

recipient’s organization. 
➢ The Business Courtesy is consistent with industry practice, is infrequent in nature and 

is not lavish. 
➢ The Business Courtesy is properly reflected on the books and records of your Company 

and/or APi Group. 
 

APi Group Policy Prohibiting Bribery and Other Corrupt Practices 

 
The APi Group Policy Prohibiting Bribery & Other Corrupt Practices is incorporated by reference into this 

Handbook and available on the Legal & Compliance page of the APi Group intranet.  Employees may likewise 

request copies of this policy at any time, either in electronic or hard-copy form. 

As stated in this policy, APi Group and the Company are committed to comply with all applicable anti-bribery laws, 
including the Foreign Corrupt Practices Act and anti-bribery laws in the states and countries where it conducts 
business.  This means, in part, that the Company (and its subsidiaries, worldwide) and their respective directors, 
officers, employees and representatives, are prohibited from giving, offering, promising, or authorizing the giving 
of anything of value to a “Government Official” with the intent to obtain or retain any business or any other improper 
advantage. 

 
“Government Official” includes (i) officers and employees, regardless of rank, of local, state/provincial, or 
national/federal governments, political parties and candidates for political office, and government-owned or 
controlled entities, such as public institutes, standards bodies and state enterprises; (ii) officers and employees, 
regardless of rank and wherever located, of public international organizations, such as the United Nations or 
World Bank, and includes political parties, party officials, and candidates for public office outside the United States; 
and (iii) persons acting in an official capacity for a non-U.S. government (e.g., employees of a private company 
under a government contract). 

 
Failure to comply with anti-bribery laws and any applicable Company and APi Group policies may result in 
significant civil and criminal penalties for the Company and the individuals involved, and will subject such 
individuals to disciplinary action, up to and including termination. 

 

Confidentiality 

 
No Company policy or direction of management shall prohibit any employee from reporting possible violations of 
federal law or regulation to any government agency or entity, including but not limited to the U.S. Department of 
Justice, the Securities and Exchange Commission, the Congress, and any agency Inspector General, or making 
other disclosures that are protected under the whistleblower provisions of federal law or regulation.  Employees 
do not need to receive permission from or provide notice to the Company to make any such report or disclosure.   
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EQUAL EMPLOYMENT OPPORTUNITY POLICIES 

Policy Against Discrimination, Harassment & Other Offensive Conduct 

 

MP Technologies, LLC is an equal employment opportunity employer. MP Technologies, LLC is committed to a 
workplace free of discrimination and harassment on the basis of sex (including gender identity, sexual orientation, 
pregnancy, childbirth, lactation, related medical conditions, and marital status), race, color, religion, national origin, 
ancestry, citizenship status, disability, genetic information, age, military or veteran status, or other protected 
characteristics defined under applicable federal, state or local law.  In addition to being a violation of this policy, 
discrimination, harassment and retaliation based on any protected characteristic also is unlawful.   
 

Discrimination 

 
Discrimination under this policy generally means treating differently or denying or granting a benefit to an individual 
because of the individual’s protected characteristic.   
 
The Company complies with all applicable laws prohibiting discrimination in employment, including in recruitment, 
hiring, placement, promotion, transfer, training, benefits, employee activities, access to facilities and programs, 
and  in any decision affecting job status or pay.   
 

Harassment 

 
Harassment generally is defined in this policy as unwelcome verbal, visual or physical conduct that denigrates or 
shows hostility or aversion towards an individual because of any protected characteristic or which creates an 
intimidating, hostile or offensive working environment that interferes with work performance.  These behaviors are 
unacceptable in the workplace and in any work-related settings such as business trips and Company-sponsored 
social functions, regardless of whether the conduct is engaged in by a supervisor, co-worker, Client, vendor or 
other third party.    
 
Harassment can be verbal (including slurs, jokes, insults, epithets, gestures or teasing), visual (including offensive 
posters, symbols, cartoons, drawings, computer displays, text messages, social media posts or e-mails) or 
physical conduct (including physically threatening another, blocking someone’s way, etc.).  Such conduct violates 
this policy, even if it does not rise to the level of a violation of applicable federal, state, or local laws and 
ordinances.  Because it is difficult to define unlawful harassment, employees are expected to behave at all times 
in a manner consistent with the intended purpose of this policy. 
 

Sexual Harassment  

 
Sexual harassment can include all of the above actions, as well as other unwelcome conduct, such as unwelcome 
or unsolicited sexual advances, requests for sexual favors, conversations regarding sexual activities and sexually 
motivated physical contact or other verbal, visual or physical conduct or communication of a sexual nature when: 
 

➢ Submission to that conduct or those advances or requests is made either explicitly 
or implicitly a term or condition of an individual’s employment; 

➢ Submission to or rejection of that conduct or advances or requests by an individual 
is used as the basis for employment decisions affecting that individual; or 
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➢ The conduct or advances or requests have the purpose or effect of unreasonably 
interfering with an individual’s work performance or creating an intimidating, hostile, 
or offensive working environment.  

 
Here are some examples of conduct that violates this policy: 
 

➢ Use of offensive or demeaning terms that have a sexual connotation. 
➢ Objectionable physical closeness, behavior, actions, or contact. 
➢ Unwelcome suggestions regarding, or invitations to, social engagements or work-

related social events. 
➢ Any indication, express or implied, that an employee’s job security, job 

assignment, conditions of employment, or opportunities for advancement may 
depend on the granting of sexual favors.  

➢ Any action relating to an employee’s job status, which is in fact affected by 
consideration of the granting or refusal of social or sexual favors. 

➢ Deliberate or careless creation of an atmosphere of sexual harassment or 
intimidation. 

➢ Deliberate or careless jokes or remarks of a sexual nature 
➢ Showing or sending materials that have a sexual content or are of a sexual nature 

(such as cartoons, articles, pictures, etc.), either by e-mail, interoffice mail, Internet 
or otherwise. 

 
This list of examples is not exhaustive. The Company reserves the right to determine whether particular conduct 
violates this policy. All employees are expected to treat their co-workers, supervisors, Clients, and others they 
come into contact in connection with their work in a manner that is compliant with this policy. 
 
It is important to note that sexual harassment does not have to include conduct of a sexual nature to violate this 
policy. For example, abusive, offensive or demeaning behavior that is directed to members of one gender only 
may violate this policy. This is the case even if the conduct was not motivated by sexual desire or gratification.  
 

Other Offensive Conduct 

We are also committed to providing a workplace free of offensive conduct, irrespective of whether such conduct 

satisfies the definition of discrimination or harassment. 

REASONABLE ACCOMMODATION 

Accommodation of Disability 

 
In accordance with applicable federal, state and local law, MP Technologies, LLC will provide reasonable 
accommodation to known physical or mental limitations of a qualified employee with a disability, without regard to 
any protected classifications, unless the accommodation would impose an undue hardship on the Company. 
Depending on the circumstances, reasonable accommodation may be time away from work, modification or 
adjustment to a job, the work environment, or the way things usually are done that enables an employee with a 
disability to perform the essential functions of a job, and to enjoy equal benefits and privileges of employment. 
 
Any employee who would like to request a reasonable accommodation of disability should contact Human 
Resources.  Human Resources may request a healthcare provider’s statement regarding the requested 
accommodation. 
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Accommodation of Religion 

 
Additionally, we respect the sincerely held religious beliefs and practices of all employees and will provide a 
reasonable accommodation where those sincerely held religious beliefs or practices conflict with an employee’s 
job duties, unless the accommodation would impose an undue hardship on the operation of our business.   
 
Any employee who would like to request a reasonable accommodation of religion should contact Human 
Resources.   
 

POLICY AGAINST RETALIATION 

Company also prohibits retaliation against employees. For the purposes of this policy, retaliation means taking a 
“materially adverse action” against an employee because the employee engaged in protected activity by, for 
example: 
 

➢ Opposing what the employee in good faith believed to be discriminatory practice 
of the Company or its employees; 

➢ Participating in a proceeding as a claimant or witness, where the purpose of the 
proceeding was to review complaints of discriminatory conduct on the part of the 
Company or its employees; 

➢ Exercising the employee’s legal rights, such as filing a complaint of discrimination, 
a claim for workers’ compensation benefits, or similar conduct; or 

➢ Fulfilling a legal duty, such as testifying in court because the employee was 
subpoenaed, serving on jury duty, reporting suspected abuse, or fulfilling military 
obligations. 
 

Taking “materially adverse action” means taking actions that would discourage a reasonable worker from opposing 
the practice, participating in the proceeding, or otherwise taking part in the activities given as examples above. This 
might include actions such as refusing to hire or rehire, disciplining or discharging, refusing to promote, or demoting. 
 

EMPLOYEE MISCONDUCT 

Each Employee is important to the success at MP Technologies, LLC. We have some basic expectations of you 
as an employee. We expect employees to: 

1. Be prompt and regular in attendance. 
2. Treat co-workers with respect and courtesy. 
3. Work safely. 
4. Work efficiently. 
5. Follow Company rules and procedures. 
6. Follow the instructions of your Supervisor. 
7. Abstain from horseplay and/or abusive language or behavior. 

 
Professional conduct is essential in your employment with your Company. We expect you to follow the rules of 
conduct that protect the interests and safety of individual employees and the company as a whole. While it is not 
possible to list all the forms of behavior that are considered unacceptable, the following is a list of the types of 
infractions of Company policies that may result in disciplinary action, up to and including termination of 
employment: 
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➢ Violation of APi Group or Company policy, including but not limited to: 

 
➢ Conduct that is discriminatory, harassing, retaliatory, or otherwise abusive in nature 

toward another employee or others with whom you interact in the course of your 
employment, 

➢ Insubordination/Failure to follow lawful work assignment or direction, 
➢ Maliciously or negligently damaging or destroying Company or Client property, 
➢ Sleeping while on duty, 
➢ Theft, 
➢ Falsification of Company or APi Group records, 
➢ Acquiring or seeking to acquire or use a competitor’s trade secrets or other 

proprietary or confidential information, or 
➢ Engaging in unauthorized use, copying, distribution or alteration of software or 

other intellectual property that does not belong to your Company or APi Group 
➢ Excessive absenteeism not otherwise excused by applicable law 
➢ Unsatisfactory work performance 
➢ Use of obscene, profane or abusive language or gestures while on Company property, client property 

or in front of customers or clients 
➢ Violence while on duty 
➢ Reporting to work intoxicated or under the influence of alcohol or drugs or the illegal manufacture, 

possession, use, sale, distribution or transportation of drugs 
➢ Bringing or using alcoholic beverages on Company property or consuming alcoholic beverages while 

engaged in Company business off Company premises, except where authorized 
➢ Leaving your assigned area while “on the clock” without permission from a manager/supervisor 
➢ Changing a schedule or trading hours with another employee without the approval of a 

manager/supervisor 
➢ Unauthorized possession of firearms or weapons on Company premises or vehicles or while on 

Company business 
➢ Failing to disclose previous employer’s non-compete agreement with Company or violating 

Company’s non-compete or confidential information policy 
➢ Failing to maintain the confidentiality of Company, customer, or Client proprietary information 
➢ Failure to follow all payroll procedures including “punching-in or writing-in” time on a any time sheet, 

time card, or time record 
➢ Job abandonment – if an employee doesn’t show up for assigned work for three days, call in sick, or 

okay a replacement with a supervisor, the employee will be considered to have voluntarily quit their 
employment with MP Technologies, LLC 

 

EMPLOYEE CONCERNS & RESOLUTION 

Coming Forward 

 
If you feel that you are being subjected to conduct in violation of Company policy – including but not limited to 
sexual harassment, other harassment, discrimination, or retaliation – you have the right to ask that the offending 
person stop the conduct immediately, if you feel comfortable doing so.  

 
Additionally, each employee is expected and encouraged to promptly report any suspected sexual harassment, 
other harassment, discrimination,  retaliation, or any other violation of Company policy.   
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The Company asks that you promptly report such conduct to Human Resources; however, you may bring your 
complaint to any member of management with whom you feel comfortable.  Alternatively, if you prefer, you make 
a report through the APi Group Ethics Helpline, which may be accessed as follows: 

 
➢ By internet, at http://apigroup.ethicspoint.com 
➢ By telephone, at 1-844-950-1973 

 
A reporting employee should feel free to contact the individual or helpline (as applicable) for a status update if he 
or she has not received an initial response within five (5) business days. 
 
Every supervisor who learns of any employee’s concern about conduct in violation of the Equal Employment 
Opportunity Policies or other Company policy, whether in a formal complaint or informally, or who otherwise is 
aware of conduct in violation of this policy must immediately report the issues raised or conduct to senior 
management or to Human Resources.  
 

Review & Resolution  

 

Upon receiving a complaint of a potential violation of the Equal Employment Opportunity policies or other 
Company policy, MP Technologies, LLC will promptly conduct a fair and thorough review of the facts and 
circumstances.  To the extent permissible by law, the Company will maintain the confidentiality of the matter.  
However, any reporting employee should understand that a fair and thorough review typically requires that the 
Company share the alleged facts with the subject(s) of the complaint and relevant witness(es), in order that they 
have a reasonable opportunity to respond.  All employees are expected to cooperate fully with any review process.  

 
During the review process, MP Technologies, LLC will typically interview the complainant and the subject(s) of 
the complaint, conduct further witness interviews as necessary, and review any relevant documents or other 
information.  If the review of a complaint substantiates that a violation of Company policy has occurred, 
appropriate disciplinary action will be taken, up to and including termination of employment. Action may be taken 
against the individual(s) who took action in violation of policy, as well as against supervisors who fail to report 
such violations or knowingly allow prohibited conduct to continue. Individuals who engage in conduct that rises to 
the level of a violation of law can be held personally liable for such conduct. 

 
The Company will inform the complainant whether the review resulted in a finding of a violation of policy, but will 
not disclose specific disciplinary action taken, if applicable.   
 

PROPRIETARY INFORMATION & INTELLECTUAL PROPERTY 

Nondisclosure of Proprietary Information  

 
The Company seeks to ensure that proprietary and confidential information concerning its operations, activities, 
and business affairs, as well as those of its Clients (collectively, “Proprietary Information”) are kept confidential 
to the greatest extent possible.  
 
“Proprietary Information” means any information or compilation of information related to the Company which is 
not generally known to, and readily ascertainable by proper means by, other individuals or entities. Examples of 

http://apigroup.ethicspoint.com/
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Proprietary Information, not to be disclosed or used except as permitted by the Company, include, but are not 
limited to: 

 
➢ Information concerning the Company’s and the Company’s Clients’ operations, products, 

technology, designs, drawings, patents, ideas, procedures, practices, finances, 
accounting, and legal matters; 

➢ Information concerning the Company’s sales, marketing, service, bidding, leasing, pricing 
and cost activities and strategies, and strategic business planning activities; 

➢ Information concerning the Company’s past, present or potential Clients and their 
employees and/or representatives, including the names, addresses and telephone 
numbers of Clients; the Clients’ financial, medical and personal information; the identity of 
the individuals responsible for purchasing services on behalf of Clients; the needs and 
buying tendencies of Clients; contract negotiations between the Company and Clients; the 
contents of contracts and agreements between the Company and Clients; and identity, 
quantity, and price of products or services purchased from the Company by Clients; 

➢ Vendor and supplier information including the names, addresses, email addresses and 
telephone numbers of the Company’s vendors and suppliers; information regarding the 
Company’s relationship with its vendors and suppliers; the contents of contracts and 
agreements between the Company and its vendors and suppliers; financial information 
concerning its vendors and suppliers; and identity, quantity and prices of products 
purchased by Company from its vendors and suppliers; 

➢ Anything marked or stamped “confidential” and/or similar marking; and, 
➢ Any information that the Company is required by law or contract to be kept confidential. 
 

If you obtain this type of information as part of your employment, you are expected to keep it confidential and 
not release it to persons outside the Company. Such information is not to be disclosed to any competitor, Client 
or supplier of the Company or to any other person for any purpose without the proper written consent of the 
Company. It is only to be used in connection with your duties for the Company and not for purposes of competing 
with the Company or soliciting the Company’s Clients or potential Clients. You are  responsible to help prevent 
disclosure of Proprietary Information to others. Release of such information to person(s) within the Company is 
also prohibited, except where such person(s) have a need to know the information in order to conduct their job 
duties. Information considered to be confidential under this policy includes Client lists and other information 
concerning our Clients, bid amounts, marketing strategies, research and development strategies and pending 
projects and proposals. You should be particularly vigilant when making presentations or proposals to Clients to 
ensure that such presentations do not contain Proprietary Information. 

 
Each employee’s obligation to maintain the confidentiality of, and not wrongfully use, Proprietary Information is 
unconditional and shall survive the termination of the employment relationship by two years.   

 
Please be aware that under the federal Defend Trade Secrets Act of 2016, an employee shall not be held criminally 
or civilly liable under any federal or state trade secret law for the disclosure of a trade secret that: (a) is made (i) 
in confidence to a federal, state or local government official, either directly or indirectly, or to an attorney; and (ii) 
solely for the purpose of reporting or investigating a suspected violation of law; or (b) is made to the employee’s 
attorney in relation to a lawsuit for retaliation against the employee for reporting a suspected violation of law; or 
(c) is made in a complaint or other document filed in a lawsuit or other proceeding, if such filing is made under 
seal. 
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Inquiries from Media and Other Outside Parties 

 
Because of the confidential nature of APi Group and Company Proprietary Information, and the legitimate business 
need to provide a consistent message to the public, APi Group and the Company have authorized only certain 
individuals to speak on behalf of these entities. If you are contacted by the media or other outside party seeking 
comment on behalf of APi Group or the Company, you must notify your Company President or Vice President 
immediately. We recommend that you respond to such media request as follows, “I am sorry, but I am not 
authorized to provide statements on behalf of the Company. All requests for statements on behalf of the 
Company should be directed to our designated spokesperson.” Only APi Group’s CEO, CFO, and Creative 
Director, and others as authorized under your Company’s crisis management plan, may speak on behalf of APi 
Group, Company and/or its related entities. 
 

Work Product & Other Company Property 

 

All employee work product created by you in the course and scope of your employment is intellectual property 
belonging to the Company and may not be copied or otherwise utilized for non-work purposes. This includes all work 
product in any form or medium (handwritten, electronic, or otherwise), Company forms, policies, programs, safety 
programs, computer software, computer data files and all other intellectual property created, modified or 
developed by you for the Company.  All Company property is for the use of Company business and shall not be 
taken from the Company premises without the approval of your supervisor. 
 
The Company may at any time request the return of its property of any nature in an employee’s possession 
including, without limitation, electronic or mechanical data storage devices and all Proprietary Information and 
software maintained on such devices.   
 
All such work product shall remain with the Company in the event of your termination and no copies or other 
reproductions are allowed to be taken from the Company. 
 

Copyright, Trademarks & Patents 

 

For the Company’s protection as well as your own, it is critical that you show proper respect for the laws governing 
copyright, trademarks, patents, and other intellectual property owned by others, including the Company’s own 
intellectual property and brands. 
 

PROFESSIONAL DEVELOPMENT 

Performance Reviews 

 

The main reasons for performance reviews at MP Technologies, LLC are to promote open communications 
between employees and supervisors and to improve individual, team, and company performance. Your 
performance will be reviewed from time to time, verbally and/or in writing, formally or informally. Performance 
reviews are prepared by the immediate supervisor and provide information to you about your job performance 
based on your job description and Company policies. The performance review process will be conducted once a 
year on or close to your anniversary date. The primary reason for performance reviews is to identify your strengths 
and opportunities for improvement. The performance review process will help to reinforce your good habits and 
recommend ways for you to improve. This review also serves to make you aware of and to document how your 
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job performance compares to the goals and description of your job. Areas for training and development may also 
be discussed. You are encouraged to contribute your own comments and suggestions during the review. 

Salary increases and promotions are based on the Company’s view of individual performance in such areas as: 
qualify of work, productivity, initiative, teamwork, job knowledge/skills, safety, attendance and punctuality. Your 
performance effects decisions on salary increases and promotions. Salary or performance reviews are not a 
guarantee of a pay increase. Salary increases are provided solely within the discretion of Company. 

 

Career Opportunities 

 

Wherever possible, employees within the Company who meet specific qualifications will be considered for job 
openings before and/or in addition to outside candidates. Career opportunities generally are posted on the 
Company website. In all cases, however, MP Technologies, LLC reserves the right not to post an open position 
and to hire the most qualified candidate, whether internal or external. Qualified employees who wish to be 
considered for a job opening must notify their current supervisor of their intention to apply for an internal job 
posting. An internal applicant’s supervisor will be contacted to verify performance, skills, and attendance. 
 

EMPLOYEE CLASSIFICATIONS 

Various methods are used to classify employees. Some methods define employee status in terms set by law. Other 
methods classify employees according to title and job description. 
 

Exempt & Non-Exempt 

 
All employees are considered either “exempt” or “non-exempt.” These broad categories are defined and governed 
by state and federal wage and hour laws.  
 
Employees in both groups can be further classified by their work schedules, i.e., either full-time, part-time, 
temporary, seasonal or casual employee. However, there is no guarantee of employment for any specific period 
of time.  
 

Part Time & Full Time 

 

Full-time Employee – An employee who is hired or promoted into a position to work MP Technologies, LLC’s 
normal, full-time work schedule of a minimum of 30 hours per week on a regular basis.  

Part-time Employee – An employee who is hired to work less than 30 hours per week on a regular basis. Part-
time status can be changed to full-time status only in writing when approved by employee’s supervisor and 
signed by the employee and the employee’s supervisor. If you are classified as part-time, but regularly work 40 
hours, a reclassification will be made.  
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ATTENDANCE & TIME AWAY FROM WORK 

Payday & Workweek 

Your payroll check covering the previous pay period will be distributed weekly on Thursday electronically. The 
Company offers direct deposit, or Company supplied Rapid Pay Card as payment options. Check stubs are able 
to be obtained and are viewable online. 

For payroll purposes, the workweek begins on Sunday at 12:00 a.m. and ends at 11:59 PM on the following 
Saturday. The normal workweek consists of 40 hours during a consecutive five-day period. The normal work shift 
will be eight hours. The Company will notify you in advance as to starting and quitting times for your particular job. 

Changes to an employee’s direct deposit account are to be made by the employee using UltiPro, the Company’s 
employee service system. If you should lose your Rapid Pay Card, report the loss to Rapid Pay or to Human 
Resource. Once notification is made, a stop payment will be put on the card, and you will receive a replacement 
card as soon as possible. If the MP Technologies, LLC stop payment is not effective, employee shall promptly 
reimburse MP Technologies, LLC for the funds advanced to the employee. The employee is liable for the card 
and transferring balance by contacting Rapid Pay. 

Duplicate pay may be provided only once to an employee under this policy. 

Non-exempt Employees 

Work Schedule 

 
Your supervisor will set your work schedule and break schedule and will inform you of which breaks are paid 
versus unpaid, in compliance with state law and contract as applicable. These schedules may change from time 
to time, based upon business needs and your location.  
 

Breaks and Meal Periods 

 

MP Technologies, LLC administers breaks and meal periods in compliance with applicable federal and state 
regulations. Breaks are intended to provide a period of relaxation from work in order to reduce fatigue and increase 
productivity.  It is your responsibility not to exceed the allotted break time.   

Contact your supervisor or Human Resources with any questions on breaks or lunch periods for your department 
and location. 

All employees working an eight (8)-hour day or more are permitted one paid 15-minute rest break for each four 
(4)-hour work period. Breaks may be used as the employee chooses, except you must comply with MP 
Technologies, LLC Company policies. Breaks may not be broken up into “mini-breaks”, you must take the full 15 
minutes. Rest breaks will be scheduled at the employee’s discretion during each four (4)-hour work period. 
Employees are required to stay on company-premises during paid rest breaks, unless otherwise required by 
applicable law. Once the rest break has been taken, another break is not available until after the meal break. 
Breaks will not be permitted at either the beginning or end of the workday to offset arrival and departure times. 
MP Technologies follows the OSHA guidelines for additional rest breaks for employees working in warmer 
climates. 

Employees are not allowed to combine the two rest breaks into one break, to use meal or break periods to make 
up missed time, to vary their regular workday hours (i.e., to skip meal periods and/or breaks and leave early), to 
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add the breaks to their meal period, or to carry them over from one day to the next. Any change in work schedule 
must be approved in advance by your supervisor. 

Due to the nature of our business, in order to provide adequate coverage for all positions, schedules for taking a 
meal break may vary from employee to employee based on work schedule and from one department to another 
as well as by state. Therefore, the schedule for break periods will be assigned by your supervisor for your location. 

All employees working a full shift must take a 30-minute meal break. This is not an optional break, you must take 
a meal period break. Employees must “punch in and out” for meal breaks. If you do not receive a meal break or 
you are called back to work during your break, you must tell your supervisor that you missed your meal break. 
Meal breaks do not count toward hours worked for overtime calculation. Meal breaks may not be stacked with 
rest breaks. 

You may leave the property or take the meal break in the designated employee break area for your location. 
Smoking is only allowed in the designated areas while on break. 

Employees not abiding by the rest and meal break policy will be subject to disciplinary action up to and including 
termination. 

 

Lactation Breaks  

 
MP Technologies, LLC will provide a reasonable amount of break time to accommodate an employee desiring to 
express breast milk for the employee’s child, in accordance with applicable law. If possible and permitted by 
applicable law, lactation break time must run concurrently with rest and meal periods already provided to the 
employee.  Break time that cannot run concurrently with rest and meal periods already provided to the employee 
may be unpaid, where permissible by law.   
 
The Company will make reasonable efforts to provide an employee with use of a room or location in close proximity 
to the employee’s work area, other than a bathroom, for the employee to express milk in private.  This room or 
location may be the employee’s private office, if applicable.  
  
Unless otherwise required by applicable law, the Company may not be able to provide additional break time if 
doing so would seriously disrupt business operations.  
 
If an employee wishes to express breast milk for the employee’s child at work, the employee should contact 
Human Resources to discuss a location and break schedule for doing so. 
 

Personal Business & Communications 

 
Personal business, including outside appointments, must be avoided if possible during scheduled working time. 
Except in the case of unforeseen and unavoidable circumstances, any time off for appointments or other personal 
matters during scheduled hours must be approved in advance by your supervisor. 
 
MP Technologies, LLC recognizes that there may be times when an employee needs to make personal calls 
during working hours. It is requested that these calls be made over the meal period or authorized breaks, 
whenever possible. Personal calls during working time must be kept to a minimum. This includes phone calls 
made on both the Company’s phone equipment and personal cell phones and includes texting. Depending on the 
circumstances, employees may be prohibited from using their cell phone while working. 
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Reporting Time Worked  

 
Employees who are paid by the hour and are covered by the wage and hour laws dealing with overtime and 
recordkeeping, must complete a report of time worked daily.  
 
This report of time worked is the basis for the Payroll Department's determination of the amount of pay to which 
an employee is entitled. The time report must, therefore, accurately reflect the actual hours you worked and must 
be validated by you and your supervisor. Your supervisor will review and approve the time record before submitting 
to Payroll.  All entries on the daily time report are to be in ink or otherwise recorded in a permanent manner. Any 
corrections to a time report must be noted and signed by both you and your supervisor. Employees may not make 
entries on another employee’s time sheet. 
 
Non-Exempt/Hourly employees should accurately record the time they begin and end their work, as well as the 
beginning and ending time of each meal period. They should also record the beginning and ending time of any 
split shift or departure from work for personal reasons. Overtime work must always be approved before it is 
performed. Altering, falsifying, tampering with time records, or recording time on another employee’s time record 
may result in disciplinary action, up to and including termination of employment. 

Non-Exempt/Hourly employees may not work before your scheduled starting time or after your scheduled quitting 
time, unless approved by your supervisor, in writing, on your time card. Non-Exempt/Hourly employees who are 
called into work at times other than their regularly scheduled work hours will be paid a minimum of two (2) hours 
Call-In Pay. If the time worked exceeds two (2) hours, the employee will be paid for all hours actually worked. 

Our Company policy is to pay employees for all time worked under applicable law. We specifically prohibit 
employees from working “off the clock.” This means performing work without recording or reporting to the 
Company as  time worked. Any employee who has questions about the time they should be paid for, or is asked 
to work “off the clock”, should contact Human Resources for assistance. 
 

Absenteeism\Lateness  

Prompt and regular attendance and punctuality of all employees is essential to the efficient operation of MP 
Technologies, LLC. We work as a team and this requires that each person be in the right place at the right time. 
Timely attendance is therefore a mandatory function for all employees. Absence, being late or leaving early 
causes a hardship on the work team. 

Your work schedule has been developed to provide the coverage necessary for superior customer service. To 
provide the quality of service MP Technologies, LLC’s customers have come to expect, we count on you to be 
ready to start work at your appointed time, which means being at your designated work area at the scheduled 
starting time, and to work your entire scheduled shift. 

In the event of a sickness or other emergency, you are required to report your absence or late arrival to your 
supervisor within one-hour after your normal start time. Failure to report your absence may result in disciplinary 
action up to and including termination of employment. 

When notifying your supervisor of your absence or late arrival please try all available numbers. If you are unable 
to contact your supervisor, leave a message and call the area manager in charge of your crews. If you are unable 
to speak with your supervisor, area manager or Human Resources directly, a voicemail message may be left with 
the following information: employee name, reason for the absence, expected date of return and a phone number 
in the event it is necessary for Company to contact the employee for a work-related issue. Initial contact via text, 
voicemail, or e-mail message is not a preferred method of notifying your supervisor, but in all cases, you must 
contact your supervisor directly as soon as possible. 
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Three (3) tardies (including returning late to work after scheduled breaks) or two (2) unexcused absences in a one 

(1) year period are considered to be excessive and employees can be subject to disciplinary action, up to and 

including, termination of employment.  

Any unauthorized absence of three (3) consecutive work shifts without notifying MP Technologies, LLC, will 
constitute job abandonment and the employee will be considered to have resigned at the end of the second day. 

In evaluating employee attendance and otherwise administering this policy, the Company does not consider 
absences/tardiness/early departures that are protected by applicable federal, state, or local law for disciplinary 
purposes. 
 

Severe Weather Closings 

 
MP Technologies, LLC management may make a determination to announce a Company closing in emergency 
situations or in situations where severe weather conditions pose an extreme hazard to employees traveling to 
and/or from work. 

In a situation where the news media has announced an alert to potential emergency closing conditions or 
severe weather conditions but MP Technologies, LLC has not announced that it will be closing, an employee 
may obtain approval from their supervisor to leave work early to go home. Any hours taken off for this reason 
will be unpaid. 

If a non-exempt employee is not able to work from home when his or her work site is closed, except as otherwise 
required by law any time not worked will not be paid, or employee may use available Paid Time Off (PTO).  
 

Overtime 

 
Overtime hours may be requested during heavy work periods. Non-exempt employees will be paid one and one-
half (1.5) times their regular hourly rate for all actual time worked in excess of 40 hours each work week.  
Applicable state law, contract, or company policy may provide for additional overtime pay. Time paid but not 
worked (e.g., PTO, sick leave, and holiday pay) will not be counted as “hours worked” for purposes of computing 
overtime.  
 
All overtime hours must be approved, in advance, by your supervisor. Working unauthorized overtime may result 
in disciplinary action up to and including termination of employment. If security clearance is necessary, contact 
your supervisor for appropriate procedures. 
 
MP Technologies, LLC designates the “workweek”, which is the seven-day period of time used for purposes of 
calculating overtime pay.  
 

Exempt Employees 

Salary Based Compensation 

 
If you are an exempt employee, your salary is intended to compensate you for the time required to perform the 
duties of your role, with the understanding that you will receive no additional compensation for work in excess of 
forty (40) hours per week.  While an exempt employee’s salary may be subject to review and modification from 
time to time (such as in connection with an annual performance evaluation), the salary is otherwise a 
predetermined amount that is not subject to deductions for variations in the quantity or quality of work. 
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Exempt employees may at times be required to fill out time cards for specific business reason(s), such as job cost 
accounting. This does not mean that they will be paid on an hourly rather than salary basis. 
 

Deductions from Salary 

 
Under federal and state law, exempt salaried employees’ salaries are subject to certain deductions.  For example, 
absent contrary state law requirements, exempt salaried employees’ salaries are subject to reduction for the 
following reasons: 

 
➢ Full day absences for personal reasons;  
➢ Full day absences for sickness or disability;  
➢ Full day disciplinary suspensions for infractions of our written policies and 

procedures; 
➢ Family and Medical Leave absences (either full or partial day absences);  
➢ To offset amounts received as payment for jury and witness fees or military pay; or 
➢ The first or last week of employment in the event of less than a full week worked.  

 
Exempt salaried employees’ salaries are also subject to reduction for their portion of health, dental, or life 
insurance premiums; state, federal, or local taxes; social security; or voluntary contributions to a 401(k) or pension 
plan.   
 
In any workweek in which exempt salaried employees perform any work, their salary is not subject to reduction 
for any of the following reasons: 

 
➢ Partial day absences for personal reasons, sickness, or disability;  
➢ Absence due to the Company’s decision to close a facility on a scheduled work day; 
➢ Absences for jury duty, attendance as a witness, or military leave in any week in 

which any work is performed; or 
➢ Any other reasons prohibited by state or federal law.  

 
However, subject to state law, it is not an improper deduction to reduce exempt salaried employees’ accrued 
vacation, personal, or other forms of paid time off banks for full or partial day absences for personal reasons, 
sickness, or disability.  
 
Any salaried employee who believes that an improper deduction has been made to his or her salary should submit 
a written notice to Human Resources.  The employee should provide as much detail as possible regarding the 
nature of the deduction made and why the employee believes the deduction was improper. The Company will 
evaluate the request promptly.  If it is determined that an improper deduction has been taken, the Company will 
make reimbursement to the affected exempt employee. In addition, the Company will not allow any form of 
retaliation against individuals who report alleged violations of this policy or who cooperate in the Company’s review 
of such reports.  Retaliation is unacceptable, and any form of retaliation in violation of this policy may result in 
disciplinary action, up to and including discharge. 
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LEAVES OF ABSENCE 

MP Technologies, LLC is committed to compliance with all laws under which employees may be eligible for 
leave(s) of absence. To inquire about eligibility for federal, state or other leaves of absence, contact Human 
Resources.   

 

Family & Medical Leave Policy 

 
MP Technologies, LLC also provides leave under the federal Family and Medical Leave Act (“FMLA”) insofar as 
required by law.  

 

Eligibility  

 
You are eligible for FMLA leave if: 
 

1. On the date you request FMLA leave, the Company employs 50 or more employees 
within 75 miles of your worksite, and 

2. On the date your FMLA leave would start you have both: 
a. been employed by the Company for at least 12 months; and 
b. worked at least 1,250 hours for the Company during the previous 12 months* 
 

*Special hours of service eligibility requirements apply to airline flight crew employees. 
 

Qualifying Family, Medical and/or Other Reasons  

 
If you are eligible for FMLA leave, then you may take a leave of absence for any of the following reasons in the 12-
month period measured forward from the date your last FMLA leave begins: 

 
➢ Up to a total of 12 work weeks for incapacity due to pregnancy, prenatal medical care 

or childbirth; 
➢ Up to a total of 12 work weeks because of the birth of your child or the placement of 

a child with you for adoption or foster care; 
➢ Up to a total of 12 work weeks in order to care for your spouse, child, or parent who 

has a serious health condition, which must be taken within one (1) year of the child’s 
birth or placement; 

➢ Up to a total of 12 work weeks because of a serious health condition that makes you 
unable to perform one or more of the essential functions of your position; 

➢ Up to a total of 12 work weeks for “any qualifying exigency” (as defined by the 
Secretary of Labor) arising out of the fact that the spouse, or a son, daughter, or 
parent (but not in-law) of the employee is on covered active duty or called to covered 
active duty status (or has been notified of an impending call or order to covered 
active duty) in the Reserve component of the Armed Forces for deployment to a 
foreign country in support of a contingency operation or Regular Armed Forces for 
deployment to a foreign country. Qualifying exigencies may include attending 
certain military events, arranging for alternative childcare, providing parental care 
for a military member’s parent who is incapable of self-care, addressing certain 
financial and legal arrangements, attending certain counseling sessions, attending 
post-deployment reintegration briefings, or leave for other activities arising out of 
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the service member’s covered active duty and agreed upon by the Company and 
the employee; or 

➢ Up to 15 days of qualifying exigency leave for a period of rest and recuperation for 
the service member; or 

➢ Up to 7 days of qualifying exigency leave due to short-notice deployment; or 
➢ Up to a total of 26 work weeks to care for a covered service member during a single 

12-month period (one time basis only). A covered service member is your spouse, 
parent (but not in-law) or child who is 1) a current member of the Armed Forces, 
including a member of the National Guard or Reserves, who is undergoing medical 
treatment, recuperation or therapy, is otherwise in outpatient status; or is otherwise 
on the temporary disability retired list for a serious injury or illness*; or 2) a veteran 
who was discharged or released from military services under conditions other than 
dishonorable at any time during the five-year period prior to the first date the eligible 
employee takes FMLA leave to care for the covered veteran, and who is undergoing 
medical treatment, recuperation or therapy for a serious injury or illness. The “next of 
kin” of a covered service member is also eligible for this FMLA leave. 

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

 
While a total of 26 weeks of leave may be allowed to care for a covered service member, please keep in mind 
that leave to care for the ill or injured service member and leave for any of the other reasons discussed in this 
policy cannot exceed a total of 26 weeks in a single 12-month period. Similarly, only a total of 12 weeks of leave 
may be used for any one or combination of the other reasons for leave. 

 

FMLA Leave for Birth or Placement of a Child  

 
Your FMLA parenting leave will be unpaid except that you must use accrued PTO and/or sick time during your 
parenting leave to the maximum extent permitted by applicable law. The substitution of paid time for unpaid FMLA 
leave time does not extent the length of FMLA leaves and the paid time will run concurrently with an employee’s 
FMLA entitlement. If you are ill or disabled, you may be able to use your accrued sick leave and/or FMLA serious 
health condition leave before your parenting leave. (In that case, your supervisor or leave administrator will 
discuss with you how much parenting leave time you will have available.) 
 
You must receive prior approval from the Company to take parenting leave on an intermittent or reduced leave 
schedule. If the Company grants your request for leave on an intermittent or reduced leave schedule, the 
Company may temporarily transfer you to an alternate position with equivalent pay and benefits. 
 
If your need for parenting leave is foreseeable based on an expected birth or placement, you must fill out an 
Application for FMLA Leave within 30 days of the date you intend to start your leave, or as soon as is practicable. 
 

FMLA Leave for Your Own Serious Health Condition or that of Your Parent, Spouse or Child   

 
A serious health condition is an illness, injury, impairment, or physical or mental condition that involves either an 
overnight stay in a medical care facility, or continuing treatment by a health care provider for a condition that either 
prevents the employee from performing the functions of the employee’s job, or prevents the qualified family 
member from participating in school or other daily activities. 
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Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of more 
than three (3) consecutive calendar days combined with at least two visits within thirty (30) days of the first day 
of incapacity to a health care provider, or one visit and a regimen of continuing treatment, or incapacity due to 
pregnancy, or incapacity due to a chronic condition. Other conditions may meet the definition of continuing 
treatment. The definition of “serious health condition” for purposes of FMLA eligibility will be determined by 
applicable law. 
 

General Requirements for Serious Health Condition FMLA & Injured Service Member FMLA Leave  

 
Employees must provide 30 days’ advance notice of the need to take FMLA leave when the need is foreseeable. 
When 30 days of notice is not possible, the employee must provide notice as soon as practicable and generally 
must comply with the Company’s call-in procedures for absences. 
 
Employees may be required to provide a completed Certification of Health Care Provider form. Employees who 
fail to return a requested certification within 15 days, absent circumstances beyond their control, may jeopardize 
their rights and benefits under the Family and Medical Leave Act, and they may be subject to discipline, up to or 
including discharge, for being absent without being on approved leave. 
 
If the health care provider certifies that it is medically necessary, you may take serious health condition FMLA 
leave and/or injured service member FMLA leave on an intermittent or reduced leave schedule. 
 
Your serious health condition FMLA leave and/or injured service member FMLA leave will be unpaid unless you 
have available and elect to use accrued PTO at the same time as you use the leave. If applicable, you should refer 
to the Company’s separate Short-Term Disability policy for information regarding the availability of short-term 
disability benefits during your own serious health condition leave. If you qualify for workers’ compensation benefits 
or short-term disability benefits during a serious health condition FMLA leave, your FMLA leave will run concurrently 
with your receipt of any such benefits. If you are receiving workers’ compensation or short-term disability benefits, 
you will not be required to also use accrued sick leave and/or vacation (or PTO) at the same time you are receiving 
other benefit payments. However, accrued sick leave and/or vacation (or PTO) can be used upon agreement by 
the Company and the employee. 
 
You must make a reasonable effort to schedule medical treatment so as not to disrupt unduly the Company’s 
operations. You must also fill out an Application for FMLA Leave within 30 days of the date you intend to start your 
leave, or as soon as is practicable. You must also inform the Company if the requested leave is for a reason for which 
FMLA leave was previously taken or certified. You may also be required to provide a certification and periodic 
recertification supporting the need for leave on a reasonable basis in accordance with the FMLA. 
 
The Company reserves the right to require a fitness-for-duty certificate prior to restoring you to employment from 
FMLA leave for your own serious health condition FMLA leave. If such certification is required but not received, 
your return to work may be delayed until the certification is provided or your employment may be terminated. 
Your request for injured service member leave must include certification from a United States Department of 
Defense Health Care Provider or other approved provider, all as defined by the FMLA regulations. An appropriate 
certification form will be provided to you. 
 

Qualifying Exigency Leave  

 
The first time an employee requests leave for a qualifying exigency arising out of covered active duty, the 
employee must provide the Company with a copy of the active duty orders or other documentation issued by the 
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military which indicates that the covered military member is on covered active duty and the dates of said duty. 
The Company may require copies of new active duty orders or other documentation issued by the military if the 
need for leave because of a qualifying exigency arises out of a different covered active duty of the same or a 
different covered military member. Completion of a certification form provided by the Company will also be 
required. 
 

FMLA Leave Responsibilities, Benefits and Restrictions  

 
Employees must provide sufficient information for the Company to determine if the leave may qualify for FMLA 
protection and the anticipated timing and duration of the leave. Sufficient information may include that the 
employee is unable to perform job functions, that a family member is unable to perform daily activities, the need 
for hospitalization or continuing treatment by a healthcare provider, or circumstances supporting the need for 
military family leave. Employees also must inform the Company if the requested leave is for a reason for which 
FMLA leave was previously taken or certified. Employees will be required to provide a medical certification and 
periodic recertification supporting the need for leave. 
 
The Company will inform employees requesting leave whether they are eligible under the FMLA. If they are 
eligible, the notice will specify any additional information required as well as the employees’ rights and 
responsibilities. If they are not eligible, the Company will provide a reason for the ineligibility. 
 
The Company will inform employees if leave will be designated as FMLA-protected and the amount of leave 
counted against the employee’s leave entitlement. If the Company determines that the leave is not FMLA-
protected, the Company will notify the employee. 
 
During the period of your FMLA leave, the Company will maintain your coverage under its group health plans 
(e.g., health and dental) on the same terms as if you had continued in employment for the duration of your leave. 
Upon expiration of your FMLA leave, you will be required to repay the Company for the employee portion of 
premiums it paid during any non-working portion of your leave. 
 
During your FMLA leave (including any portion of your FMLA leave during which you receive workers’ compensation 
or short-term disability benefits), you will not accrue any PTO benefits, but you will retain all benefits accrued before, 
and not used during, your FMLA leave. 
 
If you are able to return to work at the end of your FMLA leave, the Company will restore you to the position you 
held before your leave started or to an equivalent position, unless applicable state law provides greater 
reemployment rights. 
 
While you are on FMLA leave, the Company may require you to periodically report on your status and intention 
to return to work. 
 
If you are not able or do not wish to return to work at the end of your FMLA leave, you may apply for a personal 
leave of absence. If personal leave is granted, then your rights will be governed by the Company’s personal leave 
policy rather than this FMLA policy. If personal leave is not granted, then you must return to work. Failure to return 
to work will be considered a voluntary resignation. 
 
While you are on FMLA leave, you may not engage in other work or employment, including self-employment. If 
you do so, you will be considered to have violated the terms of your leave and to have voluntarily resigned from 
employment. 
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Unlawful Acts by Employers and Enforcement  

 
FMLA makes it unlawful for an employer to: 
 

➢ Interfere with, restrain or deny the exercise of any right provided under  
o FMLA; or 

➢ Discharge or discriminate against any person for opposing any practice made unlawful 
by FMLA or for involvement in any proceeding under or relating to FMLA 

 
The Company fully complies with the FMLA and prohibits any employee from engaging in these unlawful acts. 
Employees who believe any of the Company’s employees have engaged in these unlawful acts should report the 
complaint to Human Resources. Employees may also make a report through the APi Group Ethics Helpline, which 
may be accessed as follows: 

 
➢ By telephone, at 1-844-950-1973 
➢ By internet, at http://apigroup.ethicspoint.com 

 
Retaliation against an individual for bringing a complaint to the Company’s attention is strictly prohibited. An 
employee may file a complaint with the US Department of Labor or may bring a private lawsuit against an 
employer. 
 
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. 
 

Questions   

 
It is impossible to cover all aspects of family and medical leave in this policy. Therefore, when you determine that 
you will need to take leave under this policy, please contact Human Resources. 
 

Non-FMLA Military Leave 

 

Company complies with the Uniformed Services Employment and Reemployment Rights Act (USERRA), as 
applicable. Employees who are members of the Armed Forces of the United States or the National Guard or other 
reserve unit, and who is required to attend annual active duty for training or other short-term reserve or Guard 
Duty (e.g. firefighting, police duty for natural disasters, etc.) will be allowed time off for voluntary or involuntary 
active or inactive duty or training. 

If employee’s military pay for training is less that his/her average Company earning for a like period, MP 
Technologies, LLC will pay the difference to the employee for a period not exceeding two (2) weeks per year for 
an annual period. An employee requesting time off for National Guard or reserve training or if ordered to active 
duty or enlistment must immediately discuss the Military Leave with his/her supervisor and Human Resources. 
Proof of military service may be required by MP Technologies, LLC. 

Information about continuation of benefits during a Military Leave of Absence is available from Human Resources. 
Upon return from Military Leave an employee will be reinstated as required by state and federal regulations.  

 

http://apigroup.ethicspoint.com/
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Unpaid Personal Leave of Absence 

MP Technologies, LLC may grant an unpaid personal leave of absence for special, unique or extraordinary 
reasons that may not apply to the other types of Leaves of Absence. Maximum time available is based on length 
of service. A request for an Unpaid Personal Leave of Absence will be considered after all available sick and PTO 
time has been exhausted. 

The Company may grant a request for unpaid personal or medical leave of absence if management believes the 
absence does not interfere with production schedules or otherwise impair efficiency. All such leaves of absence 
must be requested in writing and approved in advance by your supervisor and Human Resources. No time off can 
be given for the purpose of obtaining or working at another job or starting another business. 

Holiday pay will not be paid for company-paid holidays that occur during an Unpaid Personal Leave of absence. 
PTO will not be accrued for the period of time an employee is on an Unpaid Personal Leave of absence. Unused 
PTO time must be taken before an Unpaid Personal Leave of absence will be granted. 

Upon the expiration of the leave, the employee may be returned to his/her former position if available. If the 
employee’s position is not available, the employee may be offered another position, if available, for which she/he 
is qualified. If no position is available when the employee is able to return to work, the employee will be terminated 
and may apply for the next available position. 

An employee who returns to work following an Unpaid Personal Leave of absence will be considered as having 
continuous service. If an employee does not return from an Unpaid Personal Leave of absence, the termination 
date is the last day work prior to the start of the leave. 

Termination of employment may occur if an employee fails to return from leave at the time agreed upon (barring 
circumstances which required an extension of available leave) or if an employee is found to have taken leave on 
a fraudulent basis. If an employee does not show up for work upon expiration of the Unpaid Personal Leave of 
absence, the employee will be considered to have voluntarily quit. 

 

Jury Duty 

 

The Company complies with applicable federal and state regulations on jury duty and witness leave. All employees 
will be granted unpaid time off for jury duty. Any regular full-time employee who is on call for jury duty will be paid 
the difference in pay between jury duty pay and regular pay for a period not exceeding two (2) weeks per year for 
an annual period.  

If an employee has been subpoenaed or otherwise requested to testify as a witness by MP Technologies, LLC, 
he/she will receive paid time off for the entire period of witness duty. Employees will be granted unpaid time off to 
appear in court as a witness when requested by a party other than MP Technologies, LLC. Eligible employees 
may use available PTO time for the period of this absence. 

Employees are required to report to work whenever they are excused from jury service or they are not otherwise 
required to report to jury duty. 

Employees on layoff are not eligible to receive paid Jury Duty or Witness Leave pay. In order to receive Jury Duty 
or Witness Leave payment, an employee must notify the supervisor in advance in writing that he/she has been 
summoned for jury duty and must furnish satisfactory evidence that jury duty was performed for the days claimed. 
The employee must provide a copy of the jury summons, subpoena, or prosecutor’s request to their supervisor 
and Human Resources in order to be eligible for time off under this Policy. 
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See the attached state supplement(s) for additional information 
 

Voting Leave 

 

Except as required by law or contract, employees are expected to vote before or after their regular workday, and 
any time spent on voting leave is not counted as hours worked for purposes of calculating overtime.  
 
See the attached state supplement(s) for additional information 
 

Funeral/Bereavement Leave 

When a member of an employee’s immediate family dies, the employee will be allowed designated time off with 
pay as follows: 

 Employees are allowed up to three (3) consecutive days off from regularly scheduled duty with regular pay in the 
event of the death of the employee’s spouse, child, father, mother, father-in-law, mother-in-law, son-in-law, 
daughter-in-law, brother, sister, grandchild, step- father, step-mother, step-brother, step-sister, step-son or step-
daughter. 

 Employees are allowed one (1) day off from regular scheduled duty with regular pay in the event of death of the 
employee’s brother-in-law, sister-in-law, and grandparent. 

 Employees are allowed an additional day off from regular scheduled duty to attend the funeral if they have to 
travel more than 100 miles or if they are needed to take part in the funeral service. 

 Bereavement Leave will not exceed (4) four consecutive days off from regularly scheduled duty. Additional time 
off (PTO or unpaid) maybe granted by the employees immediate Supervisor 
 

Employees who are on PTO, sick pay, or unpaid leave of absence at the time of such death may not receive 
additional Bereavement pay. If the absence begins on the day the employee is scheduled to return to work, the 
absence will be approved. 

All full-time employees are eligible for paid Bereavement Leave. Part-time employees will be allowed the time off 
and unpaid. 

Eligible employees may use available PTO time or additional paid time off for Bereavement Leave. 

An employee must notify their supervisor in advance of time off for Bereavement Leave. MP Technologies, LLC 
reserves the right to request that the employee provide a copy of the memorial notice for the Bereavement Leave. 

 
See the attached state supplement(s) for additional information 
 

WORKPLACE SAFETY POLICIES 

OUR COMMITMENT TO SAFETY 

MP Technologies, LLC is an organization striving to complete its work in a productive, safe and high-quality 
manner. Concern for the safety of our employees is our greatest responsibility along with safeguarding of 
Company and Client property. Safety is an integral part of how we do business, and we have adopted a 
comprehensive plan to carry out that philosophy. 
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The policy of the Company is to provide a safe working environment, free of recognized hazards, and to provide 
adequate safety devices and all required training to employees. It is our goal to create safety awareness among 
our employees so that each individual understands that he or she has the ultimate responsibility to make safe 
choices. 
 
Further, it shall be the policy of our Company to: 

 
➢ Support our Commitment to Zero and its core beliefs. 
➢ Comply with applicable federal, state, and/or local regulations governing the 

workplace. 
➢ Take action to correct recognized unsafe conditions or work practices. 
➢ Promote safety awareness. 
➢ Hold each employee accountable for the employee’s individual responsibility for 

safety. 
➢ Encourage our employees to inform their supervisor immediately when unsafe 

conditions are present without fear of reprisal. 
 

We operate with the philosophy that quality, safety and productivity work alongside and complement each other; 
not get in the way of one another. 
 
Compliance with the Company Health and Safety Program is necessary at all times. Contact APi Group Risk 
Management or the MP Technologies, LLC Safety Department for more information. 
 

GENERAL SAFETY RULES AND REGULATIONS 

 

Employees are encouraged to submit safety suggestions. The general safety rules and regulations are as follows: 

- Each employee shall comply with Occupational Safety and Health standards and all rules; regulations 
and orders that are applicable to his/her own action and conduct. 

- All unsafe conditions should be reported immediately to your supervisor first and also to the Safety 
Director. Each employee has the authority to stop work and correct an unsafe condition before work 
continues. 

- All injuries, however slight, should be reported immediately to your supervisor and also to the Safety 
Director or Human Resources. Such reports are necessary to ensure Company compliance with safety 
and Workers’ Compensation reporting regulations. First aid supplies are available in vehicles or at job 
sites. Check with your supervisor on the location of first aid supplies for your work location. Good 
housekeeping throughout the facility is directly concerned with and is essential to safety, efficiency and 
satisfactory working conditions. Please do your share in helping to keep the facilities clean. 

Employees must comply with the following: 

- Employees must not operate any equipment until their supervisor has properly instructed them. 
- Employees should operate all equipment as instructed in compliance with proper safety procedures in a 

safe manner, and must not remove or alter any safety guards or features 
- Sharp edges projecting from any source should be dulled or corrected to eliminate a hazard. 
- Flowing ties, long sleeves, loose-fitting coats or other loose-fitting clothing must not be worn around 

moving equipment or machinery. 
- When on deliveries or service calls, employees are not to enter private homes unless or until they know 



WORKPLACE SAFETY POLICIES 

Version 9.2021  Page 28 
 

an adult (over 18 years old) is present. 
- Carrying or possession of firearms by employees while acting in the scope or general course of business 

is prohibited. 

 

The following are examples of unsafe behaviors that may result in disciplinary action up to and including 
termination of employment (this list is for example purposes only and is not meant to be all inclusive and/or 
including, but not limited to the following): 

 

- Running or traveling in an unsafe manner on Company property 
- Failing to obey warning signals 
- Fighting on Company property 
- Abusing Company property or the property of other employees or customers 
- Endangering others by carelessness or horseplay 
- Reporting to work under the influence of alcohol or drugs 
- Possession of illegal drugs or alcohol 
- Drinking alcohol or using/selling drugs on Company property or in vehicles.  
- Immoral or indecent behavior on Company property 
- Intentional violations of safety rules or failure to report an accident 
- Possession or use of weapons on Company time, Company property, or Company vehicles 
- Misconduct or insubordination 
- Harassment of any kind, including conduct or innuendo which creates an intimidating, hostile or offensive 

work environment 
 

EMERGENCIES 

 

If an emergency situation, medical or otherwise, comes up during the course of your employment, contact the 
most appropriate responding authority (police, fire, hospital etc.) or call 911. Where possible, immediately notify 
your supervisor or a representative of the Company. If further direction is required, the Company Health & Safety 
Program also furnishes additional information. 
 

INCIDENTS 

 

All work-related injuries, no matter how minor, must be reported immediately to your supervisor or the Safety 
Department or Human Resources. 
 
Incident reports forms must be filed promptly to ensure claims are processed and Company records are prepared 
properly.  Failure to follow Company procedures may affect employees’ eligibility to receive Workers’ 
Compensation benefits. 
 

WORKERS COMPENSATION 

 
All employees are covered under our Workers’ Compensation policy which is paid for by the Company.  Accidental 
injuries which occur during working hours or conditions caused by work activities are covered under our Workers’ 
Compensation policy.  This insurance provides for the payment of medical expenses and weekly compensation 
payments during the period of an employee's work-related injury or illness. 
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SECURITY PROCEDURES 

 

Security of Company property is the responsibility of all of us. If you observe any unusual activity, you should report 
it immediately to your supervisor. 
 
You must not allow any non-employee to move about the warehouse, office or any other Company controlled area 
without being escorted. 
 
For Company buildings that have security systems or other security procedures in place, you will be properly 
notified of the procedures in the event that you need to be in the building outside of normal business hours. All 
office keys are for personal use only and may not be duplicated or otherwise shared with anyone else, except 
where specifically authorized. 
 
SEVERE WEATHER DURING WORK HOURS  
 

To minimize the risk of injury during severe weather (tornadoes and severe thunderstorms), MP Technologies, 
LLC has identified safe areas inside the building or on the worksite where employees and visitors should go during 
periods of severe weather. During severe weather, the local community tornado siren will sound. At that time, ALL 
EMPLOYEES AND VISITORS MUST REPORT TO THE DESIGNATED SEVERE WEATHER SHELTER. 
 
FIRE PREVENTION 
 

Each location is equipped with fire extinguishers, multiple exits and telephones with the local Fire Department 
numbers posted. In the event of a fire, call 911. 

 Employees shall observe all “No Smoking” areas 
 Employees should take appropriate steps to eliminate and prevent fire hazards. 

In the event of a fire, employees should follow the Company’s Emergency Evacuation Procedures. 

Employees shall not attempt to extinguish electrical fires unless they are trained and qualified to fight fires. 

Instructions are posted in each work area on what to do in case of a fire. Practice drills will be conducted 
periodically. 

 

VIOLENCE IN THE WORKPLACE 

 

MP Technologies, LLC is committed to providing its employees with a safe, non-violent workplace and atmosphere. 
The Company employees should not be subject to any safety threats at work from fellow workers or from relatives, 
friends, or acquaintances. 
 
Employees have a responsibility to help keep the Company safe and free of violence. No employee on Company 
premises shall be permitted to carry or display firearms or weapons of any type, unless allowed by federal, state, 
or local law. 
 
Employees who receive threats of violence or physical or other harm from co-workers, or who are aware of such 
threats, should also immediately report those threats to their supervisor and Human Resources, even if they think 
the threats are only a “joke.” If you prefer, you may also make a report through the APi Group Ethics Helpline, 
which may be accessed as follows: 
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➢ By telephone, at 1-844-950-1973 
➢ By internet, at http://apigroup.ethicspoint.com 

 
All reports will be promptly reviewed. No employee will be subjected to retaliation, intimidation, or disciplinary action 
as a result of reporting in good faith under this policy.  
 
Sometimes, employees may receive threats of violence from persons who are not employed by the Company, or 
may become aware of co-workers who receive similar threats of violence from persons who are not employed by 
the Company. If employees believe that these threats may result in harm to the Company employees or to Company 
property, they should report such threats to their supervisor immediately. 
 

GENERAL WORKPLACE POLICIES 

Service With the Company 

Length of service is the length of a regular, full-time employee’s continuous employment with the Company, 
commencing with the last date of hire. Length of service may affect employee benefits and PTO. You will be 
credited with length of service from your last date of hire. Employees hired through a temporary agency and 
employees hired for an interim period shall not attain service-with-the-Company status until considered a regular 
part-time or full-time employee. 

An employee’s length of continuous service with the Company and the employment relationship shall terminate if 
one of the following occurs (this list is for example purposes only and is not meant to be inclusive): 

 If you quit or retire; 
 If you are discharged or otherwise terminate your employment; 
 If you fail to report for work following a leave of absence or PTO, unless the extended absence is excused in 

advance by your supervisor; 
 If you fail to report for work as soon as possible, and at the latest, within three days following notification to return 

after a layoff, unless excused in advance by your supervisor. 
 

Seasonal layoffs at the Company’s discretion lasting less than 180 days will not be considered a break in service. 

 

Hiring 

 

Reference Checks 

 

Employees should refer all incoming employee reference checks to Human Resources only. The Company’s 
policy is to provide prospective employers, and others requesting information about employees, with only dates 
of employment and last position held. Except where required by law, the Company will not disclose information 
concerning performance evaluations, disciplinary action, reasons for termination of employment, or eligibility 
for rehire. If an employee wishes to have other information disclosed, the Company will consider the request  
upon receipt of a signed authorization and release from the employee, with final determination at the 
Company’s sole discretion. 
 

http://apigroup.ethicspoint.com/
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Employment of Relatives 

It is the policy of MP Technologies, LLC to allow family members and/or relatives to work together subject to 
certain limitations and exceptions, including situations in which the employment would or could: 

1. Create or be likely to create either a direct or indirect supervisor/subordinate relationship with the family 
member; or 

2. Create either an actual conflict of interest or the appearance of a conflict of interest. 
 

For purposes of this policy, “family members and/or relatives” include an individual’s spouse, brother, sister, 
parents, children, step-children, grandparents, grandchildren, father-in-law, mother-in-law, brother- in-law, sister-
in-law, daughter-in-law, son-in-law and any other individual related to an employee by blood, marriage, or legal 
guardianship, as well as any other member of the employee’s household. 

If the above-stated situations do not exist, family members and/or relatives of a current Company employee may 
be hired with the approval of the department manager and Human Resources prior to extending an offer of 
employment. 

 

Background Check Policy 

 

To provide for the safety of other employees and Clients, background checks are required on applicants for 
employment, with the exception of Laborer and Operator positions, who are conditionally offered a position at MP 
Technologies, LLC. 
 
Background checks will include, to the extent allowed by applicable law, a seven (7) year criminal history search, 
sex offender search, address/name locator search and may include, depending on Client or job position: 
employment verification, and other information as it relates to the position.  A three-year motor vehicle background 
history report (MVR) is conducted on all employees who drive Company vehicles and/or leased, rental or personal 
vehicles, during the course and scope of work.  
 
Periodically, current employees may be required to disclose if they have been convicted of a crime or may be 
required to submit to a background check.  
 
A background check may be requested for current employees when they transfer to a position that requires an 
additional background check or when there is an identified concern or a disclosure of information that could pose 
a threat to Client or employee safety, and/or create a negative operational impact on the Company. 
 

I-9 Policy 

 

The Immigration Reform and Control Act of 1986 (“IRCA”) requires employers to verify that all employees hired 
after November 6, 1986 are authorized to work in the United States.  To that end, IRCA requires the Company to 
verify each employee’s employment eligibility by completing the Employment Eligibility Verification form published 
by the U.S. Citizenship and Immigration Services (“Form I-9").  
 
All employees are required to complete Section 1 of the Form I-9, to sign the Form certifying that the information 
provided is true and accurate, and to provide original documents verifying their authorization to work in the United 
States.  By completing Section 2 (and Section 3, as applicable) of the Form I-9, the Company certifies that it has 
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viewed original documents that verify that the employee is authorized to work in the United States and that the 
documents reasonably appear to be genuine and to relate to the person presenting them.  
  
If an employee cannot verify his or her right to work within three days of the first day of employment, the Company 
must terminate his or her employment. 
 

Appearance 

Personal appearance, grooming, personal hygiene and cleanliness standards contribute positively or negatively 
to the morale of all employees and affect the business image MP Technologies, LLC presents to all customers, 
co-workers and visitors. During business hours, employees are expected to present a clean and neat appearance, 
demonstrate good personal hygiene and dress according to the requirements of their positions. 

These are considered minimum standards but are not all-inclusive. Additional standards may be designated based 
on departmental needs.  

As a general rule, clothing and/or accessories that contain profanity, inappropriate pictures or images, are sexually 
provocative or are disrespectful to individuals, religious institutions or the government, will be considered 
inappropriate. Employees whose personal appearance, grooming and/or personal hygiene/cleanliness are 
inappropriate will be asked to return home to make the necessary changes before returning to work. Time away 
from work for these reasons will be unpaid. Employees with repeated violations of these standards will be subject 
to disciplinary action up to and including termination. 

Uniformed Personnel 

Where the Company designates uniforms, they are to be worn in accordance with the department policy. Uniforms 
should not be altered or changed from the manner in which they are intended to be worn. Uniforms should be 
neat, clean, and in good appearance.  Nametags must be worn when designated as part of the uniform.  

Office Personnel 

Office personnel must dress in a clean, professional manner. All clothing must be clean and neatly pressed. Jeans 
are acceptable attire as long as they are clean, un-torn or frayed and properly fitting. Sandals are acceptable, but 
all shoes must be secured to the heel of your foot. 

The following items are specifically forbidden: 

 Shorts 
 Skirts shorter than 3 inches above the knees 
 Tank tops/ tube tops (sleeveless shirts and sweaters are okay) 
 Spandex pants or leggings (unless worn with a shirt that is no shorter than 3 inches above the knees) 
 Sweatpants or sweat suits 
 Flip-flops 
 Shear or see-through fabric 
 Sunglasses 

 

Field Personnel 

Field employees are expected to give a good representation of the Company with their dress appearance. The 
following items must be worn at all times. Employees must wear long pants, sturdy work boots and personal 
protective equipment (high visibility vest, hard hat, gloves). When working in any metropolitan, city, town or 
residential area, T-shirts must have a four-inch sleeve (no tank-tops).  Safety glasses need to be worn when 
chipping, grinding, sawing, and pounding (when there is air-borne debris). 
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Jewelry 

Jewelry should be moderate and business-like and not interfere with work. For safety reasons, employees working 
in the field are not allowed to wear rings on their hands, and earrings should not extend below the earlobe.  

MISCELLANEOUS 

Use of Company Property & Equipment 

 

MP Technologies, LLC provides equipment and other items that are important tools for employees to be productive 
in their work. While they are issued for your use during your employment with MP Technologies, LLC they remain 
Company property and must be maintained and returned upon leave of absence or termination of employment. 
Company owned property and equipment should be made accessible only to authorized users. At any time upon 
request, the employee may be asked to produce company issued equipment for return or inspection. 

Employees are expected to exercise care to ensure that Company property, equipment and other items are in good 
condition and are repaired when necessary. If Company issued property, equipment or other items are damaged, 
worn out, lost or stolen employees this must be reported immediately to your supervisor so that appropriate steps can 
be taken, including arranging for repair or replacement or filing of an appropriate insurance claim and/or filing a 
police report. 

Company issued property, equipment and other items are to be used for Company related business. They may 
not be used for personal work and activities. Copying of Company or vendor software, Company documents or 
misappropriation of confidential Company information is prohibited. Removing Company property from MP 
Technologies, LLC premises’ or vehicles for employee’s own use is forbidden without supervisor’s prior written 
approval. 

Upon resignation or termination of employment, company issued property and equipment should be returned 
immediately to your supervisor or Company IT Department. Employees may be required to reimburse MP 
Technologies, LLC for any and all Company issued property, equipment or other items not returned upon 
termination or returned in a broken or damaged condition. 

Unauthorized or inappropriate use of MP Technologies, LLC issued property, equipment and other items may 
result in a withdrawal of the privileges for use. 

 

Cell Phones, Cameras and Electronic Recording Devices 

 

The purpose of this policy is to promote a safe and productive work environment at MP Technologies, LLC and 
to increase employee safety. This policy applies to all employees. In addition, this policy applies to both incoming 
and outgoing cellular calls. The use of personal communication devices can interfere with an employee’s 
productivity and performance and cause disruption and/or distraction for employees and coworkers. In addition, 
use of personal communication devices can create potentially unsafe working conditions. 

Company Issued Cellular Phones - Some employees may have access to Company issued cellular telephones. 
All Company data contact information and confidential Company information on a Company-provided or personal 
cell phone, smartphone or PDA used for MP Technologies, LLC business is Company property. No Company 
data or confidential Company information is allowed on personal mobile devices. 

Company-issued cellular telephones are to be used solely for Company business and should not be used in any 

way for personal business or personal entertainment.  
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Employees in possession of Company equipment such as cellular phones or mobile devices are expected to 
protect the equipment from loss, damage or theft. Upon resignation or termination of employment, company 
issued mobile devices should be returned immediately to your supervisor or Company IT Department. At any time 
upon request, the employee may be asked to produce company issued equipment for return or inspection. 

Personal Cellular Phones/Mobile Devices 

While at work employees are expected to exercise the same discretion in using personal cellular phones and 
mobile devices as is expected for the use of Company phones. Excessive personal calls and/or texting or use of 
a mobile device during the work day, regardless of the device used, can interfere with employee productivity and 
be distracting to others. If excessive use becomes an issue, the Company reserves the right to limit or suspend 
usage privileges.  

Employees should be considerate of their coworkers and Company customers and visitors and ensure that their 
personal cell phones do not ring in a manner that will distract or otherwise interfere with the ability to perform work 
productively. Cell phones shall be turned off or set to silent or vibrate mode during work hours, meetings, 
conferences and in other locations where incoming calls may disrupt normal workflow. 

Employees are encouraged to use a personal mobile device on non-work time where possible and to ensure that 
friends and family members are aware of MP Technologies, LLC policy. It is recommended to leave such devices 
in your vehicle for use before/after work or while on break. In case of emergency your family and friends may 
contact your immediate supervisor or Human Resources. MP Technologies, LLC will not be liable for the loss of 
personal cellular phones or mobile devices brought into the workplace. 

Video or Audio Recording Devices 

The use of camera phones, mobile devices or other audio or video recording capable devices within the Company 
may constitute not only an invasion of employees’ personal privacy, but may breach confidentiality of MP 
Technologies, LLC. Employees must use their professional judgment, be mindful not to engage in any unlawful 
conduct, such as invasion of privacy, violations of security laws, and defamation. An employee who violates this 
policy may be subject to immediate discipline up to and including termination of employment. 

 

Employee Use of E-Mail, Internet, and Company Computers and Systems 

 

MP Technologies, LLC provides various electronic and communication equipment and systems to employees for 
use on behalf of the Company. This policy applies to all employees of MP Technologies, LLC. 

The telephone equipment, facsimile transmission, Company-issued cell phones, smartphones, tablets, mobile 
devices, computer equipment, software, network systems, and programs including, electronic calendar, electronic 
media, and services used to supply e-mail, voice-mail, and Internet access to employees, are the property of MP 
Technologies, LLC. MP Technologies, LLC also provides e-mail, voicemail, and Internet access to certain 
employees to use for Company business. This policy covers employee use of these Company systems and 
equipment (whether while on or off MP Technologies, LLC premises). 

Employees DO NOT have privacy rights regarding e-mail, voicemail, telephone systems, network, computer-

generated communication, digital network communications, or any other communication however created, sent, 

received, accessed, or stored. All information, which is stored on any MP Technologies, LLC electronic system, remains 

the property of the Company. MP Technologies, LLC reserves the right to monitor, print, listen to and/or read 

communications to assure that they are being used for appropriate business purposes. Any employee’s use of the 

electronic mail, voicemail, telephone, and other computer systems is considered consent to such monitoring. 
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Some employees may have access to Internet/e-mail. No confidential information about the Company should be 
transmitted by e-mail or placed on the Internet. This includes information about Company policies, credit cards, bids, 
pricing and similar matters. The Company may use or delete any files as it may see fit. Personal files kept on 
Company computers are kept at employee’s own risk. The Company is under no obligation to maintain personal 
files. Except for routine monitoring for administrative purposes, access to email, voicemail, telephone or computer 
files without the knowledge and/or permission of the user requires the authorization of MP Technologies, LLC. 

Use of E-mail System 

The e-mail system belongs to the Company. As a general rule, employees should use the e-mail system for 
business purposes only. Personal use of the e-mail system should be kept to a minimum and may not interfere 
with the employee’s or the Company’s productivity or performance. 

The principles regarding e-mail use described in this policy include any internet-based e-mail services as 
discussed in the Internet section of this policy. 

Employees of the Company have no legitimate expectation of privacy in the Company’s e-mail system. The 
Company reserves the right to monitor the use of its computer systems, including monitoring, accessing, and 
retrieving e-mails sent, received, and/or left on the Company’s e-mail system, at any time and without notice. The 
use of personal identification numbers (PIN numbers) or passwords by an employee to access the e-mail system 
does not preclude the Company from accessing e-mail messages contained on and saved in the Company’s e-
mail system. Unauthorized use of encryption technology to block access to any message is strictly prohibited and 
is grounds for immediate termination. 

Use of the Company’s e-mail systems is governed and must comply with all other Company policies. Employees 
are prohibited from using the Company’s e-mail system for unlawful, unethical, defamatory, or criminal activities. 

Confidential business information should never be transmitted or forwarded to external parties not authorized to 
receive such information, or to the Company’s employees who have no business reason for such information. This 
includes proprietary information, and information of a confidential and sensitive manner. 

Employees should use the same care in drafting e-mails as they would for any other written communication. 
Employees should not say in an e-mail anything which they would not commit to a written memorandum or repeat 
in an open meeting. 

Employees should delete all unnecessary e-mails. Employees should remember, however, that deleting an e-mail 
does not necessarily destroy it, but merely marks it to be written over at a later date. The Company also reserves 
the right to purge the e-mail system on a routine basis, as part of the Company’s standard document retention 
policy. 

The display or transmission of sexually explicit or pornographic images, messages, or cartoons, or any 
transmission or use of e-mail communications that contain ethnic slurs, racial epithets, or anything that may be 
construed as harassing, threatening, or disparaging of others based on their age, color, race, creed, gender, 
national origin or ancestry, religion, sexual orientation, marital status, familial status, veteran status, physical or mental 
disability, medical condition including genetic characteristics, status with regard to public assistance, (each is referred 
to as a protected class) or other protected classes designated by federal, state and local laws, is prohibited. 

Without the express direction of the Company to do so, an employee may not attempt to gain access to another 
employee’s e-mail messages or send messages from another employee’s terminal. In addition, no employee 
should alter, copy, or forward e-mail messages to any other person or entity without express permission of the 
sender. 
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Use of Computer System and Internet (including blogging and accessing social networking sites) 

Electronic mail should not be used to solicit or to advocate non-Company or purely personal interests, or in any 
manner prohibited by the Company’s non-solicitation policy (See also Section 4.18 Solicitation and Distribution of 
this Employee Handbook). 

The computer system belongs to the Company. As a general rule, employees should use the computer system 
for business purposes only. Personal use of the computer system, including accessing and/or using and/or 
contributing to non-Company Internet-based e-mail, blog sites or bulletin boards, social networking sites (including 
but not limited to Facebook, LinkedIn, Twitter, YouTube), and/or other Internet sites, should be kept to a minimum 
and may not interfere with the employee’s or the Company’s productivity or performance. 

Employees of the Company have no legitimate expectation of privacy in the Company’s computer system. The 
Company reserves the right to monitor the use of its computer systems, including computer, and e-mail and 
Internet use and content, and reserves the right to restrict use of or access to media or websites at any time 
without notice. 

The use of personal identification numbers (PIN numbers) or passwords by the employee to access the computer 
system, including any computer files, or to gain Internet access does not preclude the Company from accessing 
documents, programs, Internet logs, files and any other information, contained on and/or saved in the Company’s 
computer system. Unauthorized use of encryption technology to block access to any documents, programs, 
Internet logs, or files is strictly prohibited and is grounds for immediate termination. 

Use of the Company’s computer systems is governed and must comply with all other Company policies. 
Employees are prohibited from using the Company’s computer system and/or the Internet for any unlawful, 
unethical, defamatory, or criminal activities. 

The creation, display, transmission, receipt, or storage of sexually explicit or pornographic messages, images, or 
cartoons, or any documents, programs, or files that contain ethnic slurs, racial epithets, or anything that may be 
construed as harassing, threatening, or disparaging of others based on their age, color, race, creed, gender, 
national origin or ancestry, religion, sexual orientation, marital status, familial status, veteran status, physical or mental 
disability, medical condition including genetic characteristics, status with regard to public assistance, (each is referred 
to as a protected class) or other protected classes designated by federal, state and local laws, is prohibited. 

Without the express direction of the Company, no employee may attempt to gain access to another employee’s 
computer system, documents, programs, files, or other information without the latter’s permission. 

Employees have a responsibility to use their Internet access in an informed and responsible way, conforming to 
network etiquette, customs, common sense, and courtesies. 

Passwords 

Some MP Technologies, LLC equipment issued to employees, including computers, tablets and cell phones, 
require that the employee create a password in order to access the equipment or information on the equipment. 
Employees are prohibited from creating an auto entry or keystroke file containing their password(s). The Company 
reserves the right to override passwords and/or codes, and employees are expected to provide the same upon 
request to facilitate access. 

Software Programs 

MP Technologies, LLC will provide all software to be used on Company computer systems. Installation of outside 
software is forbidden without prior approval from the supervisor and the IT Department. Employees should not use 
and/or install their personal computer games, financial software, or other programs on the Company’s computer 
system. Before downloading or installing any software or electronic files or programs whatsoever onto MP 
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Technologies, LLC computers, employees must obtain express approval from the IT Department and must 
implement virus protection measures approved by the Company. 

Copyright Protection 

Employees should respect all copyrights and intellectual property rights of others’ materials and may not copy, 
retrieve, modify or forward copyrighted, patented or trademarked materials except as permitted by the owner or 
as a single copy for reference use only. Employees are prohibited from disseminating, copying, or printing any 
copyrighted materials, including, but not limited to, software programs. 

Information Resources 

MP Technologies, LLC promotes and encourages the use of computers, cell phones and other information 
resources. Information resources include cell phones, computers, tablets and other products or software’s defined 
in more detail below. Any additions or modifications to a Company-owned “information resource” must be pre-
approved by the IT Department. It is the responsibility of each User to understand his or her privileges and 
responsibilities of their information resources and policies and to act accordingly. Users failing to abide by these 
policies may be subject to corrective action up to and including termination of employment. For further information 
on these policies please contact the IT Department. 

 

Information resources include display devices, computer printouts, magnetic storage media, and all activities 
involving any device capable of sending, storing, or transmitting data; sending or receiving email; accessing Web 
sites; or otherwise receiving, storing, managing, or transmitting electronic data. Information resources include, but 
are not limited to, mainframes, servers, personal computers, note book computers, hand-held computers, 
personal digital assistants (PDA), tablets, cell phones, distributed processing systems, telephones, and unications 
resources, network hardware and appliances, fax machines, and printers. Information resources also 
encompasses procedures, equipment, facilities, software, and data that are designed, built, operated, and 
maintained to create, collect record, process, store, retrieve, display, and transmit information. This includes 
personal equipment to access our data or our network from home. Employees shall have no expectation of privacy 
in use, transmission or storage, regardless of ownership of device. Use will be monitored; violation will result in 
discipline up to and including termination. 

Examples of Prohibited Activities 

Consistent with the policy statements above, the following is a list of explicitly prohibited actions or uses of 
Company-owned electronic communications and information resources. This is provided for administrative 
purposes only, and is not intended to include all possible violations (this list is for example purposes only and is 
not meant to be all inclusive): 

 Initiating or propagating electronic chain letters; 
 Downloading or installing software from the Internet, or otherwise installing any software not 

previously approved by management. Downloading or installing unapproved software will expose 
the Company computer system to destructive viruses and malware; 

 Using Company computers to sell personal items 
 Intentional destruction of computer equipment or software, including corruption of 

computer files or configurations. Witnesses to acts of vandalism have a duty to report 
these matters to responsible authority; 

 Use of Company computers to gain unauthorized access (break into) any computer 
systems to which the employee does not have authorized access; 

 Connecting unauthorized equipment to the Company computer system; 
 Unauthorized attempts to circumvent data protection schemes or uncover security 

loopholes and/or decrypt intentionally secure data; 
 Violating the terms of applicable software licensing agreements or copyright laws; Using 
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e-mail to directly or indirectly inhibit workflow or production; 
 Inappropriate mass mailing, i.e. spamming, letter bombing; 
 Falsifying the identity of a user or machine; 
 Transmitting or reproducing materials that are slanderous or defamatory in nature of that 

otherwise violate Company policy; 
 Accessing, downloading or displaying obscene, lewd, romantic, or sexually explicit 

images or text on any Company computer; 
 Attempting to monitor or tamper with another user’s e-mail, reading, copying, or 

changing, deleting another user’s files or software without the express permission of the 
user; E-mail users may not give the impression that they are representing, giving 
opinions, or making statements on behalf of the Company unless appropriately 
authorized to do so; 

 Copying Company-owned or licensed software programs to another computer without 
prior approval 

 Sharing user names or passwords with another individual(s) to allow restricted databases 
or other licensed electronic products to be made available to unauthorized users; 

 Game Playing; Excessively accessing the Internet for personal use; 
 Excessively sending or receiving personal e-mails; 
 Engaging in behavior which violates the Company’s harassment and offensive behavior policy; 
 Violation of Company policies including, but not limited to, this Policy Regarding 

Employee Use of E-Mail, Internet and Company Computers and Systems. 
 

Nothing in this Policy Regarding Employee Use of E-Mail, Internet, and Company Computers and Systems is 
intended to unlawfully restrict an employee's right to engage in any of the rights guaranteed them by Section 7 of the 
National Labor Relations Act (NLRA), including but not limited to, the right to engage in concerted protected activity 
for the purposes of their mutual aid and/or protection. Nothing in this Policy Regarding Employee Use of E-Mail, 
Internet, and Company Computers and Systems will be interpreted, applied or enforced to interfere with, restrain or 
coerce employees in the exercise of Section 7 rights. 

Social Media 

 

MP Technologies, LLC is committed to the safety and security of employees and to the protection of the Company, 
including the Company’s information, business relationships and reputation. Improper postings to the Internet, 
including on social networking sites, can jeopardize these commitments and could expose the Company to liability. 
This Policy is intended to set the parameters of employees’ online activity relating to or reflecting upon MP 
Technologies, LLC. 

MP Technologies, LLC strictly prohibits employees from accessing or using personal networking sites and any social 
media during work hours on Company computers, smart phone, equipment and networks, specifically including, but 
not limited to Facebook, Twitter, YouTube, LinkedIn, Instagram, blogs, chat rooms, and message boards (collectively 
referred to as “social media”). The absence of, or lack of explicit reference to a specific site does not limit the extent 
of the application of this policy. Company-issued equipment and systems are for business use only. 

In general, off-duty conduct or personal activities are your business except where such activities negatively affect 
your job performance, the performance of others, your work environment or MP Technologies’s brand or business 
interests. Employees that choose to communicate about MP Technologies externally on any form of social media 
are expected to comply with applicable policies contained in the MP Technologies Employee Handbook. 

If an employee writes personal blogs or posts to social media on Company-related topics, the employee is personally 
responsible for such posts. The employee must be respectful to the Company, other employees, customers, partners, 
and competitors. The employee must use good judgment and exercise personal responsibility. The employee should 
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respect their audience and avoid any offensive language or sentiments such as ethnic, religious, sexual, derogatory, 
discriminatory or harassing slurs, personal insults obscenities or other conduct that would not be acceptable in MP 
Technologies’s workplace. The employee may not disclose 

MP Technologies confidential or customer information. For example, Company proprietary information may not be 
posted, and Company clients, partners, and suppliers may not be referenced without their approval. The employee 
may not employ this medium for covert marketing or public relations. The employee must be aware that his  or  her  
actions  captured  via  images,  posts,  or  comments  can  reflect  that  of  the  Company. 

Consistent with Federal Trade Commission (FTC) Guidelines, if an employee writes personal blogs or posts to social 
media on Company-related topics, including Company products or services, the employee should include a clear 
disclaimer stating that he or she is a Company employee and that the views and opinions expressed are the 
employee's alone and do not represent the official views of the Company. Company logos and trademarks may not 
be used without the Company's written consent and must respect copyright, privacy, fair use and other applicable 
laws. 

Social networking and blogging activities should not interfere with work commitments. 

Where no policy or guidelines exist, employees must use their professional judgment, take the most prudent action 
possible, avoid postings that adversely impact the Company's reputation or business, and consult with their manager 
or supervisor if they are uncertain about a situation. 

Other employment policies apply to an employee's posts on social media, including, but not limited to, the 
Company's policies concerning courtesy and attitude, internet and electronic communication systems use, 
personal and Company property and devices, harassment, equal employment opportunity, discrimination, 
retaliation, violence-free workplace, diversity, information security, intellectual property, trade secrets, 
confidentiality, handling complaints and employee concerns and discipline procedures. 

An employee posting to social media must be mindful not to engage in any unlawful conduct, such as invasion of 
privacy, violations of security laws, defamation and must avoid statements regarding the Company's future 
performance, worth, or share price. 

Nothing in this Social Media policy is intended to unlawfully restrict an employee's right to engage in any of the rights 
guaranteed them by Section 7 of the National Labor Relations Act (NLRA), including but not limited to, the right to 
engage in concerted protected activity for the purposes of their mutual aid and/or protection. Nothing in this Social 
Media policy will be interpreted, applied or enforced to interfere with, restrain or coerce employees in the exercise of 
Section 7 rights. 

An employee who violates this policy may be subject to immediate discipline, up to and including termination of 
employment. 

 

Personnel Records 

 

Personnel files are the property of the Company, and access to the information they contain is restricted to those 
who need to know such information in order to perform their jobs and to those who are afforded a legal right to 
access such files. 
 
Employees should notify Human Resources whenever there is a change of address, telephone number, marital 
status, or emergency contact.. Unreported changes can affect withholding tax, and an “out of date” emergency 
contact or an inability to reach an employee in a crisis may be extremely problematic. 
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The Company will comply with any applicable state laws that grant employees access to their personnel files. 
Request to access to personnel file must be made to Human Resources. 
 

Business Travel 

 

The general Company expectation regarding business travel is to use moderation when selecting hotel 
accommodations, car rental, and restaurants and incurring expense.  First-class air travel is prohibited except 
with pre-approval from a duly-authorized official of the Company.  The Company may have a corporate discount 
program with certain hotels or car rental companies, so please check in advance of making reservations. Before 
you leave for business travel, please notify the appropriate person(s) of your travel itinerary. 
 

Employee Pilots/Charter Aircraft 

 

Employees who are licensed pilots are not to pilot non-commercial or charter aircraft for purposes of conducting 
Company business without the prior approval of MP Technologies’s President and the APi Group Risk 
Management department in advance of any such flight. The use of non-commercial or charter aircraft for Company 
business requires prior approval of the Company President and APi Group Risk Management department. 
 

Solicitation and Distribution 

To avoid disruption of operations, MP Technologies, LLC restricts the solicitation and distribution of material on 
Company property (e.g., selling products, non-Company sponsored fundraisers, distributions, literature, etc.) 

Employees of MP Technologies, LLC may not solicit or distribute any non-company material during work time on 
Company systems including bulletin boards, e-mail, internet, etc. Work time includes the work time of both the 
employee doing the soliciting or distributing and the employee to whom it is directed. 

Unauthorized solicitations are not permitted on MP Technologies, LLC premises including, but not limited to, the 
following: 

 Solicitation of another employee during work time for any unauthorized cause, event,  or activity. 
 Distribution of non-authorized material in work areas or during work time. 
 Solicitation for business purposes on MP Technologies, LLC premises at any time. 

  

Notice Boards 

 

Notice boards are located in the office to display Company announcements. Only information approved by Human 
Resources or management may be posted on or near the notice board. Be sure to keep informed by regularly 
reading the notice board. 
 

Good Housekeeping 

 

A clean work environment reflects well on our organization and the employees who work here. When each person 
helps keep our facility clean, both efficiency and safety will increase. A sampling of common- sense suggestions 
follows: 

 All work areas and aisles must be kept clear of stock and debris. 
 A minimum clearance of three feet shall be maintained around all fire extinguishers, drinking fountains, 

alarm boxes and power panels. 
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 Employees must not throw food or other debris on the floor at any time. Food or debris dropped 
accidentally is to be cleaned up immediately. 

 

You should contact your supervisor about: 

 Moving furniture 
 Hanging anything on the walls 
 Replacing burned out lights 
 Cleaning up spills 
 General maintenance or repairs 
 Office machines 

In Company office locations, a lunchroom is available for your use. Although MP Technologies, LLC provides 
general custodial care, you are expected to clean up after eating in this room. Each employee is responsible for 
keeping the lunchroom clean. Please do not eat anyone else’s food. 

 

Searches & Investigations 

 

MP Technologies, LLC reserves the right, at any time it deems necessary, to conduct searches and surveillance of 
employees, their work spaces, their personal belongings (including but not limited to backpacks, purses, boxes, 
briefcases, etc.), vehicles, lockers, tool boxes, Company-owned property or furnishings, vehicles and equipment, 
including computers, company e-mail accounts, office voicemail, company cell phones, tablets, and any other 
electronic storage devices. 

Searches of employees and their personal property may be conducted when there is reasonable suspicion to believe 
that the employee has violated Company policy or when circumstances or workplace conditions justify such a search. 

Employees should have no expectation of privacy while performing duties for MP Technologies, LLC, while on 
Company or customer premises (including parking lots) and/or while in a Company vehicle. 

Such searches may be conducted at any time with or without prior notice. Employees are expected to cooperate 
fully. An employee's consent to a search is required as a condition of employment and the employee's refusal to 
consent may result in disciplinary action, including termination. 

 

Visitors 

 

MP Technologies, LLC is interested in providing for the security of Company property and confidential 
information as well as employees' personal possessions. For this reason, visitor access is limited and 
only authorized visitors are allowed in the work place. All visitors to MP Technologies, LLC must enter 
at the Reception Area where they will be greeted by a Company representative. All visitors must be 
escorted by a Company employee at all times while on Company premises. Employees are 
responsible for the conduct and safety of their visitors.  

Visitors include customers, former employees, parents, relatives and/or friends of employees, 
applicants, service personnel, independent contractors, vendors, or other individuals not employed by 
MP Technologies, LLC. 
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If an unauthorized individual is observed on the premises, employees should immediately notify their 
supervisor, Human Resources, or any member of management, or, if necessary, escort the individual 
to the Reception Area to exit Company premises. 

 

Mail 

 
Personal mail should be mailed from outside the Company and received at home. Personal mail may not be 
metered through our postage machine. 
 

Smoking & Tobacco Use 

 

In keeping with MP Technologies, LLC’s intent to provide a safe and healthy work environment, smoking, including 
use of e-cigarettes, vaping devices and similar electronic devices, and all tobacco use is prohibited in Company 
buildings, offices, warehouse, or Company vehicles. Smoking and other tobacco use is permitted only in specified 
outside areas. This policy applies equally to all employees, Clients, and visitors. 
 

Non-Compete Policy 

 

Employees are prohibited from working in competition with MP Technologies, LLC. This prohibition includes, but is 
not limited to working for a present or former client, or otherwise in competition with MP Technologies, LLC while 
employed with the Company and for up to one (1) year after the employee is terminated by the Company, unless 
specified otherwise by an employment agreement. 

 

Conflict of Interest 

 

MP Technologies, LLC employees have an obligation to conduct business within guidelines that prohibit actual or 
potential conflicts of interest. An actual or potential conflict of interest occurs when an employee is in a position to 
influence a decision that may result in a personal gain for that employee or for a relative as a result of MP 
Technologies, LLC’s business dealings. 

MP Technologies, LLC employees are prohibited from engaging in any conduct, activity, practice, or act which 
conflicts with, or appears to conflict with, the interests of MP Technologies, LLC, its customers or suppliers, including 
any conduct which is directly or indirectly, unethical, dishonest, disloyal, disruptive, competitive or damaging to MP 
Technologies, LLC interests. 

All employees are expected to regulate their business conduct and business knowledge so as to avoid loss (either 
monetary or informational) to MP Technologies, LLC that might arise from their influence on company decisions or 
their knowledge of company business and plans. Employees are expected to: 

1. Foster business conduct that reflects credit on MP Technologies, LLC and its employees. 
2. Protect MP Technologies, LLC from financial  loss. 

There must be no unreported business relationship with any enterprise that supplies, buys from, or competes with 
MP Technologies, LLC. These relationships may include the receipt of gifts of money or other gifts or favors of more 
than nominal value from such an enterprise, particularly in situations where business judgment may be influenced. 
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Payments or services considered to be pay-offs, kickbacks, bribes, or otherwise illegal are unacceptable. Failure 
to make required disclosures or resolve conflicts of interest satisfactorily may result in disciplinary action up to 
and including termination. 

 

Outside Employment 

MP Technologies, LLC prohibits employees from working competitively with other employers which includes “working 
on the side” for employers and/or working for “cash” for employers. Employees are also prohibited from accepting 
full-time, part-time or temporary employment with any organization that does business with or is a competitor of MP 
Technologies, LLC. This includes serving as an advisor or consultant to any such organization, unless that activity 
is conducted as a representative of MP Technologies, LLC or otherwise authorized by Company Management. 

Employees who violate this policy should be aware that the Company in addition to termination of employee’s 
employment may consider bringing legal action for a violation of this policy based on applicable law. 

 

Working Out of Your Home / Telecommuting 

It is MP Technologies, LLC’s policy that all work necessary to perform Non-Exempt jobs is to be performed on 
Company premises or at designated job sites and within scheduled working hours. Work off premises without 
prior authorization from your manager is prohibited. Working off premises, or telecommuting, could potentially 
create safety and security liabilities as well as production efficiency issues and must be approved in advance in 
writing by your supervisor and next level of management, and Human Resources. 

 

Educational Assistance, Seminars and Training 

 

Throughout your employment with MP Technologies, LLC, you may periodically, as the Company deems 
necessary, be given additional training. MP Technologies, LLC encourages employees to further develop and 
improve their own skills, knowledge and ability through continuing education and professional development 
educational processes. For these reasons, MP Technologies, LLC offers financial assistance to regular full-time 
employees who are interested in taking job-related courses and pursuing degree programs that are related to 
Company business. 

Total reimbursement must be approved in writing and is for tuition only. Additional expenses, such as for travel 
and lodging, are not covered unless an employee is specifically asked by MP Technologies, LLC to attend. To 
qualify for reimbursement, all requests must be approved in writing in advance by your supervisor. You must be 
actively employed at MP Technologies, LLC at the time of tuition reimbursement to be eligible for payment. 

MP Technologies, LLC will reimburse 100% of the employee’s cost for any outside seminars and/or coursework 
that MP Technologies, LLC determines the employee must complete. 

For coursework that the employee would like to take, MP Technologies, LLC will reimburse employees for the 
employee cost of tuition, registration, books and laboratory fees for job-related coursework. Training 
reimbursement of over $5,000 per year needs to be approved in writing by the CFO. Your supervisor and Human 
Resources will determine whether or not a course is job-related. Coursework must be pre- approved by Company. 
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Hobby, recreational, general education and career change-oriented coursework are not eligible for 
reimbursement. Examples: Coursework towards a general college degree is not eligible. Coursework in 
accounting for a bookkeeper would be eligible. 

Reimbursement will be made only after the successful completion of the course with a satisfactory passing grade 
(“C” or better). Following reimbursement for educational expenses under the Educational Assistance Program an 
employee must remain employed with MP Technologies, LLC for at least one year. If the employee receiving 
reimbursement terminates his/her employment within one year, he/she will be required to repay reimbursed 
educational expenses on a pro-rated quarterly basis calculated by the number of quarters of the year the 
employee has remained employed. 

School must be attended during off-duty hours while the individual maintains employment with MP Technologies, 
LLC. Any tax consequences which may apply to Educational Assistance, including those applicable to advanced 
degree programs, are the responsibility of the employee. 

 

Resignation & Termination 

Employment at MP Technologies, LLC is at-will, meaning that you have the right to end your employment at any 

time, with or without notice and that MP Technologies, LLC has the same right. 

Job Abandonment 

Absenteeism of three (3) consecutive scheduled work days without notification to the employee’s supervisor is 
considered voluntary resignation from employment, except where it can be established that the employee was 
unable to communicate due to extraordinary circumstances. 
 

Notice of Resignation 

While advance notice of resignation is not required, we request the courtesy of two weeks prior notice to the 
employee’s supervisor and Human Resources. We appreciate employees’ thoughtfulness in this matter.  All 
Company property and equipment must be returned at the time of separation or as otherwise requested by 
management. 
 

Return of Company Property 

Any property, which you may have in your possession, which belongs to MP Technologies, LLC, must be returned 

promptly upon termination of employment. Employee is responsible for all unreturned property. MP Technologies, 

LLC will seek return and/or payment of said property to the extent possible under applicable law. If said property 

is not returned promptly MP Technologies, LLC may take further action to recoup any replacement costs and/or 

seek the return of Company property through appropriate legal action 

 

Final Paycheck 

Employees will receive their final paycheck as soon after (or at the time of) termination as required by applicable 
law. The final paycheck will include all hours worked through the last day of employment.
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ADDITIONAL POLICIES 

FLEET SAFETY POLICY 

A complete version of the Fleet Safety Policy can be found in the Policy Book or can be requested from the Safety 

Department. 

It is the policy of APi Group and the Company to provide and maintain a safe work environment to protect our 
employees and the citizens of the communities where we conduct business from injury and property loss. The 
Company considers the use of vehicles part of the working environment.   
 
This policy applies to employees who operate vehicles on Company time and/or for Company business. It also 
applies to employees who operate Company vehicles at any time. Employees are expected to operate vehicles 
safely in an effort to prevent incidents that may result in injuries and property loss.  
 
Employees who drive for business purposes must adhere to all applicable motor vehicle laws.  However, in certain 
respects the Fleet Safety Program sets rules that are more stringent than those provided by law.  The Program 
requires the full cooperation of each driver to adhere to the responsibilities outlined in the Fleet Safety Program 
and to operate their vehicle safely.  
 

DRIVING WITHOUT DISTRACTIONS POLICY 

A complete version of the Driving Without Distractions Policy can be found in the Policy Book or can be requested 

from the Safety Department. 

The purpose of the Driving Without Distractions Policy is to increase employee safety, reduce unnecessary risks 
while driving, and to prohibit any activity that could divert a person’s attention away from the primary task of 
driving.  Prohibited distractions include, but are not limited to, use of mobile phones or other electronic devices, 
without regard to whether such use is permitted under state law or whether the use of the device is hands-free.  
Employees shall be responsible to understand the provisions of this Program, their respective responsibilities, 
and accountability for their workplace actions.  To that end, employees must read the Driving Without Distractions 
Policy and sign off on a Driving Without Distractions Policy consent form.   
 

SUBSTANCE USE POLICY 

A complete version of the Controlled Substances & Alcohol Use & Testing Policy can be found in the Policy Book or 

can be requested from the Human Resources Department. 

MP Technologies, LLC is committed to protecting the health, safety and security of its employees and the customers 
that it serves. For these reasons, MP Technologies, LLC has established as a condition of employment and 
continued employment the following Drug and Alcohol Policy. The use of alcohol, drugs and/or controlled substances 
by any employee is strictly prohibited. 

Employees are prohibited from reporting to work or working while using illegal or unauthorized drugs. Employees are 
also prohibited from reporting to work or working when using legal drugs and medications except when the use is 
pursuant to the orders of a licensed medical doctor and the doctor has advised the employee that the substance 
does not adversely affect the employee’s ability to safely perform his or her job duties. 
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In addition, employees are prohibited from engaging in the unlawful or unauthorized manufacture, distribution, sale, 
possession, use, or dispensation of any drugs or controlled substances and/or alcohol in the workplace including: on 
Company paid time, on Company premises including MP Technologies, LLC’s parking lot, in Company vehicles or 
in private vehicles on Company property, or while engaged in Company activities. Employees are also prohibited 
from reporting for duty or remaining on duty with any alcohol in their systems. Employees are prohibited from 
consuming alcohol during working hours, including meal and break periods. This does not include the minor use of 
alcohol at Company sponsored functions or activities.  

When authorized by MP Technologies, LLC, alcoholic beverages may be served at Company-sponsored social 
events. Only those individuals legally permitted to consume alcoholic beverages may be served at such functions. 
However, no employee is obligated to consume alcohol at such events. At Company functions, no employee should 
feel pressured to consume alcoholic beverages. 

If an employee chooses to drink alcohol during Company events, the employee does so at his or her own risk. All 
employees are expected to maintain a high standard of professional and personal conduct at any Company event. 
MP Technologies, LLC reserves the right to arrange transportation for any employee suspected of being intoxicated 
at a Company social event. MP Technologies, LLC reserves the right to cease allowing alcoholic beverages to be 
served to any employee whom it suspects is intoxicated or who behaves inappropriately at such functions. Managers 
and Supervisors should remember that even at Company social events, they should set the standard for acceptable, 
responsible behavior. 

Policy Violation Consequences 

Employment or continued employment with MP Technologies, LLC is conditioned upon an employee’s full 
compliance with all aspects of this Drug and Alcohol Policy. Any violation of this policy may result in disciplinary 
action up to and including termination. 

Furthermore, any employee who violates this policy who is subject to termination may be permitted in lieu of 
termination, at MP Technologies, LLC’s sole discretion, to participate in and successfully complete an appropriate 
treatment, counseling or rehabilitation program as recommended by a substance abuse professional as a condition 
of continued employment and in accordance with applicable Department of Transportation (DOT), federal, state and 
local laws. MP Technologies, LLC assures that any information concerning an individual’s drug or alcohol use will 
remain confidential unless the employee shares this information with other employees. 

MP Technologies, LLC reserves the right to take any and all appropriate and lawful actions necessary to enforce 
this Drug and Alcohol Policy. Employees who violate this work rule are subject to disciplinary action up to and including 
termination. No provision in this policy is intended to alter the “at will” employment relationship between an employee 
and MP Technologies, LLC. 

The Company complies with applicable federal, state and Department of Transportation (DOT) regulations on Drug 
and Alcohol Testing. The Company has implemented a comprehensive Drug and Alcohol Testing Policy. Please see 
Human Resources for a copy of the Policy and for additional information on Drug and Alcohol testing requirements 
for your location. 

 

Technology Assets – Acceptable Use Policy  

The Technology Assets – Acceptable Use Policy and other Information Security Policies are incorporated by 

reference into this Handbook and available on the Information Security Department page of the APi Group 

intranet.  Employees may likewise request copies of these policies at any time, either in electronic or hard-copy 

form. 
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As stated in this policy, Company-provided Technology Assets, including all systems, applications,  
communication networks, and Devices (e.g., cell phones, smart phones, tablets, laptop computers, desktop 
computers, and desk phones) provided by APi Group to employees for use in the course and scope of 
employment (e.g., wireless services, email, online services, intranet, internet), and all information and data 
stored on or transmitted by such Technology Assets, are property of the Company.  They are provided to 
employees for business use, and employees are required to comply with the terms of access to all Technology 
Assets as detailed in the full policy. 

 

Social Media Policy 

 
Employees who choose to create or participate in an Internet social network (e.g., Facebook, Instagram, Twitter, 
etc.), blog or other form of online publishing or discussion (referred to in this policy collectively as “Internet social 
networking”) must do so on non-working time.  Employees who participate in Internet social networking need to 
adhere to the certain guidelines, including but not limited to the following: 
 

➢ If you publish something about the Company or APi Group (or it is reasonably clear you 
are making references to the Company/APi Group, or a position taken by the Company 
or APi Group), you must disclose that you are an employee of the Company or a 
subsidiary of APi (as applicable) and be clear that the views expressed are exclusively 
your own and not the Company’s.  Disclose any other conflicts of interest. 

➢ Know and follow the Company’s employment policies. For example, employees must not 
engage in any communication that violates the Company’s policy prohibiting 
discrimination and harassment, the Company’s conduct rules, or the Company’s policy 
regarding Proprietary Information. 

➢ The Company expects its employees to be courteous and respectful toward fellow 
employees and Clients. Do not engage in any personal attacks on such individuals. 

 
Employee conduct contrary to these policies will have an adverse effect on the business operations of the 

Company and may result in disciplinary action, up to and including termination of employment.
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SUPPLEMENT(S) 
 
 
 

The following State Supplement(s) summarize certain requirements of municipal and state law, and the 

Supplement(s) refer to Company-provided benefits only insofar as the application of such discretionary 

benefits are impacted by these laws.  Nothing in the Supplement(s) is intended either to create or to limit 

discretionary Company-provided benefits; such benefits, if any, are provided at the Company’s sole 

discretion and communicated separately from the State Supplement(s) to applicable employees.   
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MINNESOTA SUPPLEMENT 
 

Right to Review Personnel Records 

 

Under Minnesota law, employees have the right to review their personnel record once every six (6) months and, 

if they leave employment with us, they may review it once every year as long as we maintain the personnel 

record. 

Employees who would like to review their personnel record must make a good faith request in writing, and we 

will provide an opportunity for review of the record or make a copy (at no cost).  Employees may also request 

copies (at no cost) at the time the record is reviewed.  We will provide an opportunity for review of personnel 

records within seven (7) working days of the written request, or if the personnel record is physically located 

outside of Minnesota, within fourteen (14) working days of the written request. 

What is contained in the personnel record is carefully defined under Minnesota law.  The law does not require 

that we allow employees to review and copy information that is not contained in their personnel record.  

Employees who dispute information contained in their personnel record may submit a request to have it 

removed from the record.  If we do not agree that the information should be removed, a written response to the 

information of up to five (5) pages may be submitted.   

We will not take any action against an employee for appropriately asserting the employee’s rights to review the 

personnel record.  If an employee’s rights as provided by this law are improperly denied, the law provides 

certain remedies. 

This notice only describes some of employees’ rights under the law.  For more information, the Minnesota 

statutes further detailing these rights can be found at Minnesota Statutes § 181.960 through Minnesota Statutes 

§ 181.965.  These laws can be found on the internet at http://www.leg.state.mn.us/leg/statutes.asp or in public 

libraries throughout the state. 

School Visitation Leave 

An employee who works an average number of hours per week equal to one-half (1/2) the full-time equivalent 

position in the employee’s job classification is entitled to up to sixteen (16) hours of unpaid leave during any 12-

month period to attend school conferences or school-related activities (including conferences related to a pre-

kindergarten program or child care services) related to the employee’s child (including a foster child). 

This leave is available only when the conferences or school-related activities cannot be scheduled during non-

work hours, and in such cases employees make a reasonable effort to schedule the leave so as not to unduly 

disrupt the Company’s operations.  When the need for leave is foreseeable, the employee must provide 

reasonable advance notice.   

An employee may substitute accrued paid time off for leave under this policy. 

Pregnancy & Parental Leave (Addendum to FMLA Policy)  

Like the Family and Medical Leave Act (“FMLA”) Policy described elsewhere in this handbook, the Minnesota 
Parental Leave Act, as amended (“MPLA”), may require employers to provide family and medical leaves of 
absence for eligible employees.  Either or both of these laws may apply to a leave.  Where both laws apply, any 
leave taken will be counted under both laws at the same time.  This policy will be interpreted to comply with the 
law(s) that apply to a particular leave.  This policy provides employees information concerning any MPLA 

http://www.leg.state.mn.us/leg/statutes.asp
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entitlements and obligations that differ from the FMLA entitlements and obligations that are set forth elsewhere in 
this handbook.   If employees have any questions concerning MPLA leave, they should contact Human 
Resources. 
 
Eligibility.  In order to be eligible for leave under the MPLA, an employee must:  

1) Have worked for the Company for at least twelve (12) months; 
2) Have worked at least half the full-time equivalent position for their job during the 12-month period 

immediately preceding the request for leave; and  
3) Work for an employer that has twenty-one (21) or more employees at any single location. 

 

Basic Family and Medical Leave Entitlement.  The FMLA provides eligible employees up to twelve (12) 

workweeks of unpaid leave for certain family and medical reasons during a twelve (12) month period.  The 

MPLA provides eligible employees with up to twelve (12) weeks of unpaid leave (i) for the birth or placement for 

adoption of a child (but not foster care placement) or (ii) if a female employee, for prenatal care, or incapacity 

due to pregnancy, childbirth, or related health conditions.  Leave for the birth or adoption of a child may begin 

within twelve (12) months after the birth or adoption, except that where the child must remain in the hospital 

longer than the mother, the leave may not begin more than twelve (12) months after the child leaves the 

hospital.  

Protection of Group Health Insurance. During any period of leave pursuant to the MPLA, employees may 

continue any health insurance coverage but employees may be required to pay the full cost of coverage.  

Restoration of Employment and Benefits.  As with FMLA leave, at the end of MPLA leave, subject to some 

exceptions, employees generally have the right to return to the same or equivalent position with equivalent pay, 

benefits and other terms.  There is no key employee exception under the MPLA. 

Wage Disclosure Protections 

Under Minnesota law, an employer may not: (i) require nondisclosure by an employee of the employee’s wages 

as a condition of employment; (ii) require an employee to sign a waiver or other document which purports to 

deny an employee the right to disclose the employee’s wages; or (iii) take any adverse employment action 

against an employee for disclosing the employee’s own wages or discussing another employee’s wages which 

have been disclosed voluntarily.  Nonetheless, this policy should not be construed to: (i) create an obligation on 

the Company or an employee to disclose wages; (ii) permit an employee, without the written consent of the 

Company, to disclose proprietary information, trade secret information, or information that is otherwise subject 

to legal privilege or protected by law; (iii) diminish any existing rights under the National Labor Relations Act; or 

(iv) permit an employee to disclose wage information of other employees to a competitor of the Company.  An 

employer may not retaliate against an employee for asserting rights or remedies set forth in this policy.  An 

employee may bring a civil action against the Company for a violation of this policy.  If a court finds that the 

Company has violated this policy, the court may order reinstatement, back pay, restoration of lost service 

credits, if appropriate, and the expungement of any related adverse records of an employee who was the 

subject of the violation. 

Equal Employment Opportunity Policy - Minnesota 

In addition to the protected characteristics as set forth in the main Policy Manual, discrimination on the basis of 

the following characteristics also is prohibited in Minnesota:  marital status, familial status, status with regard to 

public assistance and sexual orientation. 
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Jury Duty Leave 

A Minnesota employee may take unpaid leave to serve as a juror for any jury duty time in excess of the paid 

time provided for under the Company’s Jury Duty policy in the main Policy Manual.  The Company will not 

discharge, threaten, or otherwise coerce employees because they receive or respond to jury summonses, serve 

as jurors, or attend court for prospective jury service. 

Voting Leave 

If you need time off to vote on an election day because your work schedule would otherwise prevent you from 

being able to vote, inform your supervisor prior to the election day, and you will be provided a reasonable 

amount of paid time off to vote.  Please make every effort to vote at the beginning or end of your scheduled 

workday.   

Time Off For Party Officers / Delegates 

A Minnesota employee may take time off from work to attend any meeting of the state central committee or 

executive committee of a major political party if the employee is a member of the committee or to attend a 

convention of major political party delegates if the employee is a delegate or alternate delegate to that 

convention.  Employees who require such leave must provide the Company with at least ten (10) days advance 

written notice.   

Lactation Accommodation 

The Company will provide a reasonable amount of break time to accommodate an employee desiring to express 

breast milk for the employee’s infant child, to the extent required and in accordance with applicable law.  The 

break time, if possible, must run concurrently with rest and meal periods already provided to the employee.   

The Company will make reasonable efforts to provide employees with the use of a room or location in close 

proximity to the employee’s work area, other than a toilet stall for the employee to express milk in private.  This 

location may be the employee’s private office, if applicable.  The Company may not be able to provide additional 

break time if doing so would seriously disrupt the Company’s operations. 

Employees will not be discriminated against or retaliated against for exercising their rights under this policy. 

Employees can contact Human Resources with questions regarding this policy. 

School Conference And Activities Leave 

A Minnesota employee who works an average of twenty (20) hours or more a week is entitled to up to sixteen 

(16) hours of unpaid leave during any twelve (12) month period to attend school conferences or school-related 

activities related to the employee’s child or foster child (including conferences related to a pre-kindergarten 

program or child care services), provided the conferences or school-related activities cannot be scheduled 

during non-work hours. 

When leave cannot be scheduled during non-work hours and the need for leave is foreseeable, the employee 

must provide reasonable prior notice of the leave and make a reasonable effort to schedule the leave so as not 

to unduly disrupt the Company’s operations.  An employee may substitute accrued paid time off for leave under 

this policy.  If an employee does not substitute PTO, the leave will be unpaid. 

Leave For Victims of Domestic Abuse or Harassment 

A Minnesota employee may take reasonable time off from work to obtain or attempt to obtain an order of 

protection due to domestic abuse or harassment and/or other relief from a court related to domestic abuse or 

harassment.  An employee may substitute accrued paid time off for leave under this policy.  If an employee 

does not substitute PTO, the leave will be unpaid 
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Except in cases of imminent danger to the health or safety of the employee or the employee’s child, or unless 

impracticable, an employee who is absent from the workplace shall give forty-eight (48) hours’ advance notice 

to the Company.  Upon request, the employee must provide verification that supports the employee’s reason for 

being absent from the workplace.  All information related to the employee’s leave pursuant to this section shall 

be kept confidential by the Company. 

Family Member Military–Related Events Leave 

In addition to the employee’s own military leave rights under federal and state law, Minnesota employees may 

also be eligible for unpaid time away from work: 

 

• if an immediate family member (employee’s parent, child, grandparents, siblings or spouse) as a 
member of the United States armed forces, is injured or killed while engaged in active military service 
(up to 10 working days of leave); 

• to attend (i) departure or return ceremonies; (ii) family training or readiness events, and/or (iii) official 
reintegration programs of the employee’s spouse, parent or child, not to exceed two consecutive 
days or six days total in a calendar year; or 

• for the actual time necessary, but not to exceed one day in a calendar year, to attend a homecoming 
or send‐off ceremony of the employee’s grandparent, parent, sibling, child, grandchild, spouse, state 
registered domestic partner, fiancée, or fiancé who is a member of the United States armed forces 
and who has been ordered into active service in support of war or other national emergency. 

 

Available vacation time may, but is not required to, be taken.  The employee must give as much notice as 

practicable of the employee’s intent to exercise the leave.  Please contact the Branch Manager for information. 

Duluth Earned Sick and Safe Time 

Eligibility.  The Company provides paid earned sick and safe time (“ESST”) to employees who work within the 

geographic boundaries of the City of Duluth, MN for more than fifty percent (50%) of the employee’s working 

time in a 12-month period or is based in the City of Duluth and spends a substantial part of their time working in 

the City and does not spend more fifty percent (50%) of their work-time in a 12-month period in any other 

particular place.  For employees who work in the City of Duluth who are eligible for sick and safe time under the 

general PTO policy, this policy applies solely to the extent it provides greater benefits/rights on any specific 

issue or issues than the general PTO policy. 

Accrual.  Employees begin accruing ESST pursuant to this policy at the start of employment.  Eligible 

employees will accrue one (1) hour of ESST for every fifty (50) hours worked, up to a maximum accrual of sixty-

four (64) hours each year.  For purposes of this policy, the year is the consecutive twelve (12) month period 

beginning January 1 and ending on December 31.  

Usage.  Employees may use ESST on the 90th calendar day of employment.  ESST must be used in four (4) 

hour increments, provided this is reasonable under circumstances.  An employee may not use more than forty 

(40) hours of ESST in any year. 

Employees may use ESST for: 

1. An absence resulting from an employee's own mental or physical illness, injury, or health condition; to 
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accommodate the employee's need for medical diagnosis, care, or treatment of a mental or physical 
illness, injury, or health condition; or an employee's need for preventive medical care; 

2. To allow the employee to provide care for a family member with a mental or physical illness, injury, or 
health condition; care for a family member who needs medical diagnosis, care, or treatment of a mental 
or physical illness, injury, or health condition; or care for a family member who needs preventive medical 
care; 

3. An absence due to domestic abuse, sexual assault, or stalking of the employee or employee's family 
member; and 

4. Lost work hours due to closure of employee’s place of employment for public health reasons. 
 

For purposes of this policy, family member means an employee’s: child, adopted child, adult child, foster child; 

legal ward, or child for whom the employee is a legal guardian regardless of age; spouse or domestic partner; 

sibling, stepsibling or foster sibling; parent, stepparent, mother-in-law, father-in-law; grandchild, foster 

grandchild, grandparent, step-grandparent; and any other individual related by blood or whose close association 

with the employee is the equivalent of a family relationship. 

An employee’s use of ESST will not be conditioned upon searching for or finding a replacement worker.  

Unless the employee advises the Company otherwise, we will assume, subject to applicable law, that 

employees want to use available ESST for absences for reasons set forth above and employees will be paid for 

such absences to the extent they have ESST available.  

Notice & Documentation.  If the need to use ESST is foreseeable, employees must comply with the 

Company’s usual and customary notice and procedural requirements when requesting time off pursuant to this 

policy. If the need to use ESST is unforeseeable, the employee must provide notice to Human Resoureces soon 

as practicable. In such instances, notice may be provided on behalf of the employee by the employee’s 

spokesperson, e.g., a spouse, coworker, adult family member, or other responsible party. When possible, a 

request for ESST should include the expected duration of the absence.  

The Company may require reasonable documentation that ESST is being taken for covered reason for 

absences of more than three (3) consecutive scheduled workdays. For ESST used for reasons (1) and (2) 

above, documentation that indicates the employee or the employee’s family member who sought and received 

medical treatment (such as a doctor’s note) will be considered reasonable documentation. For ESST used for 

reason (3) above, documentation must communicate that the employee or the employee’s family member is 

experiencing domestic violence, sexual assault, or stalking and that the ESST was taken was for a covered 

purpose (such as a police report, court order, or an employee’s written statement) will be considered reasonable 

documentation. If the Company requires verification, and the employee anticipates that the requirement will 

result in an unreasonable burden or expense, the employee will be allowed to provide an oral or written 

explanation which asserts: (a) that the employee’s use of ESST was for an authorized purpose; and (b) how the 

Company’s verification requirement creates an unreasonable burden or expense on the employee. The 

Company will consider the employee’s explanation. Within ten (10) calendar days of the employee providing an 

explanation about the existence of an unreasonable burden or expense, the Company will make a reasonable 

effort to identify and provide alternatives for the employee to meet the Company’s verification requirement in a 

manner which does not result in an unreasonable burden or expense to the employee. If after the Company 

considers the employee’s explanation, the Company and employee disagree that the Company’s verification 

requirement results in an unreasonable burden or expense on the employee: (a) the Company and employee 

may consult with the Duluth City Clerk’s Office regarding the verification requirement; and/or (b) the employee 
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may file a complaint with the City Clerk’s Office. 

Payment.  ESST will be paid at the employee’s standard hourly rate, for hourly employees, or an equivalent 

rate, for salaried employees. Use of ESST is not considered hours worked for purposes of calculating overtime. 

Carryover & Payout.  An employee may carry over up to forty (40) hours of accrued, unused ESST to the 

following year.  Unused ESST under this policy will not be paid at separation.  

Enforcement & Retaliation.  The Company prohibits retaliation or discrimination against an employee for 

requesting or using ESST or otherwise exercising or attempting to exercise any right provided in this policy or 

under applicable Duluth Ordinance, including participating in or assisting an investigation, proceeding or hearing 

under the law. Employees have the right to file a written complaint with the Duluth City Clerk’s Office if ESST 

required by the Duluth Ordinance is denied by the Company or the employee is retaliated against for requesting 

or taking ESST as provided by the Duluth Ordinance. 

 

Employees with questions concerning this policy should contact Human Resources. 

St. Paul Earned Sick and Safe Time 

Eligibility.  The Company provides earned sick and safe time (“ESST”) to eligible employees who perform work 

within the City of St. Paul for at least eighty (80) hours in a year.  For employees who work in St. Paul who are 

eligible for sick and safe time under the general PTO policy, this policy applies solely to the extent it provides 

greater benefits/rights on any specific issue or issues than the general PTO policy. 

Accrual.  Employees begin to accrue ESST at the start of employment.  Employees accrue one (1) hour of 

ESST for every thirty (30) hours worked, up to a maximum annual accrual of forty-eight (48) hours.  Additionally, 

an employee’s total ESST accrual balance may not exceed eighty (80) hours at any time (“overall accrual cap”).  

Exempt employees will be presumed to work forty (40) hours in each workweek for accrual purposes unless 

their normal workweek is less than forty (40) hours, in which case accrual will be based on that normal 

workweek.  For purposes of this policy, the year is the twelve (12) month period beginning January 1 and ending 

on December 31.  

Usage.  Employees can begin to use accrued ESST following their 90th calendar day of employment.  ESST 

must be taken in four (4) hour increments, provided this is reasonable under the circumstances.  

An employee may use ESST for the following reasons: 

1) Due to the mental or physical illness, injury or health condition or for preventative 
medical care or medical diagnosis, care, or treatment of/for an employee or family 
member;  

2) Absences due to domestic violence, sexual assault, or stalking of the employee or 
employee’s family member, provided the absence is for medical attention related to 
physical or psychological injury or disability caused by domestic abuse, sexual assault, 
or stalking; to obtain services from a victim services organization; to obtain psychological 
or other counseling; to relocate due to domestic violence, sexual assault, or stalking; or 
to take legal action, including preparing for or participating in any civil or criminal 
proceedings related to or resulting from domestic violence, sexual assault, or stalking;  

3) The closure of the employee’s place of business by order of a public official to limit 
exposure to an infectious agent, biological toxin or hazardous material, or other public 
health emergency; 
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4) To accommodate the employee's need to care for a family member whose school or 
place of care has been closed by order of a public official to limit exposure to an 
infectious agent, biological toxin or hazardous material, or other public health 
emergency; or 

5) To accommodate the employee's need to care for a family member whose school or 
place of care has been closed due to inclement weather; loss of power, heating, or 
water; or other unexpected closure. 

 

For purposes of this policy, family member means the employee’s child, stepchild, adopted child, foster child, 

adult child, spouse, sibling, parent, stepparent, parentinlaw, grandchild, grandparent, or registered domestic 

partners (as defined by the St. Paul Code of Ordinances), and any individual related by blood or affinity whose 

close association with the employee is the equivalent of a family relationship.  

Unless the employee advises the Company otherwise, we will assume, subject to applicable law, that 

employees want to use available ESST for absences for reasons set forth above and employees will be paid for 

such absences to the extent they have ESST available.  

Upon request of an employee, the Company will provide information (in writing or electronically) regarding the 

employee’s (1) accrued and available ESST and (2) used earned sick and safe time. 

Notice and Documentation.  Employees must comply with the Company’s usual and customary notice and 

procedural requirements for absences or for requesting leave when requesting to use ESST, and must include 

the expected duration of the absence (if known).  For ESST of more than three (3) consecutive work days, or as 

otherwise permitted by law, employees may be required to provide reasonable documentation that ESST was 

taken for a covered reason, such as a signed statement by a health care provider indicating ESST was 

necessary or another medical document that shows they sought and received medical treatment, a police 

report, a court order, or an employee’s written statement. 

Payment.  ESST is paid at the same hourly rate as the regular rate of pay the employee earns from 

employment, unless otherwise required by applicable law.  Use of ESST is not considered hours worked for 

purposes of calculating overtime. 

Carryover & Payout.  Accrued, unused ESST may be carried over, but as indicated above, there is an overall 

accrual cap of eighty (80) hours.  Once the overall accrual cap is reached, ESST will stop accruing until some 

SST is used.  Accrued, unused ESST will not be paid upon separation. 

Enforcement & Retaliation.  Employees may be subject to discipline for using ESST under this policy for 

purposes other than those provided under this policy, to the maximum extent permitted by applicable law.  

Retaliation against employees who request or use ESST is prohibited.  Employees have the right to file a 

complaint with the City of St. Paul Department of Human Rights and Equal Employment Opportunity if they 

believe they have been denied ESST, retaliated against, or that their rights to ESST has been otherwise 

interfered with or restrained; or may bring a civil action in the event of retaliation. 

Employees with questions regarding this policy can contact Human Resoureces 
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Minneapolis Sick and Safe Time 

 

Eligibility.  The Company provides sick and safe time (“SST”) to employees who perform work within the City of 

Minneapolis for at least eighty (80) hours in a year.  For employees who work in Minneapolis who are eligible for 

sick and safe time under the general PTO policy, this policy applies solely to the extent it provides greater 

benefits/rights on any specific issue or issues than the general PTO policy. 

Accrual.  Employees begin to accrue SST at the start of employment.  Employees accrue one (1) hour for every 

thirty (30) hours worked, up to a maximum annual accrual of forty-eight (48) hours.  Additionally, an employee’s 

total SST accrual balance may not exceed eighty (80) hours at any time (“overall accrual cap”).  Exempt 

employees will be presumed to work forty (40) hours in each workweek for accrual purposes unless their normal 

workweek is less than forty (40) hours, in which case accrual will be based on that normal workweek.  For 

purposes of this policy, the year is the twelve (12) month period beginning January 1 and ending on December 

31.  

Usage.  Employees can begin to use accrued SST following their 90th calendar day of employment.  SST must 

be taken in a minimum increment of four (4) hours. 

Health care providers may only use SST when they have been “scheduled to work.”  For purposes of this policy, 

a health care provider has not been scheduled to work for shifts for which the employee chooses to call in and 

request a shift occurring within twenty-four (24) hours, or for shifts for which the employee has only been asked 

to remain available or on call, unless the employee has been asked to remain on the Company’s premises.   

An employee may use SST for the following reasons: 

1) Due to medical or mental health emergencies, and/or the mental or physical illness, injury or health 
condition or for preventative medical care or medical diagnosis, treatment, or recuperation of/for an 
employee or family member;  

2) Absences due to domestic violence, sexual assault, or stalking of the employee or employee’s family 
member, provided the absence is for medical attention related to physical or psychological injury or 
disability caused by domestic abuse, sexual assault, or stalking; to obtain services from a victim 
services organization; to obtain psychological or other counseling; to relocate due to domestic 
violence, sexual assault, or stalking; or to take legal action, including preparing for or participating in 
any civil or criminal proceedings related to or resulting from domestic violence, sexual assault, or 
stalking;  

3) The closure of the employee’s place of business by order of a public official to limit exposure to an 
infectious agent, biological toxin or hazardous material, or other public health emergency; 

4) To accommodate the employee's need to care for a family member whose school or place of care 
has been closed by order of a public official to limit exposure to an infectious agent, biological toxin 
or hazardous material, or other public health emergency; or 

5) To accommodate the employee's need to care for a family member whose school or place of care 
has been closed due to inclement weather; loss of power, heating, or water; or other unexpected 
closure. 

 

For purposes of this policy, family member means the employee’s child, step-child, adopted child, foster child, 

adult child, spouse, registered domestic partner, sibling, parent, step-parent, mother-in-law, father-in-law, 

grandchild, grandparent, guardian, ward, or a person who currently resides in the employee’s home. 
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Unless the employee advises the Company otherwise, we will assume, subject to applicable law, that 

employees want to use available SST for absences for reasons set forth above and employees will be paid for 

such absences to the extent they have SST available.  

Upon request of an employee, the Company will provide information (in writing or electronically) regarding the 

employee’s accrued and available SST and used SST. 

Notice and Documentation.  When the need to use SST is foreseeable, employees must provide seven (7) 

days advance notice to their supervisor.  When the need to use SST is not foreseeable, employees must 

provide notice to their supervisor as soon as practicable.  Employees who know that their absence will exceed 

one (1) day should also indicate the day that they expect to return to work.  Employees may be required to 

confirm, either verbally or in writing, that they used SST for a reason covered under this policy.  For SST of 

more than three (3) consecutive work days, employees may also be required to provide reasonable 

documentation that SST was taken for a covered reason, such as a note from a health care provider or a receipt 

of health care services provided.  The Company reserves the right to delay payment for SST if there is clear 

evidence of misuse or until documentation requested (for an absence of more than three (3) consecutive work 

days) has been provided. 

Payment.  SST is paid at the same hourly rate as employee's regular rate of pay (including shift differentials, if 

applicable, but not including overtime payments or any special forms of compensation such as lost tips, 

incentives, commissions, premium payments, or bonuses) for the hours the employee was scheduled to work 

during the time SST is used, unless otherwise required by applicable law.  Use of SST is not considered hours 

worked for purposes of calculating overtime. 

Carryover & Payout.  Accrued, unused SST may be carried over, but as indicated above, there is an overall 

accrual cap of eighty (80) hours.  Once the overall accrual cap is reached, SST will stop accruing until some 

SST is used.  Accrued, unused SST will not be paid upon separation.  

Enforcement & Retaliation.  Employees may be subject to discipline for using SST for a reason other than the 

covered reasons above, to the maximum extent permitted by applicable law.  Retaliation against employees 

who request or use earned SST is prohibited.  Employees have the right to file a complaint with the City of 

Minneapolis Labor Standards Enforcement Division if they believe they have been denied SST, retaliated 

against, or that their rights to SST has been otherwise interfered with or restrained. 

Employees with questions regarding this policy can contact Human Resources. 
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TEXAS SUPPLEMENT 
 

VOTING TIME 

The Company supports and encourages employees to participate in the election voting process.  On Election 

Day, an employee may be absent for the purpose of attending the polls to vote, provided that the employee’s 

working hours are such that the polls are not open for two consecutive hours outside of the employee’s working 

hours.  An employee will not be subject to any a loss of wages or other benefits of employment should the 

employee have to vote during working hours.  An employee who must take time off from work to vote must 

produce a copy of his/her voting ticket.  (Reference: Texas Election Code Annotated, §276.004) 

COURT ATTENDANCE AND WITNESS DUTY LEAVE 

You are permitted to take leave to appear as a witness in legislative, administrative, and/or court proceedings, 

or to attend juvenile court proceedings when required as a parent or legal guardian.  You must give reasonable 

advance notice of the need for such leave to your supervisor, and provide a copy of the subpoena to appear in 

court, if applicable.  Court attendance leave is unpaid, in accordance with applicable law.  An employee may, 

but is not required to, use available paid time off for this purpose. 

STATE MILITARY SERVICE 

The Company will not terminate the employment of a permanent employee who is a member of the Texas state 

military force or the military force of any other state because the employee is ordered to authorized training or 

duty by proper authority.  Employees who are so ordered to training or duty will be reinstated to the same 

employment without loss time, efficiency rating, vacation time, or any benefit of employment during or because 

of the absence, provided that the Company’s circumstances have not changed so as to make reemployment 

impossible or unreasonable under the changed circumstances.  Also, an employee who seeks to return to work 

following such an absence shall, as soon as practicable after release from duty, give written or actual notice of 

the employee’s intent to return to work.  (Reference: Texas Government Code Annotated, §431.006) 

EMERGENCY EVACUATION LEAVE 

The Company permits employees to leave work to participate in a general public evacuation ordered under an 

emergency evacuation order.  “Emergency evacuation order” means an official statement issued by the 

governing body of Texas or a political subdivision of Texas to recommend the evacuation of all or part of the 

population of an area stricken or threatened with a disaster.  “Disaster” means the occurrence or imminent 

threat of widespread or severe damage, injury, or loss of life or property that results from a natural or man-made 

cause, including fire, flood, earthquake, wind, storm, wave action, oil spill or other water contamination, volcanic 

activity, epidemic, air contamination, blight, drought, infestation, explosion, riot, hostile military or paramilitary 

action, or other public calamity requiring emergency action, or an energy emergency.  This includes mandatory 

and voluntary evacuations.  Employees who leave to participate in such evacuations will not be paid for their 

time away from work but will be restored to their same or an equivalent position with commensurate pay upon 

their return, and will not be disciplined for failing to report to work. 

WEAPONS 

Employees who are in lawful possession of a firearm are permitted by law to transport or store such firearm in a 

locked, privately-owned motor vehicle in the employer’s parking lot. If an employee in Texas keeps his or her 

lawfully-owned firearm in his or her personal vehicle on Company property, the firearm must be locked in a case 

or container within the locked vehicle out of plain view. 
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ACKNOWLEDGEMENT OF RECEIPT 
 
By signing below, I acknowledge that I have received a copy of MP Technologies LLC’s 
Employee Handbook (“Handbook”) currently in effect, inclusive of any supplement(s).  
 
I further acknowledge and understand that: 
 

➢ The Handbook may be updated and/or revised at any time by the Company at its 
sole discretion; 

 
➢ I may also request a hard copy of the Handbook from Human Resources at any time;  

 
➢ If I have questions at any time concerning the policies stated in the Handbook, I may 

bring those questions to Human Resources or Company management; and 
 

If my job classification is covered under a collective bargaining agreement (“CBA”) between 
a union and the Company establishing various terms and conditions of my employment 
relationship with the Company, then I further understand the following, as stated in the 
Handbook: 
 

➢ If there is a conflict between the CBA and the policies stated in the Handbook, the 
CBA will govern and control as to the subject of the conflict. 

 
 
 
Employee Name:       _________________________ 
 
Employee Signature:  _________________________ 
 
Company Name:         ________________________ 
 
Union, if applicable:  _________________________ 
 
Date:                            _________________________ 
 
 
 


