
Posted September 2022 
 

 

EMPLOYEE HANDBOOK 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

July 2021 Table of Contents Employee Handbook 



July 2021 Table of Contents Employee Handbook  

Table of Contents 

WELCOME TO STIMSON! ........................................................................................................... 1 
ABOUT THIS HANDBOOK .................................................................................................. 2 
AT-WILL EMPLOYMENT STATUS – OREGON, WASHINGTON, AND IDAHO ................... 2 

SECTION 1 - EEO EMPLOYMENT POLICIES AND PRACTICES ................................................ 3 
EQUAL EMPLOYMENT OPPORTUNITY AND REASONABLE ACCOMMODATION ........... 3 
DISABILITY - REASONABLE ACCOMMODATION .............................................................. 4 
ANTI-HARASSMENT ........................................................................................................... 5 
Sexual Harassment .............................................................................................................. 5 
NO RETALIATION ............................................................................................................... 7 

SECTION 2 - EMPLOYEE CLASSIFICATIONS ............................................................................ 9 
EXEMPT EMPLOYEES ....................................................................................................... 9 
NONEXEMPT EMPLOYEES ................................................................................................ 9 
INTRODUCTORY EMPLOYEES ........................................................................................... 9 
TEMPORARY EMPLOYEES ............................................................................................... 10 
REGULAR FULL-TIME EMPLOYEES ................................................................................. 10 
REGULAR PART-TIME EMPLOYEES ............................................................................... 10 

SECTION 3 - COMPENSATION.................................................................................................. 12 
COMPENSATION PHILOSOPHY AND COMPENSATION REVIEW .................................. 12 
PAY STRUCTURES .......................................................................................................... 12 
TIMEKEEPING .................................................................................................................. 12 
REST BREAKS AND MEAL PERIODS .............................................................................. 13 
OVERTIME ........................................................................................................................ 13 
PAYDAYS AND PAY PERIODS ......................................................................................... 14 
PAYROLL DEDUCTIONS .................................................................................................. 14 
ADMINISTRATIVE PAY CORRECTIONS .......................................................................... 14 

SECTION 4 - GENERAL WORKING STANDARDS .................................................................... 15 
WORK SCHEDULES ......................................................................................................... 15 
PERSONAL APPEARANCE............................................................................................... 15 
TOBACCO-FREE POLICY ................................................................................................. 15 
OPEN DOOR POLICY / SUGGESTIONS ........................................................................... 15 
CONTINUOUS IMPROVEMENT ......................................................................................... 16 
CHANGES IN PERSONAL INFORMATION ....................................................................... 16 
PERSONAL RELATIONSHIPS AND RELATIVES IN THE WORKPLACE .......................... 18 
VISITORS IN THE WORKPLACE ...................................................................................... 19 
PERFORMANCE MANAGEMENT ..................................................................................... 19 
INCLEMENT WEATHER AND EMERGENCY CLOSINGS ................................................. 20 
JOB POSTING ................................................................................................................... 20 
WORKPLACE SEARCHES, INSPECTIONS AND MONITORING ...................................... 21 



July 2021 Table of Contents Employee Handbook  

SECTION 5 - CONDUCT STANDARDS ..................................................................................... 23 
SUSTAINABLE FORESTRY INITIATIVE® (SFI) ................................................................ 23 
EMPLOYEE CONDUCT AND WORK RULES ................................................................... 24 
WORKPLACE ETIQUETTE AND COMMUNICATIONS ..................................................... 25 
WORKPLACE SAFETY .................................................................................................... 26 
WORKPLACE VIOLENCE ................................................................................................ 28 
DRUG AND ALCOHOL USE AND TESTING .................................................................... 29 
ATTENDANCE AND PUNCTUALITY ................................................................................ 31 
Call-in Requirements ......................................................................................................... 31 
CONFLICTS OF INTEREST.............................................................................................. 32 
OUTSIDE EMPLOYMENT ................................................................................................ 33 
CONFIDENTIALITY AND NON-DISCLOSURE ................................................................. 34 
COMPUTER, E-MAIL, PHONE AND MAIL SYSTEMS USE .............................................. 34 
INTERNET USE ................................................................................................................ 35 
CELL PHONE USAGE ...................................................................................................... 37 
Personal Cell Phones ........................................................................................................ 37 
Cell Phone Use While Driving............................................................................................ 37 
SOLICITATION ................................................................................................................. 38 
RESIGNATION / SEPARATION PROCEDURES .............................................................. 39 

SECTION 6 - BENEFITS ............................................................................................................ 41 
HOLIDAYS ........................................................................................................................ 41 
VACATION PAY ................................................................................................................ 42 
SICK LEAVE – IDAHO AND MONTANA ........................................................................... 43 
(SEE STATE-SPECIFIC SICK LEAVE POLICIES FOR OREGON AND WASHINGTON 
EMPLOYEES) ................................................................................................................... 43 
WORKERS’ COMPENSATION COVERAGE .................................................................... 44 
CHARITABLE CONTRIBUTIONS...................................................................................... 45 
EDUCATION, TRAINING AND TUITION ASSISTANCE .................................................... 45 
DEPENDENT SCHOLARSHIP PROGRAM ....................................................................... 45 
LEAVES OF ABSENCE .................................................................................................... 46 
FAMILY AND MEDICAL LEAVE ........................................................................................ 46 
BEREAVEMENT LEAVE ................................................................................................... 49 
JURY DUTY LEAVE .......................................................................................................... 50 
WITNESS DUTY LEAVE ................................................................................................... 50 
MILITARY LEAVE ............................................................................................................. 50 
CRIME VICTIMS LEAVE AND DOMESTIC VIOLENCE LEAVE ........................................ 51 
TIME OFF FOR VOTING .................................................................................................. 52 
PERSONAL LEAVES OF ABSENCE ................................................................................ 52 

STIMSON LUMBER COMPANY EMPLOYEE HANDBOOK ACKNOWLEDGEMENT............. 55 



August 2022 Page 1 Employee Handbook  

WELCOME TO STIMSON! 
 

Stimson Lumber Company is a family-owned integrated timber and wood products manufacturing 
company, and we are happy to have you as a part of our team. 

 
People are the foundation of Stimson’s Continuous Improvement strategy. We offer you a dynamic 
work environment, competitive wages and benefits, and opportunities for personal and 
professional growth. Personal accountability for decisions and actions, open communication, 
respect, customer-focus, and innovation are the foundation of our culture. Our expectation is that 
all employees work safely and participate in Stimson’s Continuous Improvement strategy. 

 
Stimson was founded and continues to operate on principles of being financially conservative, 
reinvesting our profits in timberland, utilizing our milling businesses to add value to our timber, and 
operating our businesses to generate steady and dependable profits. You were selected to work 
at Stimson through a process that determined you are likely to contribute to Stimson’s success 
and be an integral part of the Company. Stimson seeks people who are interested in, and excited 
about, contributing their ideas and creativity to the success of a business. We strive to create a 
pleasant work environment for everyone. This requires more than simply following the law. We 
want Stimson to be a place where you look forward coming to work and everyone does their best 
and strives to improve. We designed our employment policies with these goals in mind. If you 
ever have suggestions about how to make Stimson a better place, we’d like to hear from you. 

 
We wish you the best of luck in your career with Stimson! 

 
 

Sincerely, 

Andrew W. Miller 

CEO and President 
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ABOUT THIS HANDBOOK 
 

This Employee Handbook (the “Handbook”) is designed to acquaint you with Stimson Lumber 
Company (“Stimson” or the “Company”) and provide you with information about working 
conditions, employee benefits, and some of the policies relating to your employment. It is your 
responsibility to read and understand the entire Handbook, as it contains important policy 
information and outlines programs developed by the Company to benefit employees. 

 
Of course, no employee handbook can anticipate every circumstance or question. As Stimson 
continues to grow, the need may arise, and management reserves the right, to revise, 
supplement, or rescind any policies or portions of the Handbook from time to time as it deems 
appropriate, in its sole and absolute discretion. Any changes will be in writing, and you should 
contact Human Resources if you have any questions about the status of any policy or provision. 
No oral statements or representations can in any way change or alter the provisions of this 
Handbook. 

 
The Handbook contains only general information and guidelines. It is not intended as an 
exhaustive statement of your responsibilities. The Handbook also does not include employee 
benefit plan documents. To the extent an issue or procedure is not found in this Handbook, or if 
any policies are unclear to you, you are encouraged to discuss your questions with your 
supervisor or the Human Resources Department. They will be glad to help you. 

 
The Handbook is not a contract or an agreement for continued employment or employment for a 
particular length of time. No provision in the Handbook nor any oral or written representation by 
any manager of Stimson should be construed or understood by you to be a contract of continued 
employment or a limitation on Stimson’s freedom to make policy changes. Similarly, nothing in the 
Handbook should be construed to affect Stimson’s employment-at-will policy, which permits you or 
Stimson to end our relationship for any lawful reason at any time.1 

 
This Handbook is effective as of July 19, 2021; it supersedes all previous memos, policies 
and practices that are in conflict with its provisions. 

 
AT-WILL EMPLOYMENT STATUS – OREGON, WASHINGTON, AND IDAHO 

 
We hope that your employment with us will be ongoing and mutually rewarding. However, as noted 
above, your employment with Stimson is at-will and not for any specific length of time. This means 
that the employment relationship may be terminated by either you or Stimson at any time, with or 
without notice or cause. Nothing in this Handbook limits either your or Stimson’s right to terminate 
employment at will. In fact, every aspect of your employment relationship with Stimson is on an at- 
will basis. 

 
As part of your at-will employment, Stimson expressly reserves its inherent authority to manage and 
control its business enterprise and to exercise its sole discretion to determine all issues pertaining to 
your employment, including all matters concerning compensation, promotion, job reassignment, the 
size of the workforce, demotion, transfer, and disciplinary action. No one other than the CEO of 
Stimson has the authority to alter this at-will employment arrangement, to enter into an agreement 
for employment for a specified period, or to make any agreement contrary to this at-will employment 
policy, and no such agreement will be valid unless expressly in writing and executed by the CEO. 

 
 
 

 

1 Stimson complies will all federal, state, and local laws. In some locations, such as Montana, state laws may limit the nature and 
extent to which the employment relationship is “at-will.” In all locations, employees retain the right to terminate the employment 
relationship at any time, and Stimson reserves the right to terminate employment at any time for any lawful reason. 
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SECTION 1 - EEO EMPLOYMENT POLICIES AND PRACTICES 
 

EQUAL EMPLOYMENT OPPORTUNITY AND REASONABLE ACCOMMODATION 
 

Stimson is an equal employment opportunity employer. We believe that our objectives can best 
be achieved by utilizing to the fullest extent all of the human resources available to us, without 
the consideration of characteristics unrelated to performance. All employees and applicants for 
employment are extended equal employment opportunities without regard to race, color, 
gender, sexual orientation, gender identity, religion, age, national origin, marital status, physical or 
mental disability, genetic information, application for workers’ compensation benefits, use of 
statutory protected leave, veteran or military status, or any other status protected by 
applicable federal, state or local laws. 

 
Stimson administers employment decisions in a non-discriminatory manner and requires its 
supervisors and managers to strictly follow applicable anti-discrimination laws. This policy against 
discrimination applies to recruitment and placement, promotion, training, transfer, retention, 
participation in Company-sponsored programs, compensation, layoff, recall, leaves of 
absence, and all other terms, conditions, and privileges of employment. 

 
Employment and promotion decisions will be based on merit and the principle of furthering 
equal opportunity. The requirements Stimson applies in filling a position will be those that validly 
relate to the job performance required. Stimson strictly prohibits unlawful discrimination by any 
employee, including management, supervisors and co-workers. 

 
REASONABLE ACCOMMODATION 

 
Stimson recognizes the importance of offering reasonable accommodation in order to ensure 
equal access and opportunity in the workplace. 

 
Stimson provides reasonable accommodation where needed for known limitations related to 
pregnancy, childbirth or a related medical condition of a job applicant or employee, including but 
not limited to lactation, unless doing so would pose an undue hardship for the Company. 
Reasonable accommodation may include, for example, acquisition or modification of equipment or 
devices; more frequent or longer break periods or periodic rest; assistance with manual labor; or 
modification of work schedules or job assignments. The Company may require medical 
verification certifying the need for accommodation. 

 
Stimson also provides reasonable accommodation where needed for the sincerely held religious 
beliefs of its employees, in accordance with federal and state laws, to the extent such 
accommodation does not pose an undue hardship for the Company’s operations. The Company 
may require verification as to the need for accommodation and whether the request relates to a 
tenet of the particular religion. 

 
Stimson also provides reasonable safety accommodation, when requested, to employees who are 
victims of domestic violence, harassment, sexual assault, or stalking, unless doing so would 
cause undue hardship. The Company may require certification of eligibility, such as a copy of a 
police report, protective order or court evidence, documentation from an attorney, law 
enforcement officer, licensed healthcare or mental health professional, or victim service provider. 

 
To request an accommodation, employees should speak with their supervisor, a member of 
management, or Human Resources. 
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DISABILITY - REASONABLE ACCOMMODATION 
 

Stimson does not discriminate against any applicant or employee in hiring or in the terms, 
conditions, and privileges of employment due to physical or mental disability, as defined by 
applicable laws. Stimson complies with the Americans with Disabilities Act of 1990 (ADA), the 
ADA Amendments Act of 2008 (ADAAA), and related state and local laws related to applicants 
and employees with disabilities. 

 
Stimson’s hiring procedures provide qualified persons with disabilities with meaningful 
employment opportunities. Pre-employment inquiries are made only regarding an applicant’s 
skills, training, experience, and ability to perform the essential functions of the position in 
question. Stimson also strictly prohibits discrimination against any qualified applicant or employee 
because the individual is related to, associates with, or serves as a caregiver for a person with a 
disability. 

 
If an otherwise qualified applicant or employee with a disability requires accommodation in the 
hiring process or to perform the essential functions of a job, the applicant or employee should 
contact a supervisor or any member of the Human Resources Department and advise them of the 
need for accommodation. When Stimson becomes aware of any disability which prevents an 
otherwise qualified individual from performing their job, Stimson and the individual will work 
together in an interactive process to identify possible reasonable accommodations that will allow 
the individual to perform the essential functions of the position. Accommodations that pose an 
undue hardship for Stimson may be denied. An individual in need of an accommodation may be 
required to provide medical certification verifying the need for an accommodation and/or to 
medically approve an accommodation. 

 
Information about an employee’s disability, need for accommodation, and related medical 
information will be kept confidential, except that information may be shared on a need-to-know 
basis, including in the following circumstances: 

 
• Supervisors and managers involved in the accommodation process may be informed 

regarding restrictions on work duties and any accommodations needed; 

• Safety personnel may be informed if/when the employee’s condition requires first aid or 
emergency treatment; 

• Government officials investigating legal compliance may be informed of the disability. 
 

When Stimson has a job-related reason consistent with business necessity, current employees 
may be required to provide medical certification or to complete medical evaluations to determine 
their fitness for work. If an exam is required, it will be scheduled at a reasonable time and interval 
and at Stimson’s expense. Information about medical conditions or history is treated as highly 
confidential and maintained separately from other personnel information. Access to this 
information is limited only to persons who have a legitimate need to know. 

 
This policy is neither exhaustive nor exclusive. Stimson is committed to taking all other actions 
necessary to ensure equal employment opportunity for persons with disabilities in accordance with 
the ADA and all other applicable federal, state, and local laws. 
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ANTI-HARASSMENT 
 

General Harassment 
 

Stimson is committed to maintaining a workplace free of unlawful discrimination or harassment of 
any kind, and expects every employee to help create a working environment in which the dignity of 
each individual is respected. This requires more than just obeying the law; it requires that all 
employees conduct themselves in a mature and appropriate way in all that they do. No employee 
may engage in discriminatory or harassing conduct. Managers who know of harassing conduct are 
expected to take immediate and appropriate action to stop such behavior. 

 
Unlawful harassment is defined as threatening or offensive conduct directed toward a person 
because of that person’s sex, race, color, age, disability, religion, national origin, marital status, 
sexual orientation, gender identity, veteran or military status, or any other protected status under 
federal, state or local laws, where such conduct substantially interferes with an employee’s work 
performance or creates an intimidating, hostile, or offensive work environment. 

 
Stimson actively enforces its policy against harassment. The policy applies to all unwelcome 
conduct by any supervisor, manager, co-worker, subordinate, vendor, contractor, client, customer, 
or guest that affects an employee’s work environment. Stimson considers a violation of this policy 
to be a serious offense that may lead to disciplinary action, up to and including termination of 
employment. 

 
Inappropriate conduct which does not rise to the level of unlawful harassment but which otherwise 
violates Stimson’s expectations about respectfulness and proper workplace conduct may also 
lead to disciplinary action, up to and including termination of employment. 

 
Sexual Harassment 

 
Stimson strictly prohibits sexual harassment, including sexual assault. Sexual harassment may 
include unwelcome advances, requests for sexual favors, and other verbal or physical conduct of 
a sexual nature when: 

1. Submission to the conduct is made either an explicit or implicit condition of employment; 

2. Submission to or rejection of the conduct is used as the basis for employment, salary, or 
other benefit changes affecting the harassed employee; or 

3. The harassment unreasonably interferes with an employee's work performance or 
creates an intimidating, difficult, hostile, or offensive work environment. 

In cases involving sexual harassment or sexual assault, the following guidelines and 
procedures also apply: 

1. Sexual harassment and sexual assault are forms of misconduct. No employee should 
be subject to unwelcome sexual comments or conduct. 

2. Sexual harassment may be based on visual, verbal, or physical conduct of a sexual nature 
or other improper sexual language or conduct. Sexual harassment includes many forms of 
unwanted offensive behavior. Examples of the type of conduct that could constitute sexual 
harassment include: 

• Making unwanted sexual advances or verbal propositions including notes, emails, 
invitations, and letters 

• Making or threatening reprisals after a negative response to sexual advances 

• Verbal conduct of a sexual nature, such as making or using derogatory 
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comments, epithets, slurs, and jokes 

• Offering employment benefits in exchange for sexual favors 

• Visual conduct such as leering, making sexual gestures, or displaying of sexually 
suggestive objects or pictures, cartoons or posters 

• Using sexually degrading words to describe an individual’s body 

• Physical conduct such as touching, impeding or blocking movements, and 
assault 

• Showing sexual images to someone on an electronic device or phone 

3. “Sexual assault” means unwanted conduct of a sexual nature that is inflicted upon a 
person or compelled through the use of physical force, manipulation, threat, or 
intimidation. 

4. No individual should imply to any employee that submission to, or failure to submit to, 
conduct of a sexual nature will positively or negatively affect that individual’s employment, 
compensation, advancement, career development, or reputation. 

 
COMPLAINT REPORTING PROCEDURE & DISCIPLINARY CONSEQUENCES 

 
Stimson is committed to a discrimination- and harassment-free workplace. Employees who have 
questions about or believe they have witnessed or been subjected to any form of unlawful 
discrimination, harassment, or sexual assault, whether by one of their coworkers, a client, 
customer, vendor, guest, or a member of management, should document it and report the 
concerns immediately to a supervisor, any member of the Human Resources Department, or the 
EthicsPoint Hotline at 1-855-238-1686 or www.stimsonlumber.ethicspoint.com. The employee will 
be asked to provide specific information about the behavior or decision at issue, including dates, 
times, places, and witnesses. Be assured that at Stimson, employees can raise concerns and 
make reports without fear of retaliation. Stimson prohibits retaliation against any employee who 
makes a complaint of discrimination on the basis of any protected status or who provides 
testimony or information in the investigation of any such complaint. 

 
Stimson takes complaints about discrimination, harassment, and sexual assault extremely 
seriously and will promptly undertake an effective, thorough, and objective investigation of any 
complaints. The identity of the employee making the complaint, as well as the identity of the 
individual accused of discrimination, will be kept confidential to the extent possible. However, 
confidentiality cannot be guaranteed. Often an investigation, by its nature, will reveal information 
through which the identity of involved individuals can be deduced. 

 
Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment 
must immediately advise the Human Resources Department so that the matter can be timely 
investigated. 

 
All employees are obligated to cooperate fully in a discrimination or harassment investigation 
process. Disciplinary action will be taken against any employee who attempts to discourage or 
prevent an employee from reporting discrimination or harassment, or from taking part in a 
discrimination or harassment investigation. 

 
If Stimson’s investigation corroborates a report of harassment, discrimination, or retaliation, 
immediate and appropriate remedial action will be taken commensurate with the severity of the 
offense, and appropriate action will be taken to prevent future discrimination or harassment. Any 
employee found to have violated Stimson’s anti-discrimination, anti-harassment, or anti-retaliation 
policies is subject to disciplinary action up to and including termination of employment. 

http://www.stimsonlumber.ethicspoint.com/
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Likewise, if Stimson determines that an employee has made a false claim of discrimination or 
harassment or has provided false information in the course of a discrimination or harassment 
investigation, that employee will be subject to disciplinary action up to and including termination. 

 
NO RETALIATION 

 
Stimson strictly prohibits retaliation against any individual who reports discrimination, harassment, 
or other misconduct, or who participates in an investigation into any such complaint or concern. 

 
Employees have a duty to immediately report any retaliatory conduct they witness, learn about, or 
experience to a supervisor or any member of the Human Resources Department. Stimson will 
promptly investigate and take appropriate corrective action to ensure its anti-retaliation policy is 
enforced. 

 
Employees have a right to be free from unlawful discrimination and retaliation. For this reason, 
Stimson will not: 

• deny employment opportunities on the basis of a need for reasonable accommodation; 

• deny reasonable accommodation for known limitations unless the accommodation would 
cause an undue hardship; 

• take an adverse employment action, discriminate or retaliate because the applicant or 
employee has inquired about, requested or used a reasonable accommodation; 

• require an applicant or an employee to accept an accommodation that is unnecessary; or 

• require an employee to take family leave or any other leave if Stimson can make 
reasonable accommodation instead. 

 

The following information is provided in accordance with Oregon law: 
 

Oregon employees have up to five years to bring a cause of action for discrimination or harassment. 
In accordance with Oregon law, Stimson Lumber will not require or coerce an employee to enter 
into: 

 
• any nondisclosure agreement that would have the purpose or effect of preventing the 

employee from discussing or disclosing information related to employment discrimination, 
retaliation, or sexual assault; 

• a nondisparagement agreement that would prohibit the employee from making negative 
statements about any individual or the Company, or; 

• a no-rehire provision that would prohibit the employee from seeking reemployment with the 
Company and provide that the Company may refuse to hire the individual in the future. 

 
However, if an employee who claims to be aggrieved by discrimination, harassment, or sexual 
assault voluntarily requests such a provision in a separation, settlement, or severance agreement, 
Stimson may agree to such a provision to help maintain confidentiality. In that event, Stimson will 
provide the employee with seven days to revoke that agreement after signing it. 
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SECTION 2 - EMPLOYEE CLASSIFICATIONS 
 

Understanding the definitions of the employment classifications at Stimson is important because 
an employee’s classification is one of the factors that determine their employment status and 
benefit eligibility. These classifications do not guarantee employment for any specified period of 
time. 

 
Depending on their positions, Stimson employees are designated as either exempt (salaried) or 
nonexempt (hourly) from certain provisions of state and federal wage laws, as follows: 

 
EXEMPT EMPLOYEES 

 
Exempt employees are those employees who are classified by Stimson as exempt from the 
minimum wage and overtime provisions of the federal Fair Labor Standards Act and applicable 
state wage and hour laws. Such employees include those who are qualified as exempt 
supervisory (executive), administrative, or professional employees, or outside salespersons, and 
who are generally paid on a salary basis and thus are not entitled to overtime pay. Exempt 
employees may be full-time or part-time. 

 
NONEXEMPT EMPLOYEES 

 
Nonexempt employees include hourly wage employees and those who do not meet the duties 
tests for exempt status under the above-referenced laws. Employees in this category are 
entitled to overtime compensation, generally for work in excess of 40 hours in a seven-day 
workweek. Nonexempt employees must accurately record and report their daily and weekly work 
hours so that Stimson can provide all earned pay. Nonexempt employees may be full-time or 
part-time. 

 
Stimson will determine the exempt or nonexempt classification for each position. Exempt or 
nonexempt classification may be changed only with written notification by Stimson management. 

 
In addition to the exempt and nonexempt categories, employees also belong to one of the 
following employment categories: 

 
INTRODUCTORY EMPLOYEES 

 
All new employees are considered to be in an Introductory Period during their first 90 days of 
employment with Stimson.2 Stimson wants employees to be successful in their jobs. The 
Introductory Period is designed to provide new employees with additional support, training, and 
performance feedback to enable both Stimson and the new employee to evaluate whether the 
relationship is a good fit. 

 
Subject to applicable state laws, either the new employee or Stimson may discontinue the 
employment relationship, with or without reason, and with or without notice, at any time during the 
Introductory Period or thereafter. 

 
Introductory employees are eligible for legally required benefits, such as workers’ compensation 
insurance and Social Security. They may also be eligible for other Stimson benefit programs, 
subject to the specific terms and conditions of each benefits program. 

 
 

2 The 90-day introductory period also serves as the “probationary period” for purposes of Montana’s MT ST 39-2-904. 
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Stimson may, at its discretion, extend the Introductory Period if it determines that, due to 
absences or other factors, there was not adequate time to evaluate the employee’s performance. 
When the Introductory Period is satisfactorily completed, employees enter the “regular” 
employment classification. However, except in Montana, completion of the Introductory Period 
does not change an employee’s at-will employment status. 

 
TEMPORARY EMPLOYEES 

 
Temporary employees are those who are hired as interim replacements, to temporarily 
supplement the work force, or to assist in the completion of a specific project. Employment 
assignments in this category are of a limited duration. Employment beyond the initially stated 
period does not in any way imply a change in employment status. Temporary employees retain 
the temporary status unless and until they are notified by Stimson that either their employment 
has ended, or they have become regular employees. While temporary employees receive all 
legally mandated benefits, such as workers’ compensation insurance and Social Security, they 
are ineligible for all other Stimson employee benefit programs. Summer Hires and Interns usually 
fall into this classification. 

 
REGULAR FULL-TIME EMPLOYEES 

 
Regular full-time employees are those who are not in a temporary or introductory status AND who 
are regularly scheduled to work at least 30 hours per week at Stimson. 

 
Generally, regular full-time employees are eligible for all Stimson employee benefit programs 
applicable in their particular state, subject to the terms, conditions, and limitations of each 
program. 

 
REGULAR PART-TIME EMPLOYEES 

 
Regular part-time employees are those who are not in a temporary or introductory status AND 
who are regularly scheduled to work less than 30 hours per week at Stimson. Regular part-time 
employees are eligible for some Stimson benefit programs, subject to the terms, conditions, and 
limitations of each benefit program. 
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SECTION 3 - COMPENSATION 
 

COMPENSATION PHILOSOPHY AND COMPENSATION REVIEW 
 

Stimson’s policy is to pay fairly, recognizing demonstrated differences in individual employees’ 
skills, productivity, and results. Stimson’s reputation for outstanding work is accomplished by 
employing strong performers. Therefore, Stimson has high expectations when it comes to 
performance. Stimson’s compensation program is designed to: 

• Maintain fair and equitable pay relationships among jobs within Stimson. 

• Strive to ensure that pay compares favorably in the marketplace, in order to continue to 
attract and retain capable, well-qualified employees. 

• Reward performance, behavior, and results. 
 

Stimson generally reviews compensation on a yearly basis. Pay increases are solely within the 
discretion of the Company and depend on various factors, including those listed above. 

 
PAY STRUCTURES 

 
Pay structures at Stimson are designed to achieve performance-based pay practices, comply with 
federal and state laws, reflect our commitment to Equal Employment Opportunity, and offer 
competitive pay within our labor market. Stimson believes that recruiting and retaining talented 
employees is critical to our success. Stimson is committed to paying employees equitable wages 
that reflect the requirements and responsibilities of their positions and are based on successful 
performance of job requirements. 

 
Stimson periodically reviews its compensation structure and modifies it as necessary. The 
compensation structure for each position may take into account several factors including job 
analysis and evaluation, the essential duties and responsibilities of the job, and market survey 
data. Stimson may award merit-based pay adjustments according to employee performance, as 
documented by the performance evaluation process. 

 
Employees with questions about the pay structures for their department should talk with their 
supervisor or Human Resources. 

 
TIMEKEEPING 

 
Nonexempt hourly employees are responsible for accurately recording the hours they work so that 
Stimson is able to keep accurate records and correctly calculate employee pay and benefits. 

 
Nonexempt employees must accurately record the time they begin and end work, as well as the 
beginning and ending time of any meal periods, split shifts, or if they leave the workplace for any 
reason. Advance approval is required before working any overtime hours. 

 
Falsifying or attempting to falsify time records is a serious offense; altering, falsifying, or 
tampering with time records, or recording or deleting another employee's time, may result in 
disciplinary action, up to and including termination of employment. 

 
Unless authorized by a supervisor, nonexempt employees should not start working more than 5 
minutes before their scheduled starting time, and should not continue working more than 5 
minutes after their scheduled ending time. 
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REST BREAKS AND MEAL PERIODS 
 

Nonexempt employees must take one rest break of no less than ten (10) minutes for each four- 
hour period of work or major portion thereof. Stimson generally allows paid rest breaks of up to 15 
minutes, and these rest breaks are to be taken, to the extent possible, at the midpoint of each 
four-hour work segment or major portion thereof. Since this time is counted and paid as time 
worked, employees must not be absent from their workstations beyond the allotted rest period 
time. 

 
Nonexempt employees who work six hours or more in a shift (or, for Washington employees, five 
hours or more) must also take an uninterrupted, unpaid meal period of at least 30 minutes. The 
meal period should be taken after the conclusion of the third hour worked and completed before 
the start of the sixth hour worked (or between the second and fifth hour of the employee’s shift in 
Washington). During the meal period, employees will be relieved of all work responsibilities and 
restrictions, and will not be compensated for the time. 

 
Within these guidelines, supervisors will schedule employees’ rest breaks and meal periods to 
accommodate operating requirements. The time at which an employee may take their meal period 
may vary, at the manager’s direction, to allow for continuation of operations. An employee whose 
role is critical to production may be asked to remain “on call” during their lunch break. 
Should an employee be called back prior to the end of the 30-minute meal period, the employee 
will be compensated appropriately and provided a separate 30-minute meal period when feasible. 

 
Employees are responsible for taking their rest breaks and meal period on time, as scheduled, 
and for the time allocated. Any employee who feels they are unable to take the required rest 
breaks or meal period should notify a member of management immediately so that appropriate 
coverage or other arrangements can be made to allow the proper breaks. 

 
LACTATION BREAKS 

 
As part of Stimson’s family-friendly policies and benefits, the Company supports breastfeeding 
mothers by accommodating the mother who wishes to express breast milk during her workday. 
For up to 18 months after the child’s birth, any employee who is breastfeeding her child will be 
provided with reasonable break times to express milk. To the extent possible, Stimson will provide 
a private location in close proximity to the employee’s work area for the employee to express milk. 
Employees are required, if possible, to provide reasonable notice of the intent to express milk 
upon returning to work after childbirth. To the extent that these breaks overlap with the 
employee’s regular paid rest breaks, the time is paid, but otherwise, breaks of more than 20 
minutes will be unpaid. 

 
OVERTIME 

 
There may be times when Stimson cannot meet its operating requirements or other needs during 
regular working hours. In such cases, employees may be requested to work overtime. When 
possible, Stimson will try to let employees know in advance of a mandatory overtime assignment. 

 
Nonexempt employees receive overtime pay in accordance with federal and state wage and hour 
regulations, which generally require that hours worked in excess of 40 in a single workweek be 
paid at one-and-one-half times the regular hourly rate. For purposes of determining overtime 
hours worked, the Company’s designated seven-day workweek is Sunday at 12:00 a.m. through 
Saturday at 11:59 p.m. 

 
Overtime eligibility is based on the number of hours an employee actually works. For this reason, 
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time off for sick leave, vacation, holiday and other paid or unpaid leaves of absence are not 
considered hours worked for the purpose of calculating overtime pay. 

 
A supervisor must approve and authorize overtime before the time is worked. Employees working 
unauthorized overtime may be subject to disciplinary action up to and including termination of 
employment. Likewise, an employee who fails to work scheduled overtime without an acceptable 
excuse may be subject to disciplinary action up to and including termination of employment. 

 
Compensatory time off (“comp time”) in lieu of overtime pay is not permitted for nonexempt 
employees, although approval may be granted in certain cases for flexing of work hours within a 
given seven-day workweek. 

 
PAYDAYS AND PAY PERIODS 

 
Stimson paydays occur on the 10th and the 25th of each month. Pay for the period that runs from 
the first through the 15th of the month is issued on the payday that occurs on the 25th of that 
month. Pay for the period that runs from the 16th through the end of the month is issued on the 
payday that occurs on the 10th of the following month. 

 
If a regularly scheduled payday falls on a non-workday, such as a weekend or holiday, employees 
will be paid on the last workday before the regularly scheduled payday. 

 
Stimson offers Direct Deposit as the preferred method of issuing employees’ pay. Employees who 
select direct deposit will have the funds deposited directly into their bank accounts rather than 
receiving a live paycheck. At any time, employees may view their electronic pay statements 
through Stimson’s Ultipro system. Employees who do not wish to take advantage of the direct 
deposit may opt to receive a live check. 

 
PAYROLL DEDUCTIONS 

 
Stimson is legally required to make certain deductions from every employee’s pay. These legally 
required withholdings may include federal, state and local taxes as appropriate, in addition to 
Social Security taxes. Stimson contributes to each employee’s Social Security by matching the 
amount of Social Security taxes deducted from the employee’s compensation. 
Stimson is also required to honor writs of garnishment and child support orders, if applicable. 

 
In some cases, and only to the extent allowed under applicable state law, Stimson may take pay 
setoffs from employees’ paychecks to recoup a debt or obligation the employee may have to 
Stimson or to others. 

 
Employees who have questions concerning any deductions from their pay or how their pay is 
calculated should contact the Payroll Department. 

 
ADMINISTRATIVE PAY CORRECTIONS 

 
Stimson takes all reasonable steps to ensure that employees receive the correct amount of pay 
for each pay period and that employees are paid on the scheduled payday. In the unlikely event 
that there is an error in the amount of pay an employee receives, the employee should promptly 
advise their supervisor who will work directly with the Payroll Department so that the discrepancy 
can be corrected as quickly as possible. 
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SECTION 4 - GENERAL WORKING STANDARDS 
 

WORK SCHEDULES 
 

Work schedules for employees vary throughout the Company. Supervisors will advise employees 
of their specific work schedules. Staffing needs and operational demands may require variations 
in starting and ending times, as well as variations in the total hours that may be scheduled each 
day and week. 

 
PERSONAL APPEARANCE 

 
Stimson expects employees to reflect an appropriate business image to customers, suppliers, and 
visitors. Employees’ dress, grooming, and personal cleanliness standards all contribute to that 
image. Therefore, while Stimson has no formal dress code, it expects employees to dress in a 
manner consistent with good hygiene, safety, and the requirements of the position they work in. 
Employees who have questions about what type of attire is acceptable should consult with their 
supervisor for guidance. Where required, Stimson will make reasonable accommodation with 
regard to the personal appearance policy when feasible. 

 
Employees who work on or near machinery and equipment must not wear loose clothing, 
necklaces, chains, bracelets, or other jewelry that could become caught in the equipment. 
Likewise, long hair must be pulled back to prevent it from becoming caught in equipment. 
Supervisors are authorized to exercise their discretion in determining whether clothing, jewelry, 
hairstyles, or other attire or accessories are safe and appropriate for the work being performed. 

 
TOBACCO-FREE POLICY 

 
In accordance with tobacco-free workplace laws, and in keeping with Stimson’s intent to promote 
a safe, pleasant, and healthful atmosphere for employees, clients, customers, vendors, and 
visitors, Stimson maintains a “tobacco-free” policy prohibiting tobacco use of any kind throughout 
the workplace, except in specifically designated outdoor areas. This policy applies to all 
employees, contractors, clients, customers, vendors, and visitors, and includes all tobacco 
products, vaping, e-cigarettes, and the use of smokeless or “spit” or chew tobacco. 

 
OPEN DOOR POLICY / SUGGESTIONS 

 
Stimson is committed to providing the best possible working conditions for employees. Part of this 
commitment includes encouraging an open and frank atmosphere in which any problem, 
complaint, suggestion, or question receives a timely response from Stimson supervisors and 
management. 

 
Employees who disagree with established rules of conduct, policies, or practices, or who have 
other concerns they wish to raise, can express their concerns with any supervisor, manager, or 
the Human Resources Department. Employees will not be penalized, formally or informally, for 
voicing a complaint with Stimson in a reasonable, professional manner, or for using the 
EthicsPoint Hotline (1-855-238-1686). 

 
Any employee who believes that a condition of employment or a decision affecting the employee 
is unjust or inequitable should present the problem to their supervisor. If the supervisor is 
unavailable or the employee believes it would be inappropriate to discuss the issue with that 
person, the employee may also present the concern to any other member of management or to 
the Human Resources Department. 
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Not every issue can be resolved to everyone's satisfaction every time, but only through 
understanding and discussion of mutual problems can employees and management develop 
confidence in each other. This confidence is important to the operation of an efficient and 
harmonious work environment, and it contributes to ensuring everyone's success. 

 
This policy is intended to encourage open and productive discussion; nothing in this policy is 
intended to limit or restrict employees’ rights to engage in protected concerted activity. 

 
CONTINUOUS IMPROVEMENT 

 
Stimson employees have the opportunity to contribute to the Company’s future success and 
growth by submitting suggestions for practical work-improvement or cost-savings ideas. 

 
All Stimson employees are empowered and expected to participate in Continuous Improvement 
efforts. 

 
Continuous Improvement is an idea that will benefit Stimson by solving a problem, reducing costs, 
improving operations or procedures, enhancing customer service, eliminating waste, or making 
Stimson a better or safer place to work. 

 
All suggestions should contain a description of the problem or condition to be improved, a detailed 
explanation of the solution or improvement, and the reasons why it should be implemented. If you 
have questions or need advice about your idea, contact your supervisor to discuss. 

 
Employees should submit their suggestions to their direct supervisor, local management or 
directly to the Officers of the Company. Stimson will inform employees of the status of their 
suggestions as soon as practicable. 

 
CHANGES IN PERSONAL INFORMATION 

 
In order to help Stimson keep records and benefit program information up-to-date and accurate, 
employees are responsible for updating any changes to their personal information in Stimson’s 
human resources software, Ultipro, including: 

 
• Name changes 

• Changes in marital status 

• Address changes 

• Changes to telephone number(s) and email addresses 

• Adding or removing dependents 

• Changes to beneficiaries for certain benefits such as life insurance and retirement 
benefits 

• Changes in the number of income tax withholding exemptions 

• Changes to emergency contact information 
 

Employees who are unable to access Ultipro or need assistance updating their information should 
contact the Human Resources Department. 
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PROTECTING PERSONAL INFORMATION 
 

Stimson Lumber Company safeguards personal employee information in its possession to ensure 
confidentiality. Additionally, the Company will only collect personal information required to pursue its 
business operations and to comply with government reporting and disclosure requirements. 
Personal information collected by the company includes employee names, addresses, telephone 
numbers, e-mail addresses, emergency contact information, EEO data, social security numbers, 
date of birth, employment eligibility data, benefits plan enrollment information, which may include 
dependent personal information, and school/college or certification credentials. Occasionally, the 
company may have medical information related to a requested leave of absence, work related injury 
or illness, or request for job accommodation. 

 
Personal employee information is treated as confidential and shared only as required and with those 
who have a need to have access to such information. All hard copy records will be maintained in 
locked, secure areas, with access limited to those who have a need for such access. Personal 
employee information used in business system applications will be safeguarded under company 
electronic transmission and intranet policies and security systems. Participants in company benefit 
plans should be aware that personal information will be shared with plan providers as required for 
their claims handling or record keeping needs. 

 
Company-assigned information, which may include organizational charts, department titles and staff 
charts, job titles, telephone directories, e-mail lists, company facility or location information and 
addresses, is considered by Stimson Lumber to be proprietary company information to be used for 
internal purposes only. The company maintains the right to communicate and distribute such 
company information as it deems necessary to conduct business operations. 

 
If an employee becomes aware of a material breach in maintaining the confidentiality of their 
personal information, the employee should report the incident to their Supervisor or a representative 
of the human resources department or Privacy Officer. The incident will be investigated and, if 
appropriate, Stimson will take corrective action. Please be aware that a standard of reasonableness 
will apply in these circumstances. Examples of the release of personal employee information that 
will not be considered a breach include the following: 

 
• Release of partial employee birth dates, i.e., day and month is not considered confidential 

and may be shared with department heads who elect to recognize employees on such dates. 
• Personal telephone numbers or e-mail addresses may be distributed to department head or 

supervisors in order to facilitate company work schedules or business operations. 
• Employee identifier information used in salary planning, review processes and for 

timekeeping purposes will be shared with department heads or supervisors. 
• Employee’s company anniversary or service recognition information will be distributed to 

appropriate department heads periodically. 
• Employee and dependent information may be distributed in accordance with open enrollment 

processes for periodic benefit plan changes or periodic benefits statement updates. 
• Doctor’s statements may be reviewed in the course of business by a department head, 

supervisor, or human resources representative for the purposes of reviewing a leave of 
absence request or request for accommodation in the job. 

 
Stimson Lumber complies with the Health Insurance Portability and Accountability Act of 1996 
(HIPAA) with regard to the handling of all health information. All supervisors and managers are 
required to receive training on Stimson’s HIPAA policies. 

 
Finally, Stimson takes a proactive stance to prevent the inadvertent disclosure of employee 
information by implementing the following practices: 
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• Undertake periodic audits of record-keeping processes to evaluate the safeguarding of 
employee records. 

• Shred all discarded employee information, including information on temporary workers, 
contract employees and former employees. 

• Secure physical records and limit access to employee information to those with a legitimate 
business need. 

• Employ trained IT professionals to ensure security of network servers and evaluate the 
systems used to manage e-mail, Internet use, etc. 

• Designate someone to handle legitimate inquiries for employee information. Require a 
signed release from employees before verifying any information and confirm only the 
information that is needed. 

• Collect only essential personal information from employees. 
• Use the Social Security Number Verification Service through the Social Security 

Administration to ensure accuracy of employee Social Security numbers. 
• Avoid using Social Security numbers as a form of identification for employees. 
• Request health insurance carriers to use different numbers (rather than Social Security 

numbers) on health insurance cards. 
 

ACCESS TO PERSONNEL FILES 
 

Stimson maintains personnel records for each employee, which may contain applications, written 
evaluations, performance management documents, correspondence, and other information 
pertinent to employment. Individuals who supervise an employee, Human Resources, or any 
manager involved in potential transfer or promotional consideration may review an employee’s 
personnel file from time to time. 

 
Employees can review their personnel files (except for any material exempt from disclosure under 
state law) by making advance arrangements with the Human Resources Department. Stimson will 
provide copies of personnel records or files as required by law, but the employee may be asked to 
reimburse the Company for the reasonable cost of providing copies. 

 
PERSONAL RELATIONSHIPS AND RELATIVES IN THE WORKPLACE 

 
Stimson does not discriminate against job applicants or employees solely based on a family 
relationship to a current or former Stimson employee. However, because of the inherent conflict of 
interest and because of the disruption it may create, it is Stimson’s policy not to allow family 
members or individuals involved in a close personal (dating or romantic) relationship to work in a 
supervisory-subordinate relationship. This means Stimson will not place an individual in a position 
of exercising supervisory authority over a member of the individual’s family or over an employee in 
a close personal relationship with that individual, and neither will it place an employee in a 
position of being subject to supervision by a member of the employee’s family or a person with 
whom the employee shares a close personal relationship. 

 
For purposes of this policy, a relative is defined as any person who is related to the employee by 
blood or marriage, or whose relationship with the employee is similar to that of a relative, including 
a spouse or domestic partner, child, sibling, parent, aunt, uncle, niece, nephew, grandparent, or 
grandchild. A close personal relationship is one that may be reasonably expected to lead to the 
formation of a consensual "romantic" or sexual relationship. This policy applies to all employees 
regardless of their gender, gender identity, or sexual orientation. 

 
No employee may occupy a position in which they are reporting to or supervising a relative or an 
individual with whom they have a close personal relationship. Stimson also reserves the right to 
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take appropriate action if an actual or potential conflict of interest arises involving relatives or 
individuals involved in a close personal relationship who occupy positions at any level (higher or 
lower) in the same line of authority that might affect the review of employment decisions. 

 
If two people who are in a reporting situation described above subsequently develop a relative 
relationship or a close personal relationship, the employees must immediately notify their direct 
manager and the Human Resources Department. In some cases, Stimson may be able to 
reassign employees or restructure positions to eliminate potential concerns. 

 
If there is a situation where a conflict or the potential for conflict arises because of the relationship 
between employees, even if there is no line of authority or reporting involved, the employees may 
be separated by reassignment or terminated from employment. Regardless of positions, any 
employees who are in a close personal relationship must refrain from public displays of affection 
or excessive personal conversation at work. 

 
Stimson seeks to foster a working environment in which people treat each other with respect and 
trust, regardless of family or other workplace relationships. Management will address on a case- 
by-case basis instances in which workplace relationships may lead to a conflict of interest, an 
appearance of favoritism, or concerns about potential discrimination or harassment. 

 
VISITORS IN THE WORKPLACE 

 
To better protect the safety and security of employees as well as Stimson property and facilities, 
only authorized visitors are allowed in the workplace. Restricting unauthorized visitors helps 
maintain safety standards, safeguard employee and customer welfare, protect equipment and 
confidential information against theft, and reduce potential distractions and disturbances. 
All visitors should enter Stimson facilities at the main entrance designated for each site. Once 
authorized, visitors will generally be escorted to their destination. Employees who host outside 
visitors are responsible for the visitors’ conduct and for taking steps to ensure the visitors’ safety. 
All visitors to mill sites must wear proper protective equipment. 

 
Employees should notify a supervisor immediately if they see an unauthorized person on the 
premises and, if appropriate, may direct the visitor to the main entrance. 

 
PERFORMANCE MANAGEMENT 

 
Stimson believes that the best communications about job performance happen on an informal, 
day-to-day basis. Performance evaluation at Stimson is an ongoing, informal process consisting 
of regular communications between employees and supervisors. Supervisors should ensure they 
are providing frequent, meaningful, and helpful feedback. Any time an employee desires 
additional feedback or has questions about their performance, they should reach out to their 
supervisor to discuss. 

 
Stimson may award merit-based pay adjustments in recognition of employee performance. These 
adjustments may be based on numerous factors, including overall performance, the amount of 
time since the employee’s last increase, and the employee’s pay relative to other similarly situated 
employees. 

 
Positive performance feedback does not guarantee increases in pay, promotions, or continued 
employment. 
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INCLEMENT WEATHER AND EMERGENCY CLOSINGS 
 

There may be times when emergencies, such as severe weather, fires, power failures, or 
earthquakes, may disrupt Stimson’s normal business operations. In extreme cases, these 
circumstances may require that Stimson close a work facility. 

 
If Stimson makes the decision to close the facility, all employees who are affected by the closure 
will be notified. Nonexempt or hourly employees who have reported to work before the decision to 
close will be paid for time worked or a minimum of two hours, whichever is greater. 

 
When a facility is officially closed due to emergency conditions, the time off from scheduled work 
will be unpaid. However, employees may request to use available vacation time for the day(s) 
missed. 

 
If Stimson is not officially closed during an emergency or inclement weather, employees are 
expected to report to work if they can do so safely. Employees’ safety is of primary importance. If 
an employee is unable to report to work due to inclement weather, the employee should follow the 
regular attendance reporting rules to notify Stimson of the absence. Employees who follow the 
call-in procedure may choose to use available vacation for the time missed or may discuss the 
possibility of make-up time on a later date. 

 
There may also be some situations in which Stimson asks employees who work in essential 
operations to work on a day when Stimson is officially closed due to an emergency. In these 
circumstances, those employees who work will receive their regular pay. 

 
JOB POSTING 

Stimson’s goal is to fill employment vacancies with the most qualified applicants, whether recruiting 
internally or externally. Stimson’s job posting practices provide employees with the opportunity to 
indicate their interest in open positions and to advance within Stimson according to their skills, 
experience, and performance record. In general, Stimson posts all regular, full-time job openings, 
although there may be instances in which Stimson does not post any particular opening. Job posting 
is a way to inform employees of openings and to identify qualified and interested applicants who 
might not otherwise be known to the hiring manager. Stimson may also use other recruiting sources 
to fill open positions when it is in the best interest of the Company. 

 
Job applicants are considered without regard to race, color, gender, sexual orientation, gender 
identity, religion, age, national origin, marital status, physical or mental disability, genetic 
information, application for workers’ compensation benefits, use of statutory protected leave, 
veteran or military status, or any other status protected by applicable federal, state or local 
laws. 

 
When a job cannot be filled from within a department, Stimson will generally post it to the entire 
Company. Employees can find job openings on the Stimson website and through the kiosks in 
every mill location. Normally, a job will remain posted for at least 5 days. Each job posting notice 
will include the job title, department, location, job summary, and qualifications (required skills and 
abilities). 

 
To be eligible to apply for a posted job, an employee generally must have performed competently 
for at least six months in their current position, must have completed their introductory period, and 
may not be subject to a Performance Plan or unresolved corrective action. On occasion, business 
needs may permit employees to transfer or apply for a position before reaching the six-month 
mark. In these cases, a member of management will notify employees that they are eligible to 
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apply. Employees may only be considered for jobs for which they possess the required skills, 
competencies, and qualifications. 

 
Employees may apply for open positions through the Stimson website, where they may list job- 
related skills and accomplishments. Employees should also describe how their current experience 
with Stimson and prior work experience and/or education qualifies them for the position. 

 
Stimson recognizes the benefit of developmental experiences and encourage employees to talk 
with their supervisors about career plans. Stimson also encourages supervisors to support 
employees' efforts to gain experience and advance within Stimson. 

 
After an employee applies for a job, their supervisor may be contacted to verify performance, skills, 
and attendance. 

 
EMPLOYEE REFERRALS 

 
Stimson encourages employees to identify friends or acquaintances who are interested in 
employment opportunities and to refer qualified outside applicants for posted jobs. Applicants will 
have the opportunity to identify on their application the Stimson employee who referred them. 

 
Stimson offers bonuses to employees who refer a candidate after the candidate is hired and has 
successfully completed 90-days of service. Bonus amounts vary based on the hired position and 
are offered at Stimson’s discretion. 

 
 

WORKPLACE SEARCHES, INSPECTIONS AND MONITORING 
 

Stimson is committed to maintaining a work environment that is free of illegal drugs, marijuana, 
alcohol, firearms, explosives, and other materials improper for the workplace. Stimson prohibits 
the possession, transfer, sale or use of such materials on our premises. 

 
Stimson reserves the right to conduct security inspections in the workplace and to conduct 
searches related to investigations of potential violence, drugs, alcohol, or other inappropriate 
items in the workplace. 

 
Stimson may provide employees with desks, lockers, and other storage devices for the 
employees’ convenience, but these are always the sole property of Stimson. Accordingly, Stimson 
may inspect them along with any items that are inside of them. Authorized individuals may 
conduct an inspection at any time, with or without prior notice. 

 
Stimson may conduct workplace monitoring to help ensure quality control, employee safety, 
security, and customer satisfaction. 

 
The computer equipment and systems and Internet access that employees use are always 
Stimson’s property. Moreover, Stimson reserves the right to monitor activities on its computers 
and equipment. Employees should have no expectation of privacy while using Stimson 
computers, telephones, internet, and other equipment. Stimson also reserves the right to retrieve 
and read any computer files or data that are composed, sent, saved, stored, or received through 
Stimson’s Internet connections or on Stimson’s computer systems. 

 
Stimson may conduct video surveillance of non-private workplace areas. Stimson uses video 
monitoring to identify safety concerns, maintain quality control, detect theft and misconduct, and 
discourage and prevent acts of harassment and workplace violence. Because Stimson is sensitive 



August 2022 Page 22 Employee Handbook  

to the legitimate privacy rights of employees, workplace monitoring is always done in a lawful and 
respectful manner. 
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SECTION 5 - CONDUCT STANDARDS 
 

SUSTAINABLE FORESTRY INITIATIVE® (SFI) 
 

At Stimson Lumber Company, our obligation is to produce wood products while protecting the other 
forest resources such as fish, wildlife, clean air and clean water for this and future generations. 
That’s why Stimson is committed to the Sustainable Forestry Initiative® (SFI) program. Stimson 
participates in the SFI program and follows the current SFI Forestry Management Standard and 
Fiber Sourcing Standard principles. 
 
The following SFI Principles apply to the current SFI Forest Management Standard and the current 
SFI Fiber Sourcing Standard. These SFI Principles are supported by additional mandatory 
requirements including more specific objectives, performance measures and indicators. 

 
Sustainable Forestry. To practice sustainable forestry means meeting the needs of the present 
while promoting the ability of future generations to meet their own needs by practicing a land 
stewardship ethic that integrates reforestation and the managing, growing, nurturing and harvesting 
of trees for useful products, and for the provision of ecosystem services such as the conservation of 
soil, air and water quality, and quantity, climate change adaptation and mitigation, biological 
diversity, wildlife and aquatic habitats, recreation and aesthetics. 

 
Forest Productivity and Health. To provide for regeneration after harvest and maintain the 
health and productive capacity of the forest land base, and to protect and maintain long-term soil 
health and productivity. In addition, to protect forests from economically, environmentally or 
socially undesirable impacts of wildfire, pests, diseases, invasive species, and other damaging 
agents and thus maintain and improve long-term forest health and productivity. 

 
Protection of Water Resources. To protect and maintain the water quality and quantity of water 
bodies and riparian areas, and to conform with forestry best management practices to protect water 
quality, to meet the needs of both human communities and ecological systems. 

 
Protection of Biological Diversity. To manage forests in ways that protect and promote biological 
diversity, including animal and plant species, wildlife habitats, ecologically and culturally important 
species, threatened and endangered species (i.e., Forest with Exceptional Conservation Values) and 
native forest cover types at multiple scales. 

 
Aesthetics and Recreation. To manage the visual impacts of forest operations and to provide 
recreational opportunities for the public. 

 
Protection of Special Sites. To manage lands that are ecologically, geologically or culturally 
important in a manner that takes into account their unique qualities. 

 
Legal Compliance. To comply with applicable federal, provincial, state and local forestry and 
related environmental laws, statutes, and regulations. 

 
Research. To support advances in sustainable forest management through forestry research, 
science and technology. 

 
Training and Education. To improve the practice of sustainable forestry through training and 
education programs. 
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Community Involvement, Social Responsibility and Respect for Indigenous Rights. To 
broaden the practice of sustainable forestry on all lands through community involvement, socially 
responsible practices and through recognition and respect of Indigenous Peoples’ rights and 
traditional forest-related knowledge. 

 
Transparency. To broaden the understanding of forest certification to the Forest Management 
Standard by documenting certification audits and making the findings publicly available. 

 
Continual Improvement. To continually improve the practice of forest management and to monitor, 
measure and report performance in achieving the commitment to sustainable forestry. 

 
Responsible Fiber Sourcing. To use and promote sustainable forestry across a diversity of 
ownership and management types in the United States and Canada that is both scientifically credible 
and socially, environmentally, and economically responsible and to avoid sourcing from controversial 
sources both domestically and internationally.  

 
EMPLOYEE CONDUCT AND WORK RULES 

 
To ensure orderly operations and provide the best possible work environment, Stimson expects 
employees to follow rules of conduct that will protect the interests and safety of all employees and 
Stimson. 

 
Stimson employees are expected to be ethical in their conduct and exhibit high personal integrity. 
Stimson’s continued success depends on the Company’s ability to earn the continued trust and 
confidence of its customers. 

 
Stimson expects all employees to conduct business in accordance with the letter, spirit, and intent 
of all relevant laws, and not engage in any illegal, dishonest, or unethical conduct. 

 
Employees are expected to abide by all departmental rules whether written or issued orally by a 
supervisor. No employee will be required to follow the directive of a supervisor if the conduct 
would violate any federal, state, or local laws, rules, or regulations. 

 
Although it is not possible to list all the forms of behavior that are considered unacceptable at 
work, the following are some examples of conduct that may result in disciplinary action, up to and 
including termination of employment: 

• Leaving the work site during the work shift without permission 

• Using offensive, abusive or threatening language 

• Using tobacco on company premises outside designated areas 

• Theft or inappropriate removal or possession of property 

• Falsification of timekeeping records 

• Working under the influence of alcohol, marijuana, or illegal drugs 

• Possession, distribution, sale, transfer, or use of alcohol, marijuana, or illegal drugs in the 
workplace, while on duty, or while operating employer-owned vehicles or equipment 

• Fighting or threatening violence in the workplace 

• Boisterous or disruptive activity in the workplace 

• Negligence or improper conduct leading to damage of employer-owned or customer- 
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owned property 

• Insubordination or other disrespectful conduct 

• Violation of safety or health rules 

• Failing to promptly and accurately report an unsafe condition, safety incident and/or injury 
 

• Sexual or other unlawful or unwelcome harassment or discrimination 

• Possession of dangerous or unauthorized materials, such as explosives or firearms, in the 
workplace 

• Excessive absenteeism or any absence without notice 

• Unauthorized absence from the employee’s workstation during the workday 

• Unauthorized use of telephones, mail system, other Stimson-owned equipment, or work 
time 

• Unauthorized disclosure of business secrets or confidential information 

• Violation of personnel policies 

• Unsatisfactory performance or conduct 

• Use of cell phones and electronic devices in prohibited areas 

• Purporting to represent Stimson in public forums without authorization 
 

A disciplinary violation may stem from a performance, attendance or behavior problem, and may 
be minor, serious or major in nature. Depending on the specific violation(s), oral and/or written 
warnings may be implemented or, if warranted in the opinion of Stimson, the employee may be 
placed on a performance improvement plan, suspended or immediately terminated, at the 
Company’s discretion. As employment with Stimson is at-will, either you or Stimson has the right 
to terminate the employment relationship, with or without cause or advance notice, at any time.3 

WORKPLACE ETIQUETTE AND COMMUNICATIONS 
 

Stimson expects all employees to treat one another with respect and to foster teamwork and 
collaboration. Communications between employees at all levels should be courteous, respectful, 
and professional. When employees are talking about each other, words and tone are very 
important. Keep in mind that gossip about individuals and rumors of any kind are contrary to 
Stimson’s standards for communication. 

 
Sometimes issues can arise when employees are unaware that their behavior at work is disruptive 
or annoying to others. Very often, these day-to-day issues can be addressed by politely talking with 
co-workers to bring the perceived problem to their attention. 

 
In most cases, common sense will dictate an appropriate resolution. Stimson encourages all 
employees to keep an open mind and graciously accept constructive feedback or another 
employee's request for you to change your behavior, because it may be affecting that person's 
ability to concentrate and be productive. 

 
The following are some workplace etiquette guidelines and suggestions to help employees be 
more conscientious and considerate of their co-workers and the work environment. These are not 
necessarily intended to be hard-and-fast work rules with disciplinary consequences. Employees 

 
 

3 Stimson employees employed in Montana are not “at will,” but may terminate the employment relationship at any time or 
may be terminated at any time by the Company for any lawful reason.
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with comments, concerns, or suggestions about workplace etiquette should contact their supervisor, 
manager, or Human Resources. 

• Try to minimize unscheduled interruptions of other employees while they are working. 

• Be conscious of how voices can travel and try to avoid talking loudly on the phone or to 
others in open areas. 

• Keep socializing during work times to a minimum and try to conduct conversations in 
areas where the noise will not be distracting to others. 

• Refrain from using inappropriate language (swearing) that others may overhear and find 
offensive. 

• Avoid discussions of personal life/issues in public conversations that can be easily 
overheard. 

• Employees should clean up after themselves and avoid leaving behind waste or discarded 
papers. 

Nothing in this policy or Handbook is intended to restrict employees’ rights to engage in 
protected concerted activity. 

 
SOCIAL MEDIA POLICY 

 
Social media includes all means of communicating or posting information or content of any sort on 
the Internet, including but not limited to an employee’s or someone else’s website or blog, social 
networking web bulletin board or chat room. Employees should follow these guidelines when 
referring to Stimson or its employees: 

• Be honest and accurate; 

• Maintain the confidentiality of Stimson’s proprietary information. Proprietary information 
includes information regarding sales, revenue, profits, or other internal business-related 
confidential information or communications; 

• Do not violate Stimson’s standards that prohibit discrimination, harassment, retaliation, or 
violence; 

• Employees should make clear that they do not speak on behalf of the Company unless 
specifically authorized to do so; 

• Do not post images or other content that may constitute a violation of law; 

• Avoid posting information that may be libelous, defamatory, or slanderous. 

Nothing in this policy or Handbook is intended to restrict employees’ rights to engage in protected 
concerted activity. 

 
WORKPLACE SAFETY 

 
Consistent with its commitment to provide a safe and healthful work environment for employees, 
customers, and visitors, Stimson has established a workplace safety program. This program is a 
top priority at Stimson. The success of the program depends on the attention and personal 
commitment of everyone at Stimson. 

 
Stimson provides information to employees about workplace safety and health issues through 
regular internal communication channels. These may include team meetings, bulletin board 
postings, TV monitors, memos, or other written communications. Employees are expected to 



August 2022 Page 27 Employee Handbook 

 

 

exercise sound judgment and safe practices in their work habits and to always keep in mind the 
safety and welfare of guests, fellow employees, and themselves. 

 
Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult 
to replace. When using Stimson property, employees are expected to exercise care, perform 
required maintenance, and follow all operating instructions, safety standards, and guidelines. 
Employees should notify their supervisors if any equipment, machines, tools, or vehicles appear 
to be damaged, defective, or are in need of repair. Prompt reporting of damages, defects, and the 
need for repairs could prevent deterioration of equipment and possible injury to employees or 
others. Supervisors can answer any questions about employees’ responsibility for maintenance 
and care of equipment or vehicles they use on the job. 

 
The improper, careless, negligent, destructive, or unsafe use or operation of equipment or 
vehicles, as well as excessive or avoidable traffic and parking violations, may result in disciplinary 
action, up to and including termination of employment. 

 
Employees and supervisors receive periodic workplace safety training, which covers potential 
safety and health hazards as well as safe work practices and procedures to eliminate or minimize 
risk. Stimson also has Safety Committees at each mill which are composed of groups of 
volunteers from various areas of the mill. The purpose of the Safety Committee is to provide 
direction, support, and reinforcement to the Stimson safety program, and to ensure a safe and 
healthy work environment through the participation and involvement of all employees. 

 
Some of the best safety improvement ideas come from employees. Employees who have ideas, 
concerns, or suggestions for how to improve safety in the workplace are encouraged to share with 
their supervisors, a site Safety Specialist, or any member of the Safety Committee team. 

 
Employees must promptly report any unsafe condition to the appropriate supervisor. Violation of 
Stimson’s safety standards, causing a hazardous or dangerous situation, or failing to report or, 
where appropriate, remedy such situations may result in disciplinary action, up to and including 
termination of employment. Stimson will not tolerate any retaliation against employees for making 
a safety report or expressing concerns about workplace safety. 

 
REPORTING WORKPLACE INCIDENTS 

 
Employees must promptly report all safety incidents, including near-misses, property damage, 
safety concerns, and injuries, no matter how minor they may appear, to a supervisor so that an 
investigation can be completed. Generally, employees will be asked to complete an incident 
report with their supervisor and/or the Safety Specialist. 

 
In the event of an injury, prompt reporting can ensure that employees are able to seek medical 
care, if necessary, as well as ensure that Stimson is able to comply with any legal requirements 
and timely initiate insurance and workers’ compensation benefits procedures. Failure to promptly 
report a workplace injury may result in delay or denial of workers’ compensation benefits, and 
failure to report an injury, accident, incident, or near-miss may lead to disciplinary action up to and 
including termination of employment. 

 
 

RETURN TO WORK AFTER INJURY / MODIFIED WORK 
 

In the event that an employee is injured on the job, Stimson generally will attempt to bring the 
employee back to work as soon as it is practicable and safe to do so. Whenever possible, 
Stimson endeavors to provide temporary modified work, according to the restrictions and 
instructions from the employee’s medical provider, while the employee prepares to return to 
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regular responsibilities; however, this may not always be possible depending on the work 
available and the specific limitations. 

 
Employees must notify Stimson immediately of any changes to their work release or restrictions. 
Failure to report restrictions, or to notify Stimson of a modified release to work, may lead to 
disciplinary action up to and including termination of employment. All modified jobs are temporary 
in duration unless Stimson has granted an ongoing accommodation for a disability. The modified 
release will be re-evaluated by the employee’s medical provider on a pre-determined schedule, 
with follow up by the Human Resources Department. 

 
DISTRACTED DRIVING 

 
All employees who drive on Company business are expected to conduct themselves in a safe and 
lawful manner, to obey all traffic laws and posted speed limits, and avoid distractions while 
driving. Stimson prohibits any actions while driving that may interfere with the driver’s ability to 
operate the vehicle safely. Such distractions may include eating, putting on make-up, or taking off 
a jacket. Use of hand-held cellular phones while driving is prohibited, although employees may 
use “hands-free” devices when it is safe and lawful to do so. For more information about cellular 
phone use in vehicles, please see the Cell Phone Use While Driving policy contained in this 
Handbook. 

 
If a driver must engage in an activity that may distract from driving, the driver should find a safe 
location to pull off the road and stop the vehicle before proceeding with the activity. 

 
WORKPLACE VIOLENCE 

 
All individuals in the workplace are expected to treat others with courtesy and respect at all times. 
Stimson is committed to maintaining a work environment free from intimidation, threats, or 
violence. To that end, Stimson has a zero-tolerance policy regarding violence in the workplace, 
including, but not limited to, intimidating, threatening, or hostile behaviors; physical abuse; 
fighting; horseplay; vandalism; arson; sabotage; use of weapons; carrying weapons of any kind 
onto Company property; or any other act which management in its discretion determines to be 
threatening, violent, or potentially dangerous to others. Stimson prohibits firearms, weapons, and 
other dangerous or hazardous devices and substances on its premises without proper 
authorization. This policy applies to employees, including supervisors and temporary employees, 
guests, or any person on the premises, including the parking areas. 

 
Employees who feel they have been subjected to any of the behaviors listed above (including 
threats or violence by employees, customers, vendors, solicitors, or anyone else in the workplace) 
are requested to promptly report the incident to their supervisor, to any other member of 
management, or to any member of the Human Resources Department. Employees should be as 
specific and detailed as possible when reporting an incident or policy violation. Complaints will be 
fully investigated, and the identity of the person who made the report will be protected to the 
extent practical. To maintain workplace safety and the integrity of its investigation, Stimson may, 
in its discretion, suspend an employee with pay, pending investigation. 

 
Similarly, employees who observe or have knowledge of any violation of this policy or who 
encounter any suspicious persons or activities should immediately report it to their supervisor, to 
any other member of management, or to any member of the Human Resources Department. 
Employees should not place themselves in danger or try to intercede in a dangerous or violent 
situation. Employees are empowered to contact the proper law enforcement authorities without 
first informing management if they believe an imminent threat to safety exists. 
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If Stimson believes it has reason to suspect a violation of this policy, it may determine that a 
search of personal property at the worksite, including personal vehicles, should be conducted. In 
the event the Company decides to conduct a search or inspection of an employee's personal 
property, the search may be done with or without notice to the affected employees. Any illegal and 
unauthorized articles discovered may be turned over to law enforcement representatives. Any 
employee who refuses to submit to a search or is found in possession of prohibited articles will be 
subject to disciplinary action, up to and including termination of employment. 

 
Stimson encourages any employee who finds themselves in a dispute with another employee to 
discuss it with their supervisor or the Human Resources Department before the situation 
escalates into potential violence. 

 
Any employee who violates Stimson’s workplace violence policy may be subject to disciplinary 
action, up to and including termination of employment. 

 
DRUG AND ALCOHOL USE AND TESTING 

 
Stimson is committed to maintaining a drug-free, healthy, and safe workplace. Employees are 
expected to report to work in a mental and physical condition that enables them to perform their 
jobs in a safe manner. Stimson has a zero-tolerance policy that prohibits the improper use, abuse, 
possession, distribution, manufacture, dispensation, purchase, transfer, or sale of alcohol, 
controlled substances (i.e., any drug or substance that is not legally obtained), or illegal drugs by 
employees when on work time, on duty, or on Company premises. For purposes of this policy, 
marijuana, cannabinoids, and marijuana products are considered a controlled substance and 
illegal drug. Employees must not report for duty, be on Company premises, operate Company 
equipment, or represent the Company while under the influence of alcohol, illegal drugs or 
controlled substances. 

 
When an employee’s lawful use of an over-the-counter or prescription drug may impact their 
reactions or judgments or prevent the employee from performing the essential functions of their 
job in a safe or efficient manner, the employee must immediately advise his or her immediate 
supervisor or the Human Resources Department. Stimson reserves the right to request medical 
certification to determine whether a prescription or over-the-counter drug impairs judgment, 
coordination or other functions important to safe and productive work performance. Any medical 
certification obtained will be treated as confidential, in compliance with all applicable laws. 
Stimson also prohibits the sharing or trading of lawfully-obtained prescription medications with 
others. 

 
The unlawful manufacture, distribution, possession, or use of a controlled substance are serious 
offenses that may carry sanctions under federal, state, and local laws. In Montana, for example, 
serious violations may lead to fines up to $50,000 and life in prison. 

 
Stimson is committed to regularly educating and providing information to employees about the 
health and workplace safety risks associated with the use of controlled substances and alcohol. 
Information will periodically be posted on mystimson.com, and employees who have questions 
about substance dependency or abuse are strongly encouraged to use the resources of the 
Employee Assistance Program (EAP). 

 
An employee in need of assistance with a drug- or alcohol-related problem is encouraged to bring 
the matter to the attention of their immediate supervisor or another member of management 
before the problem negatively impacts the employee’s job. In such circumstances, Stimson will 
support an individual’s desire to obtain treatment for alcohol and/or drug related problems and can 
provide assistance or referrals to appropriate community resources. In such situations, when an 
employee comes forward before substance abuse has resulted in disciplinary action, Stimson will 
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grant appropriate leave for treatment in accordance with applicable laws. It is the employee’s 
personal responsibility to seek assistance from the EAP before a disciplinary action is 
necessitated by problems with the employee’s judgment, performance, or behavior. 

 
On occasions when alcoholic beverages are served in conjunction with certain business or social 
events related to Stimson business, employees who drink alcohol must do so responsibly and 
continue to comply with all Stimson policies, including those prohibiting discrimination, 
harassment, and/or retaliation. 

 
Employees who have knowledge of possible violations of this policy should report their concerns 
to their immediate supervisor, the Plant Manager, or any Human Resources representative. 

 
Stimson reserves the right to inspect and search all Stimson property, as well as any employee’s 
personal property on Company premises, for alcohol, controlled substances or illegal drugs. 

 
Stimson also reserves the right to conduct drug or alcohol testing as allowed under applicable 
laws, including when, in its discretion, management concludes that there may be reason to 
believe an employee is impaired by drugs or alcohol. Job applicants and employees may be 
asked to provide samples (urine, saliva, breath) for the purpose of drug and/or alcohol testing. 

 
Testing positive for drugs, refusal to submit to testing, failure to cooperate in the testing process, 
or adulteration of or tampering with samples may result in rejection of a job applicant, or, in the 
case of employees, in disciplinary action up to and including termination of employment. 

 
Stimson may test for the following controlled substances: marijuana, cocaine, amphetamines, 
opiate drugs, phencyclidine (PCP), and alcohol. A blood alcohol concentration of .04 or higher is 
considered a positive test. 

 
Consistent with applicable state laws, individuals may be tested and the results reported to the 
designated personnel in the following circumstances: 

 
• Pre-employment Testing: Stimson’s job offers to applicant finalists are conditioned upon 

satisfactorily passing a pre-employment drug test. 
 

• Reasonable Suspicion Testing: In the event that Stimson has reason to believe that an 
employee’s faculties are impaired on the job resulting from the use of a controlled 
substance or alcohol consumption, it will conduct an investigation. As part of the 
investigation, Stimson may require a drug or alcohol test, at the Company’s expense, for 
the purpose of establishing whether the employee is impaired by drugs and/or alcohol. 
Examples of reasonable suspicion include, but are not limited to, the odor of alcohol on the 
breath, lapses in performance, inability to respond to questions, and physical symptoms 
demonstrating impairment by alcohol or drugs. Stimson will comply with the supervisory 
training requirements set forth in 49 CFR, part 382.603. 

 
• Post-Accident/Incident Testing: If Stimson has reason to believe that an employee’s act 

or failure to act is a direct or proximate cause of a work-related accident that has caused 
death or personal injury (including to the employee themselves), or significant property 
damage, the employee may be required to submit to a test. 

 
• Random Testing: At management’s discretion, drug testing may be conducted on a 

random basis. The Company contracts with a third-party agency to randomly select 
employees for testing and to administer the random testing process that includes an 
established calendar period for testing and an established testing rate within the calendar 
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period. All supervisory and managerial employees are included in the selection and testing 
process. Stimson will maintain in each employee’s personnel file a signed statement 
acknowledging receipt of a written description of the random selection process. 

 
The collection, transport, and confirmation testing of urine samples will be performed in 
accordance with 49 CFR part 40, and the collection, transport, and confirmation testing of 
nonurine samples will be at least as stringent as the requirements of 49 CFR part 40. Collection 
will require split specimens, chain of custody, and confirmation of all screened positive results 
using mass-spectrometry technology. Stimson will have any positive results reviewed by a 
medical review officer who is trained in the field of substance abuse. An employee or applicant will 
have the opportunity to provide notification to the medical review officer regarding any medical 
information that is relevant to interpreting test results, including information concerning 
prescription or nonprescription drugs used. Breath alcohol tests will be administered by a certified 
breath alcohol technician and may only be conducted using approved test equipment. 

 
Stimson will provide employees with a copy of their final test report, whether positive or negative. 
The employee may request an additional test of the split-sample to be conducted by an 
independent laboratory of the employee’s choice. If the additional test from the split-sample is 
negative, Stimson will pay for the additional test, however if it is positive, the employee will pay for 
the additional test. Employees will have the opportunity to rebut or explain the results of any test. 

 
All information, interview reports, statements, memoranda, and test results are confidential 
communications that may not disclosed to anyone except: (1) the tested employee; (2) the 
designated representative of the employer; or (3) in connection with any legal or administrative 
claim arising out of Stimson’s implementation of this policy or in response to inquiries relating to a 
workplace accident involving death, physical injury, or property damage in excess of $1,500, 
when there is reason to believe that the tested employee may have caused or contributed to the 
accident. Information obtained through testing that is unrelated to the use of a controlled 
substance or alcohol must be held in strict confidentiality by the medical review officer and may 
not be released to the employer. 

 
ATTENDANCE AND PUNCTUALITY 

 
Stimson expects employees to be reliable and punctual by reporting for work on time and as 
scheduled. When employees are absent or late, it places a burden on other employees and can 
impact productivity and service. In the rare instances when an employee cannot avoid being late 
or is unable to work as scheduled, the employee should notify their supervisor as soon as possible 
so that appropriate arrangements can be made. 

 
Because unplanned absences can be disruptive to work, a poor attendance record or excessive 
tardiness may lead to disciplinary action, up to and including termination of employment. 

 
Call-in Requirements 

 
Employees who will be absent from or late to work for any reason must personally notify their 
direct supervisor as soon as possible but no less than one (1) hour before the start of their 
scheduled shift unless an unforeseeable event or an emergency prevents the employee from 
giving advance notice. In the case of an unforeseeable event or emergency, employees must 
personally notify their direct supervisor as soon as they are able to do so safely. Notice of the 
employee’s absence from a spouse, parent, or other person is not acceptable, unless an 
emergency prevents the employee from personally contacting their direct supervisor. When 
reporting out for work, employees must provide an explanation as to why they are unable to 
attend work, and must leave a phone number where they can be reached. Notifying the Company 
of an absence or tardiness does not excuse the absence or tardiness. Upon request, employees 
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must furnish proof satisfactory to the Company to substantiate the reason for an absence or 
tardiness. Any employee who knowingly falsifies information relating to an absence will be subject 
to disciplinary action, up to and including termination of employment. 

 
Employees who fail to call in and fail to report to work may be subject to disciplinary action, up to 
and including termination. 

 
CONFLICTS OF INTEREST 

 
The successful operation and reputation of Stimson is built on principles of fair dealing and ethical 
conduct. The Company’s continued success depends on retaining customers’ trust, and Stimson 
is dedicated to preserving its reputation for integrity and excellence. Employees have a duty to 
Stimson and its customers to act in a way that will merit the continued trust and confidence of the 
public. 

 
Stimson complies with all applicable laws and regulations, and it expects its employees to conduct 
business in accordance with the letter, spirit, and intent of all relevant laws and to refrain from any 
illegal, dishonest, or unethical conduct. Business dealings that create an actual or potential conflict 
between the interests of Stimson and an employee are unacceptable. Stimson recognizes the 
right of employees to engage in activities outside of their work with Stimson which are of a private 
nature and unrelated to Stimson’s business. However, the employee must disclose any possible 
conflicts so that Stimson may assess and prevent potential conflicts of interest from arising. 

 
Although it is not possible to specify every action that might create a conflict of interest, this policy 
sets forth the ones that most frequently present problems. If an employee has any questions 
about whether an action or proposed course of conduct would create a conflict of interest, the 
employee should immediately contact the Human Resources Department. 

 
All transactions with firms outside Stimson must be conducted within the framework established 
and controlled by the executive level of Stimson. Business dealings with outside firms should not 
result in unusual gains for those firms. "Unusual gains" refers to bribes, product bonuses, special 
fringe benefits, unusual price breaks, and other windfalls designed to ultimately benefit the firm, 
the employee, or both. Promotional plans that could be interpreted to involve unusual gain require 
specific executive-level approval. 

 
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 of the employee as a 
result of business dealings with Stimson. For the purposes of this policy, “relative” means any 
person who is related by blood or marriage, or whose relationship with the employee is similar to 
that of persons who are related by blood or marriage. The potential for personal gain is not limited 
to situations where an employee or relative has a significant ownership in a firm with which 
Stimson does business. Personal gains can also result from situations where an employee or 
relative receives a kickback, bribe, substantial gift, or special consideration as a result of a 
transaction or business dealings involving Stimson. 

 
The mere existence of a relationship with outside firms does not create a presumption of a 
conflict. However, if an employee has any influence on transactions involving purchases, 
contracts, or leases, it is imperative that the employee disclose this fact to an officer of Stimson as 
soon as possible. By alerting Stimson to the existence of any actual or even a potential conflict of 
interest, safeguards can be established to protect all parties and avoid the appearance of 
impropriety. 

 
Violation of this policy, including failure to disclose a potential conflict, may result in disciplinary 
action, up to and including immediate termination, and may lead to legal action where appropriate. 
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Gratuities/Gifts 

 
To avoid an actual or apparent conflict of interest and the need for employees to examine the 
ethical considerations of accepting gifts from vendors, suppliers, customers, applicants for 
employment, potential vendors, potential suppliers, or others, Stimson has adopted a no-gift 
policy. Employees are prohibited from accepting gifts of any kind, including but not limited to food 
and beverages, entertainment, and tangible items from vendors, suppliers, customers, potential 
employees, potential vendors or suppliers, or any other individual or organization in connection 
with the employee’s employment with Stimson, whether on or off the work premises. 

 
Exceptions to this policy include promotional items such as t-shirts, pens, coffee mugs, notepads, 
and similar tokens that are distributed at conferences, training events, seminars, trade shows, and 
other public events and which are offered broadly to event attendees. Exceptions may also 
include donations that Stimson may receive for employee events such as company picnics and 
which Stimson authorizes as raffle prizes or other giveaways. 

 
Where feasible, gifts that arrive for employees from vendors should be returned. If it is not feasible 
to return the gift, Stimson management will determine whether it may be appropriate to raffle the 
gift to all employees, or how the gift should be used. Gifts of food items that arrive to Stimson, 
whether during the holiday season or otherwise, belong to the entire staff even if addressed to a 
single employee. Food gifts should be shared and distributed to staff in a central worksite location, 
with email notice to employees. Under no circumstances should an employee ever take a food gift 
home unless authorized by a manager. 

 
Any employee who has questions about Stimson’s gift policy or who needs guidance on whether 
they should accept a particular gift should consult with their supervisor, a purchasing manager, or 
the Human Resources Department. 

 
OUTSIDE EMPLOYMENT 

 
Stimson employees may hold outside jobs as long as they can satisfactorily perform their jobs at 
Stimson and meet Stimson’s scheduling demands. 

 
All employees are held to the same standards of performance and scheduling expectations, 
regardless of any outside jobs. If Stimson determines that outside work is impacting an 
employee’s performance or the ability to meet the Company’s requirements, which may change 
over time, the employee may be asked to terminate the outside job in order to remain employed at 
Stimson. 

 
Outside work activities are prohibited when they: 

• Prevent an employee from fully performing the work for which they are employed at Stimson, 
including overtime assignments; 

• Constitute a conflict of interest, including when they involve organizations that conduct or seek 
to conduct business with Stimson or actual or potential vendors or customers; or 

• Violate provisions of law or Stimson’s policies or rules. 
 

Employees may not receive any income or material gain from individuals outside Stimson for 
materials the employees produce or services they render while performing their duties at Stimson. 

 
From time to time, Stimson employees may be required to work beyond their normally scheduled 
hours. Employees must perform this work when requested. In cases of conflict with any outside 
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work activity, the employee’s obligations to Stimson must be given priority. Employees are hired 
and continue in Stimson’s employ with the understanding that Stimson is their primary employer 
and that any other employment or commercial involvement in conflict with the business interests 
of Stimson is prohibited. 

 
CONFIDENTIALITY AND NON-DISCLOSURE 

 
In the course of their work at Stimson, employees may have access to confidential information 
and the Company may require that certain employees, by the nature of their assignment, sign a 
non-disclosure agreement as a condition of their employment. Regardless of such individual 
agreements, all Stimson records and information relating to Stimson or its customers, clients, 
suppliers, consultants, employees, and vendors are confidential, and employees must treat such 
information accordingly. Client nondisclosure agreements, whether written or implied, must be 
honored at all times, and client information must remain confidential. Employees who, because of 
the nature of their work, have access to other employees’ personnel information should follow 
Stimson’s policies, exercise discretion, and share such information only on a need-to-know basis. 

 
All written or electronic materials related to Stimson’s business that come into an employee’s 
possession in the course of their employment, even if the employee creates such materials, are 
the property of Stimson. All employees are responsible for protecting the confidentiality of 
proprietary information and trade secrets of Stimson. No Stimson or Stimson-related information, 
including, without limitation, documents, notes, files, records, client lists, proposals, marketing 
information and strategies, research and development strategies, pricing information, technical or 
operational information, drawings, cost data or writings about methods, techniques or processes 
of any sort used by Stimson, oral information, computer files, or similar materials may be removed 
from Stimson’s premises without permission from Stimson, except in the ordinary course of 
performing duties on behalf of the Company. Additionally, the contents of Stimson records or 
information otherwise obtained in the course of business may not be disclosed to anyone, except 
where required for a business purpose. 

 
Employees must not disclose any confidential information, purposefully or inadvertently (i.e., 
through casual conversation), to any unauthorized person inside or outside Stimson. Employees 
who are unsure about the confidential nature of specific information should consult with their 
supervisor or the Human Resources Department for clarification. Stimson considers security 
breaches to be very serious offenses; employees may be subject to disciplinary action, up to and 
including termination of employment, and even potential legal action, for knowingly or 
unknowingly revealing confidential information. 

 
COMPUTER, E-MAIL, PHONE AND MAIL SYSTEMS USE 

 
Stimson may give employees access to computers, computer files, the email system, and software 
to be used in performing their work. Employees should not access a file, or retrieve any stored 
communication without authorization, and should never use anyone else’s password. To ensure 
that employees comply with this policy, computer and email usage may be monitored. 

 
Consistent with its commitment to maintain a workplace that is free of discrimination and 
harassment and respectful of all employees, Stimson prohibits the use of computers and the 
email system in ways that are disruptive, disrespectful, threatening or offensive to others. 
Employees may not display, download, email, or otherwise distribute sexually explicit or 
discriminatory images, messages, or cartoons. Other examples of unacceptable computer usage 
include (but are not limited to) ethnic slurs, racial comments, off-color jokes, or any other content 
that violates Stimson’s anti-discrimination, anti-harassment, and anti-retaliation policies. 
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Incidental and occasional personal use of e-mail is acceptable during an employee’s own time; 
however, employees should have no expectation of privacy when using Stimson computers, email, 
or internet access. During paid time, e-mail is to be used in an efficient and productive manner. 
Employees may not use email to solicit others for commercial ventures, religious or political causes, 
outside organizations, or other nonbusiness matters, or in any manner which interferes with their 
own work or the work of others, including e-mail chain letters and bulk or unsolicited e-mail. 

 
At all times, e-mail is to be used in accordance with the best professional behavior and in a 
manner that is courteous, responsible, and lawful. Employees are prohibited from intentionally 
exposing themselves or anyone else to any material that is unlawful, threatening, obscene or 
otherwise offensive to others. Stimson’s conduct, anti-discrimination, and anti-harassment 
standards apply to e-mail use, and the Company reserves the right to monitor all e-mail use by 
employees to ensure compliance with Stimson policies. All e-mail that is composed, transmitted, 
or received via Stimson’s computer systems is considered to be part of the Company’s official 
records, which means it may be subject to disclosure to law enforcement or other third parties. 
Therefore, employees should always ensure that the business information contained in Internet 
email messages and other transmissions is accurate, appropriate, ethical, and lawful. 

 
Stimson purchases and licenses the use of various computer software for business purposes and 
may not own the copyright to this software or its related documentation. Absent authorization from 
the software developer, Stimson may not have the right to reproduce the software for use on more 
than one computer. Employees may only use software on local area networks or on multiple 
machines according to applicable software license agreements. Stimson prohibits the illegal 
duplication of software and its related documentation. Any employee who learns of a violation of 
this policy should promptly notify their supervisor, the IT Department, or any member of 
management. 

 
Stimson telephones are intended for business use, and employees are not permitted to make 
long-distance or toll calls from Stimson’s phones. Personal calls should be kept to aminimum. 

 
It is not acceptable to use Stimson postage or metering for personal mail; the postage is intended 
for official business-related mail only. 

 
If you have any questions, please consult with the Human Resources Department. Violation of this 
policy may result in disciplinary action, up to and including termination of employment. 

 
INTERNET USE 

 
Stimson may provide employees with Internet access to assist them in the performance of their 
jobs. Stimson internet is intended to be used for job-related activities. Incidental and occasional 
brief personal use is permitted; however, employees should have no expectation of privacy when 
using Stimson Internet service or equipment. 

 
Like emails, all Internet data that is composed, transmitted, or received via Stimson’s computer 
systems is considered to be part of the Company’s official records and thus may be subject to 
disclosure to law enforcement or other third parties. 

 
The equipment, services, and technology that employees use to access the Internet are always 
the property of Stimson. Stimson reserves the right to monitor Internet traffic and to retrieve and 
read any data that is composed, sent, or received through its online connections or stored on its 
computer systems. 

 
Stimson strictly prohibits employees from composing, transmitting, accessing, or receiving via the 
Internet any content that could be considered discriminatory, offensive, obscene, threatening, 
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harassing, intimidating, or disruptive to others. Examples of unacceptable content include (but are 
not limited to) sexual comments or images, racial slurs, gender-specific comments, or other 
comments or images that could reasonably be considered discriminatory on the basis of race, 
color, gender, sexual orientation, gender identity, religion, age, national origin, marital status, 
physical or mental disability, genetic information, application for workers’ compensation benefits, 
use of statutory protected leave, veteran or military status, or any other characteristic protected by 
applicable federal, state or local laws. 

 
Stimson does not allow the unauthorized use, installation, copying, or distribution of copyrighted, 
trademarked, or patented material on the Internet. 

 
Employees whose Internet usage violates Stimson policies are subject to disciplinary action, up to 
and including termination of employment. Employees may also be held personally liable for any 
violations of this policy. 

 
The following are examples of some actions and activities that violate Stimson’s Internet policy 
and could result in disciplinary action up to and including termination of employment: 

• Sending or posting discriminatory, harassing, or threatening messages or images, or 
emails that are offensive or in poor taste 

• Using Stimson’s time and resources for personal gain 

• Stealing, using, or disclosing someone else's code or password without authorization 

• Copying, pirating, or downloading software and electronic files without permission 

• Sending or posting confidential material, trade secrets, or proprietary information outside 
of the Company 

• Sending or posting messages or material that could damage Stimson’s image or 
reputation 

• Participating in the viewing or exchange of pornography or obscene materials 

• Sending or posting messages that defame or slander other individuals 

• Attempting to break into the computer system of another organization or person 

• Refusing to cooperate with a security investigation 

• Sending or posting chain letters, solicitations, or advertisements not related to business 
purposes or activities 

• Using the Internet for political causes or activities, religious activities, or any sort of 
gambling 

• Jeopardizing the security of the organization's electronic communications systems 

• Passing off personal views as representing those of Stimson 

• Sending anonymous email messages 

• Engaging in any other illegal activities 
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CELL PHONE USAGE 
 

Company Provided Cell Phones 
 

Stimson provides cellular telephones to some employees as business tools. The phones are 
provided to assist employees in communicating with management and other employees, clients, 
and other business-related contacts. Cell phones are primarily intended for business-related calls; 
however, occasional, brief personal use is permitted within reasonable limits. Employees should 
have no expectation of privacy when using a Stimson-provided cellular phone, and Stimson may 
review cell phone usage detail. 

 
Business-related use of cell phones in the manufacturing facilities may be authorized by 
management. Safety is always the primary concern. Radios should be the primary method of 
communication; however, when radios are unavailable, cell phone communication may be 
permitted. 

 
Personal Cell Phones 

 
While at work, employees are expected to exercise discretion in using personal cellular phones. 
Personal calls during work hours can interfere with employee productivity and safety and can be a 
distraction to others. Employees should make any personal calls during breaks and meal periods 
and should also ensure their family and friends are aware of Stimson’s policy. 

 
In the event of an emergency situation that requires someone outside of Stimson to contact them, 
employees should obtain approval from their supervisor before having their personal cell phone in 
the manufacturing facility. Texting is never permitted on the manufacturing facility floor. Stimson is 
not responsible for and does not assume liability for the loss of any personal cell phone or other 
electronic device an employee brings to the workplace. 

 
Cell Phone Use While Driving 

 
All employees who drive while on Stimson business are required to follow applicable laws related 
to cell phone use. Stimson prohibits all drivers from using handheld cell phones, texting devices, 
and other hand-held electronic devices while driving. Employees may not hold a device or 
manually compose, send, read, view, play, or browse emails, texts, photos, videos, music, or 
other electronic data while driving. 

 
Employees should always avoid distractions while driving. Where permitted by law, Bluetooth, 
voice-activated, or other hands-free technology may be used to listen to music or other media, 
activate GPS or driving directions, and speak on the phone while driving, provided that the 
employee can do so safely; however, if the employee cannot use hands-free technology safely or 
if doing so will distract from driving, the employee should find a safe place to pull over or park the 
vehicle before using any device. 

 
WORK-RELATED TRAVEL 

 
Generally, employees are paid for time spent traveling during the workday on approved Stimson 
business, even if that travel extends outside of normal business hours. Employees do not receive 
pay for commute time between home and work. 

 
Special rules apply for overnight travel, and the amount of pay may depend on the times of travel. 
Employees who travel overnight on Stimson business should consult with Human Resources for 
more information. 
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EXPENSES AND MILEAGE 

 
Stimson will pay, or reimburse, for actual and reasonable business expenses, including travel 
expenses, subject to advance approval from their Manager. 

 
Employees who use their personal vehicles for Stimson business purposes will be reimbursed for 
business-related miles at the current IRS rate. Only miles driven on Stimson business will be paid; 
commuting (i.e. the employee’s trip to work and home from work) each day is not reimbursed. The 
mileage reimbursement is intended to cover the cost of using a personal vehicle, including gas, 
insurance, maintenance, and repairs. No additional reimbursements are paid to employees for 
any of these costs, for any damage to an employee’s vehicle sustained while on Stimson 
business, or for any insurance deductibles as a result of any damages. Employees assume 
liability for their own personal vehicles at all times. 

 
SOLICITATION 

 
To minimize disruptions and maintain a harmonious environment, Stimson does not allow people 
who are not Stimson employees to solicit or distribute literature in the workplace at any time for 
any purpose. 

 
Stimson recognizes that its employees are often active and have interest in events and 
organizations outside work. However, it is also Stimson’s policy that employees may not solicit for 
or distribute literature about these activities during the employee’s or another person’s working 
time. (Working time excludes lunch periods, work breaks, or any other time when an employee is 
not "on duty" or scheduled to be working.) 

 
Following are some examples of the types of solicitation that are not allowed: 

• The collection of money, goods, or gifts for community groups 

• The collection of money, goods, or gifts for religious groups 

• The collection of money, goods, or gifts for political groups 

• The collection of money, goods, or gifts for charitable groups 

• The sale of goods, services, or subscriptions outside the scope of official Stimson 
business 

 
BULLETIN BOARDS 

 
Stimson bulletin boards are reserved for Company announcements and information and should 
not be used for any solicitation or other non-official communication. Employees should check the 
bulletin boards for the following: 

• Company announcements 

• Workers' compensation insurance information 

• State disability insurance/unemployment insurance information 

• Family and Medical Leave information 

• Wage and Hour information 

• Other legal notices 
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Mystimson.com is another great resource for employees to find news, announcements, and 
information about their employment, benefits, and more. The site is updated often, so employees 
should visit the site regularly to ensure they have access to important information. 

 
RESIGNATION / SEPARATION PROCEDURES 

 
Separation of employment is an inevitable part of the employment relationship, and many of the 
reasons for separation are routine. These are some of the most common circumstances for 
employment separations: 

• Resignation - voluntary employment separation initiated by an employee. 

• Discharge - involuntary employment separation initiated by Stimson, other than a 
reduction in workforce. 

• Reduction in Workforce - involuntary employment separation initiated by Stimson for non- 
disciplinary reasons. 

• Retirement - voluntary employment separation initiated by the employee. 
 

Since employment with Stimson is based on mutual consent, either you or Stimson has the right 
to terminate the employment relationship at will, with or without cause or advance notice, at any 
time.4 

 
Although there is no requirement that employees provide advance notice if they decide to 
voluntarily resign their employment with Stimson, doing so can reduce the impact on their co- 
workers and on productivity. As a courtesy, Stimson asks employees to provide a written notice of 
resignation at least two weeks in advance. 

 
When an employee’s employment ends, they will receive their final pay in accordance with 
applicable state law. Benefits are affected by termination in several ways. The employee may 
have the option to continue some benefits at the employee’s expense and will receive written 
notification regarding any benefits that may be continued and the terms, conditions, and 
limitations for continuing them. Employees also can find further information at mystimson.com. 

 
Return of Stimson Property 

 
Upon separation of employment from Stimson, whether voluntary or otherwise, employees must 
return all Stimson property, including but not limited to credit cards, vehicles, keys, tools, software, 
laptops, cell phones, written work materials or other written information, and any other items in 
their possession that belongs to Stimson. Failure to promptly return Stimson property upon 
separation of employment may lead to legal or other action to recover the property or the value 
thereof. 

 
Reinstatement and Rehire 

 
Employees who resign from Stimson in good standing may be eligible for re-employment 
consideration. Applications received from former employees will be considered and processed 
using the same procedures and standards that govern all other applicants. When a position 
becomes available, Human Resources and the hiring manager/supervisor will review the former 
employee's performance record and the circumstances surrounding his/her previous departure 
from the organization. Stimson is not obligated to rehire former employees unless required by law. 

 
 

 

4 Employees in Montana are not “at will,” but may terminate the employment relationship at any time or may be terminated at 
any time by Stimson for any lawful reason. 
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Prior Service Credit 
 

Employees who are rehired by Stimson within one year after their separation date will receive 
credit for prior time worked for the purposes of service anniversary and vacation pay eligibility. 
Employees who are rehired outside of the one-year window are considered newly-hired 
employees, except where legal requirements provide otherwise. 
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SECTION 6 - BENEFITS 
 

EMPLOYEE BENEFITS 

Stimson is proud to offer eligible employees a comprehensive benefit package, including medical, 
dental, vision, 401(k), profit sharing, life insurance, short- and long-term disability, employee 
assistance program, wellness program, and more. For information on plans, eligibility, enrollment, 
and pricing of employee benefits, see mystimson.com or inquire with Human Resources. 

 
 

EMPLOYEE ASSISTANCE PROGRAM 
 

Stimson offers an Employee Assistance Program to help employees and their immediate families 
navigate personal challenges that might impact their health, wellbeing, and/or work performance. 
Employees can visit mystimson.com for more information about this free and confidential benefit. 

 
HOLIDAYS 

 
Stimson has established paid observed holidays in order to provide employees time away from 
work for rest and relaxation throughout the year. 

 
This policy applies to all regular full-time, part-time, and introductory employees of the Company. 
Temporary employees are not eligible for paid holidays. 

 
Each calendar year, Stimson provides nine paid observed holidays. The Company reserves the 
right to amend the paid observed holidays on an annual basis. 

For the current Holiday Schedule, please refer to mystimson.com or SharePoint. 

Eligibility for Holiday Pay 

• Newly hired employees are eligible for holiday pay with no requirement of length of service. 

• Employees must be actively working or on other pre- approved “paid” status (e.g., vacation 
or sick time approved in advance) in order to be paid for a holiday. Regardless of pay status, 
time off without prior approval (for example, calling off sick or with an urgent time off request 
at the last minute) makes the employee ineligible for holiday pay the day before, after, or 
during their absence. 

 
Holiday Pay 

• Full-time employees receive holiday pay at the employee’s straight-time base rate as of that 
holiday, for eight hours. 

• Part-time employees receive holiday pay on a prorated basis, determined based on their 
typical weekly work schedule. 

• Paid time off for holidays is not counted as “hours worked” for purposes of determining 
overtime worked in the workweek. 

• If a Company-observed holiday falls during an employee’s vacation, the holiday will not be 
charged against vacation; the employee will receive holiday pay rather than vacation pay. 

• If an employee works on a Company paid holiday, they will receive pay at the rate of one and 
one-half times their regular hourly rate for the hours worked on the observed holiday, in 
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addition to holiday pay provided under this policy. Holiday hours actually worked are “hours 
worked” for the purpose of determining overtime worked in the workweek. 

 
Managers and supervisors are responsible for following this policy and ensuring that employees 
code holiday time in the time and attendance system appropriately and in a timely manner. 

 
VACATION PAY 

 
Stimson offers vacation time to allow employees to take paid time away from work for rest, 
recreation, personal business, emergencies, or holidays not observed by Stimson. 

 
This policy applies to all regular full-time and part-time employees of the Company who have 
completed their introductory period. 

 
The amount of paid vacation time employees receive each year increases with the length of their 
employment. The length of eligible service is calculated on the basis of a “benefit year”. A “benefit 
year” is defined as the twelve-month period that begins January 1st each calendar year. 
Following is a breakdown of that schedule: 

 
Vacation 

Years of Employment Weeks of Vacation per year 
In 1st through 4th calendar year of service 2 weeks 
In 5th through 9th calendar year of service 3 weeks 
In 10th and succeeding calendar years of service 4 weeks 

 
Employees’ vacation accruals increase at the beginning of the year in which they celebrate a 
milestone year of service (5th and 10th anniversary). For example, an employee who began 
working for Stimson on May 8, 2017 with two weeks of vacation per year will celebrate his/her fifth 
anniversary on May 8, 2022. The employee would receive the higher rate of vacation (three 
weeks) beginning January 1, 2022. 

 
For the purpose of applying vacation benefits, a week of vacation is equivalent to the average 
number of hours an employee is scheduled to work per week (maximum 40) and is paid at 
straight time. 

 
Example: An employee scheduled 32 hours per week earns two weeks or 64 hours of 
vacation. With a change to 40 hours per week as of August 1, their vacation bank is 
credited with prorated vacation time (8 additional hours per week x 2 weeks of vacation 
per year)/12 months) x 5 remaining months in the year = 6.67 hours). 

 
Newly Hired and Rehired Employees 

 
Most employees join the Company at a time other than the first working day after January 1, 
resulting in a partial year worked during their initial year of hire. Newly hired employees will be 
given a prorated amount of vacation based on their date of hire. 

 
Vacation time is not available until after completion of the 90-day introductory period. 

 
Rehired employees may qualify to receive credit for prior service for purposes of vacation accrual 
levels, if they are returning to work within one year of their exit from Stimson. 

 
Additional Guidelines 
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• Vacation may be taken in full-day or half-day (if business needs permit) increments. 
Employees should discuss their vacation requests as far in advance of their planned time off 
as possible, understanding that the time off may not be approved and they may need to 
change their plans. Pre-authorization of time is required prior to taking any vacation. 

• Except where required by applicable laws, vacation will not be paid in less than half-day 
increments, with the exception of allowing the use of partial accruals that occurred due to 
proration. Employees missing time of less than one half day must take this time unpaid. 

• Whenever possible, vacation will be scheduled according to the employee’s request and this 
policy will be applied consistently. However, on occasion there may be unique circumstances 
or business conditions that make it difficult to honor a vacation request (e.g. more than one 
employee requests the same period of time off or there is a sudden unplanned influx of 
business) and different positions, departments, and shifts may have restrictions for the 
granting of partial day vacation requests due to business requirements. 

• Vacation is paid at the current straight rate for the employee. Vacation time is not counted as 
“hours worked” when calculating overtime pay for work in excess of 40 hours in a workweek. 

• If an employee needs additional time, unpaid time is always subject to supervisor/manager 
approval. All available paid time should be used before any unpaid time is approved for the 
purpose of vacation. 

• Our policy is to encourage everyone to take vacation. Studies show time and again that 
people are healthier, more engaged, and more productive if they use their vacation time. For 
this reason, we do not allow employees to “carryover” vacation into the next calendar year. 
However, we allow employees who earn more than 2 weeks of vacation per year to receive a 
payout of their vacation bank at the end of the year, with the caveat that we will not pay out 
the first 2 weeks. The first two weeks of vacation accrual is on a “use it or lose it” basis and is 
forfeited if not used by December 31 of the year in which the employee earned the vacation. 
This is to encourage employees to take 2 weeks of vacation at a minimum. 

• An employee who resigns or is discharged forfeits unused vacation at the time of separation; 
vacation will not be paid out to the employee with their final pay. 

• An employee who retires from employment with the Company or any employee impacted by a 
business-initiated layoff or reduction in force will be paid for their accrued, unused vacation 
with their final pay. 

• Managers/Supervisors are responsible for following this policy and ensuring that employees 
understand any site-specific process for approving vacation time to ensure business 
continuity. 

• Managers/Supervisors are responsible for approving or denying vacation requests and for 
notifying employees in a timely manner of approval or denial. 

• Employees are responsible for requesting vacation in advance according to the 
supervisor/manager expectations. Employees are also expected to support the decision to 
deny a vacation due to business need. 

• Employees may view their balances and initiate time off requests within the time tracking 
system. Employees also must report all used vacation in the time and attendance system in a 
timely manner. 

 
SICK LEAVE – IDAHO AND MONTANA 
(SEE STATE-SPECIFIC SICK LEAVE POLICIES FOR OREGON AND WASHINGTON 
EMPLOYEES) 
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Except where state law provides otherwise, Stimson provides paid sick leave benefits, in one-hour 
increments, to eligible employees (regular full-time and regular part-time) for periods of temporary 
absence due to an employee’s own illness or injury, or that of their child, parent, or spouse. State 
laws determine who is eligible for paid sick leave, the amount of sick leave available to each 
employee, and additional reasons for which paid sick leave may be used. Oregon and 
Washington employees should consult the state-specific sick leave policies for more information 
about sick leave in their states. 

 
Except where state laws provide for different accruals, Stimson employees are entitled to 3 days 
of sick leave per calendar year. For Montana and Idaho employees, the sick leave bank is 
replenished on January 1 of each year. Employees hired after January 1 receive paid sick leave 
at a prorated amount after completing their 90-day introductory period. 

 
Except where state law requires otherwise, unused sick time does not carry forward into the next 
calendar year—any accrued, unused sick time is forfeited if not used by December 31. 

 
Additionally, any accrued and unused paid sick time is forfeited upon separation from Stimson 
and will not be paid, regardless of the reason for separation. 

 
Employees who are unable to report to work and wish to use sick leave should follow the regular 
call-in procedures as provided in this Handbook. Unless multiple days are approved in advance, 
employees must call-in each day they will be absent. If an employee is absent for three or more 
consecutive workdays due to illness or injury, Stimson may require a medical verification for the 
absence and, depending on the nature of the illness or injury, a release to return to work. 

 
Sick leave is paid at the employee’s base hourly rate at the time of the absence and does not 
include additional compensation such as incentives, commissions, bonuses, or shift differentials. 
Sick time does not count as “hours worked” for the purpose of calculating eligibility for overtime. 

 
Employees who have questions about sick leave should consult with their supervisors or the 
Human Resources Department. 

 
WORKERS’ COMPENSATION COVERAGE 

 
Stimson provides a comprehensive workers’ compensation insurance program which covers 
illness or injury sustained in the course of employment. The Company complies with all applicable 
state workers’ compensation laws and regulations. 

 
Costs for medical treatment for injuries and illnesses that occur in the course and scope of 
employment are usually covered by workers’ compensation insurance, and employees may be 
able to receive time loss benefits if the injury or illness prevents them from working. 

 
Any employee who injures themselves at work or suffers from a work-related illness must notify 
their supervisor promptly, regardless of how minor it might appear at the time. This is important 
so that Stimson can begin the necessary paperwork for workers’ compensation benefits and 
investigate the occurrence if necessary. Of course, in the event of an emergency, an employee 
should not wait to notify Stimson before seeking medical care; they should simply notify Stimson 
as soon as they are able, once they are safe. 

 
In the event that an employee is unable to work due to an on-the-job injury or workplace illness, 
workers’ compensation leave may run concurrently with other protected leave provisions, where 
permitted under applicable laws. 
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Workers’ compensation is intended to cover only work-related injuries and illnesses. Injuries 
sustained when an employee is off duty are not covered by the workers’ compensation system. 

 
CHARITABLE CONTRIBUTIONS 

 
Stimson may approve certain requests for the Company to make charitable contributions to 
qualifying 503(c)(3) exempt educational, civic, social service or amateur athletic organizations and 
programs. Contact the Human Resources Department or see MyStimson.com for more 
information. 

 
EDUCATION, TRAINING AND TUITION ASSISTANCE 

 
Stimson encourages employees to maintain and improve their job-related skills through formal 
education. It is Stimson’s goal to help employees enhance their potential to compete for jobs with 
the Company. As further described in the detailed Education, Training & Tuition policy, which is 
available on mystimson.com, Stimson will provide certain employees who have been with the 
Company for at least one year with tuition assistance for certain approved job-related formal 
education programs, such as seminars, CPE, CLE and other professional development courses 
that support Stimson’s mission and performance. An employee must work with their direct 
supervisor, manager, and an Officer to identify appropriate training programs and ensure 
compliance with Stimson policy. 

 
See the Education, Training & Tuition Policy on MyStimson.com for detailed eligibility 
requirements, information on required paperwork, assistance limits, requirements for successful 
course completion, and information about situations in which an employee may be responsible for 
repaying some or all of the tuition assistance provided. 

 
DEPENDENT SCHOLARSHIP PROGRAM 

 
A limited number of Scholarships are available each year to eligible dependent children of active 
Stimson employees who are either prior high school graduates who are age 26 or less or are 
graduating from high school during the current school year, with at least a 3.0 grade point 
average, and who plan to attend a four- year college or university or accredited community college 
or vocational school. There are two tiers of awards that can be granted. 

 
Tier 1: For those students who have been accepted to a four-year college or university, a $4,000 
award that is renewable for three years (total of four years) if a 2.7 grade point average is 
maintained. 

 
Tier 2: For those students who have been accepted to an accredited community college or 
vocational school, a $2,000 award that is renewable for one year (total of two years) if a 2.7 grade 
point average is maintained. 

 
Selection for the renewable award is made by the Oregon State Scholarship Commission. 
Students from all Company locations are eligible to apply. Review mystimson.com for detailed 
program information. 
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LEAVES OF ABSENCE 
 

Stimson complies with all applicable federal, state, and local laws relating to protected leave from 
work. The following brief descriptions describe the various types of leave that may be available to 
Stimson employees. 

 
When an employee qualifies for more than one form of leave at a time, the leave periods will 
generally run concurrently, where the laws allow. Because the leave laws are complex, please 
reference mystimson.com or contact the Human Resources Department for more detailed 
information about leave coverage and eligibility standards, at least 30 days in advance of the 
leave, or as soon as possible in the case of an emergency or unexpected need for leave. 

 
Employees may not be employed with any employer other than Stimson during a leave of absence. 
Outside employment during a leave of absence may result in immediate termination. Employees 
who provide false information and obtain leave fraudulently are subject to disciplinary action, up to 
and including termination of employment. 

 
FAMILY AND MEDICAL LEAVE 

 
Stimson recognizes that employees need support in balancing their work with personal and family 
responsibilities. As an employer with 50 or more employees in the United States, the Company is 
covered by the federal Family and Medical Leave Act of 1993 (FMLA) and complies with its 
provisions. As an employer with 25 or more employees in the State of Oregon, the Company is 
also covered under the Oregon Family Leave Act (OFLA) and complies with all provisions of 
Oregon law for the Company’s Oregon employees. Stimson’s Washington employees may be 
eligible for Washington Paid Family & Medical Leave (PFML) under Washington state law. 

 
The provisions of OFLA, FMLA, and PFML differ, but Stimson has adopted a single policy that 
complies with all three of these laws. These laws are complex, and this policy provides only a brief 
overview. Employees with questions about which laws apply to them in a particular situation 
should contact Human Resources. 

 
Eligibility for Leave 

 
Under FMLA, employees who have been employed for 12 months and have worked at least 1,250 
hours during the 12-month period immediately preceding their leave may be eligible for leave. 

 
Under OFLA, employees who have been employed for at least 180 days and have worked an 
average of 25 hours per week during the 180-day calendar period immediately preceding their 
leave may be eligible for OFLA leave. (The 25-hour requirement does not apply to OFLA parental 
leave—leave taken for bonding with and caring for a newborn child, newly adopted child, or newly 
placed foster child during the first year after birth, adoption, or placement.) 

 
Under Washington PFML, which is protected leave during which employees may receive from the 
Washington Employment Services Division payment of a portion of their regular earnings, 
employees who have performed at least 820 hours of work in the last year (an average of 16 
hours per week) for any employer(s) may be eligible for Paid Family & Medical Leave. 
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Whenever a leave is covered under both state and federal laws the leave entitlements run 
concurrently. 

 
Amount of Leave 

 
Generally, employees who experience a qualifying event are eligible for up to 12 weeks of leave 
in a 12-month leave year for FMLA, OFLA, and Washington PFML, although there are some 
situations in which employees may be entitled to additional leave under both OFLA and 
Washington PFML. Stimson measures the 12-month period using a rolling-backward 12-month 
leave year. Using this method, we look back over the last 12 months from the date of the request, 
add all OFLA/FMLA/PFML time the employee has used during the previous 12 months and 
subtract that total from the employee's 12-week leave allotment. 

 
Under OFLA, an eligible employee is entitled to more than 12 weeks of leave in a leave year in 
the following two circumstances: (1) a female employee who uses OFLA leave for a pregnancy 
disability may take an additional 12 weeks of OFLA leave for any OFLA-covered purpose in the 
same leave year; and (2) any employee who fully exhausts their 12 weeks of OFLA parental leave 
to bond with and care for a new child may take up to an additional 12 weeks of OFLA “sick child 
leave” (defined below). 

 
Under Washington PFML, an eligible employee may be eligible for up to 16 weeks of leave if they 
experience a personal medical event and a family care event in the same year, and a female 
employee who gives birth and experiences incapacity due to pregnancy may be eligible for as 
many as 18 weeks of leave. 

 
If more than one spouse of a married couple employed at Stimson requests family leave at the 
same time, in certain cases the Company may require that the leave be taken at different times, 
depending upon the reason leave is requested and Stimson’s business needs. 

 
Reasons for Leave 

 
Family and Medical leave may be used by an eligible employee for any of the following purposes: 

• To recover from or seek treatment for a serious health condition of the employee, as 
defined by the FMLA; 

• To care for an eligible family member with a serious health condition; 

• To bond with and care for a newborn child, newly adopted child, or newly placed foster 
child during the first year after the birth, adoption or placement (known as “parental 
leave”); 

• To care for an eligible child with a non-serious illness or injury requiring home care (“sick 
child leave” covered under OFLA only); 

• Absence to care for an employee’s child whose school or childcare provider has been 
closed in conjunction with a statewide public health emergency declared by a public health 
official (OFLA only); 

• To deal with the death of a family member by attending the funeral or alternative to a 
funeral of the family member; making arrangements necessitated by the death of the 
family member; or grieving the death of the family member. (Covered under OFLA only. 
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Up to two weeks of OFLA leave may be used for this purpose, to be completed within 60 
days of the date on which the employee receives notice of the death of a family member.) 

• To attend to certain qualifying exigencies related to a family member in the military or 
National Guard who is on active duty or called to active duty. FMLA and Washington 
PFML allow up to 12 weeks for this purpose, known as “qualifying exigency leave.” The 
Oregon Military Family Leave Act (OMFLA) allows eligible employees who have worked 
an average of 20 hours per week up to 14 days of leave per military deployment 
(notification of an impending call or order to active duty) of a spouse or registered same- 
sex domestic partner, or for the spouse’s or partner’s leave from deployment during a 
period of military conflict, to run concurrently with the 12-week OFLA entitlement. 

• To provide care to a family member or next of kin (nearest blood relative) who is a military 
servicemember with a serious illness or injury incurred or aggravated in the line of duty on 
active duty. (Covered under FMLA only, except where provisions of OFLA above also 
apply. FMLA allows up to 26 weeks of leave in a single 12-month period for this purpose.) 

 
Requesting Leave 

 
If leave is anticipated or foreseeable, employees must complete a leave request form and submit 
it to Human Resources at least thirty (30) days before the leave begins. If it is not possible to 
provide 30 days’ notice, employees must turn in the request form as soon as practicable. If it is an 
emergency (e.g., an unanticipated serious health condition or a child unexpectedly requiring home 
care), the employee or someone on the employee’s behalf must make an oral request as soon as 
possible, but no later than within 24 hours of the leave starting (OFLA) or within two business 
days of the leave starting (FMLA) and turn in the completed request form within 3 days of 
returning to work. Employees who are to undergo planned medical treatment are required to 
make a reasonable effort to schedule treatments and appointments in a manner that is least 
disruptive to the Company’s operations. 

 
For PFML, Washington employees will need to file a claim with the Employment Security 
Department in order to receive the paid leave benefits. Instructions and details can be found at: 
https://paidleave.wa.gov/. 

 

When Can Medical Certification be Required? 
 

Depending on the circumstances, when an employee is using FMLA or OFLA leave for their own 
serious health condition or that of a family member, Stimson may require the employee to provide 
a completed Medical Certification form supporting the need for leave. In such cases, the 
employee must provide a completed certification form, signed by the employee’s or the family 
member’s medical provider, within 15 days of the written request. Absent extenuating 
circumstances, failure to timely provide medical certification as requested may result in the 
absence being treated as unexcused under the Stimson’s attendance policy. 

 
For PFML, the Washington Employment Security Department may require documentation in order 
to approve the employee’s claim. 

 
A fitness-for-duty certificate indicating an employee’s ability to safely return to work may also be 
required if an employee has been incapacitated during the leave. 

https://paidleave.wa.gov/
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Employees using OFLA leave for the purpose of “sick child leave” to care for a child with a non- 
serious health condition requiring home care are not required to provide medical verification for 
the first three days of such leave in a 12-month period, but Stimson may require verification 
confirming the need for leave for every subsequent incident of sick child leave during the year. 

 
Employees who are determined to have obtained OFLA, FMLA, or PFML leave fraudulently are 
subject to disciplinary action up to and including termination of employment. 

 
Pay and Benefits on Leave 

 
Under PFML, Washington employees may be eligible to receive a partial wage replacement 
directly from the state—Stimson does not pay the employee during the leave. 

 
Leaves under FMLA and OFLA are unpaid, but an employee’s available paid leave runs 
concurrently with the OFLA and FMLA period, and an employee may use available vacation and 
paid sick time during the absence depending on the nature of the leave, short or long-term 
disability payments, and similar factors. In the absence of disability pay, once vacation and sick 
time are depleted, the balance of the OFLA/FMLA leave period is unpaid. 

 
During the leave, the Company will continue paying its usual share of the employee’s health 
insurance premium. The employee, however, is responsible for continuing to pay their own share 
of the monthly premium. If an employee is unable to return to work after they have exhausted their 
leave, group health coverage will cease and the employee will be offered the right to continue 
coverage at their own expense under federal law (COBRA). An employee who returns to work at 
the end of their leave will have their benefits fully restored unless such benefits have been 
eliminated or changed for similarly situated employees. 

 
Return from Leave 

 
At the end of the leave, normally the employee returns to their former position. If the former 
position no longer exists, the employee may return to an available equivalent position, if there is 
one. An “equivalent position” is one with equivalent pay, benefits, and hours but not necessarily 
the same work location or type of responsibilities. An employee’s right to return to work also may 
be affected by any transfer, layoff or termination action that would have occurred for business 
reasons unrelated to the leave. Employees are expected to promptly return to work when the 
circumstances that necessitated the leave end. 

 
BEREAVEMENT LEAVE 

 
In the unfortunate event of a death in the immediate family, Stimson generally provides 
employees with up to 24 hours of paid bereavement leave to attend a funeral, or alternative to a 
funeral, and make necessary arrangements. For purposes of this policy, an immediate family 
member includes a spouse, domestic partner, parent, parent of domestic partner, grandparent, 
grandparent-in-law, stepparent, parent-in-law, sibling, child, stepchild, child of domestic partner, or 
grandchild. 

 
Employees can request bereavement leave through their supervisor. Employees may, with the 
approval of their supervisor, use any available vacation for additional time off as necessary or as 
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may be allowed by applicable law in the jurisdiction where the employee works. Oregon 
employees may use paid sick leave for bereavement. 

 
Under OFLA, Oregon employees may take up to two weeks of bereavement leave to attend the 
funeral or grieve the family member who has passed away. The two weeks counts toward the 
employee’s total 12-week OFLA entitlement. 

 
JURY DUTY LEAVE 

 
Stimson encourages employees to fulfill their civic responsibilities by serving on jury duty when 
required. As soon as an employee receives a summons for jury duty, the employee should 
immediately provide a copy to their immediate supervisor. Such notice should be provided at least 
two weeks prior to the first day the employee is requested to report for jury duty. Stimson may 
request that an employee defer jury duty to another acceptable time if management is unable to 
release the employee due to operational difficulties or business necessity. 

 
Jury duty is unpaid leave for nonexempt employees; however, employees may use any available 
vacation pay. Exempt employees who work during a workweek when they also serve on jury duty 
will receive their full salary for that week. Documentation of jury duty may be required, and 
employees are expected to report to work when released or when the jury is not meeting during 
scheduled hours. 

 
WITNESS DUTY LEAVE 

 
Stimson provides witness duty time off to employees who receive a subpoena to testify in court. If 
an employee is summoned or otherwise requested to testify as a witness by Stimson, they will 
receive paid time off for the entire period of witness duty. 

 
Employees will be granted unpaid time off if they are subpoenaed to appear in court or an 
administrative forum as a witness by a party other than Stimson. Employees may use available 
vacation if they choose. 

 
MILITARY LEAVE 

 
Stimson complies with all applicable state and federal military leave laws. The Company grants 
military leaves of absence to employees who are absent from work because they are serving in 
the U.S. armed services or National Guard, in accordance with the Uniformed Services 
Employment and Reemployment Rights Act (USERRA) and related state laws. Employees are 
required to give their supervisor advance notice of upcoming military service or training, unless 
military necessity prevents advance notice or it is otherwise impossible or unreasonable. The 
military leave will be unpaid. However, employees may choose to use any available vacation for 
the absence. 

 
Employees who are on military leave for up to 30 days must return to work on the first regularly 
scheduled work period after service ends (allowing for reasonable travel time). Employees who 
are on military leave beyond 30 days must apply for reinstatement in accordance with USERRA 
and all applicable state laws. 

 
When employees return from military leave (depending on the length of military service in 
accordance with USERRA), they will be placed either in the position they would have attained if 
they had remained continuously employed, or in a comparable position. For the purpose of 
determining benefits that are based on length of service, employees who return from military 
leave will be treated as if they had been continuously employed. Employees who have questions 
about military leave should contact Human Resources for more information. 
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CRIME VICTIMS LEAVE AND DOMESTIC VIOLENCE LEAVE 

 
Oregon and Washington employees who are victims of domestic violence, sexual assault, 
harassment (Oregon), or stalking are eligible for domestic violence leave. While Montana and 
Idaho state laws do not provide for domestic violence leave, Stimson recognizes that employees 
may need time off from work for these reasons and will make every attempt to work with 
employees who need a personal or a medical leave. 

 
An Oregon employee who is a victim of domestic violence, harassment, sexual assault or 
stalking—or is the parent or guardian of a minor child or dependent who is a victim of domestic 
violence, harassment, sexual assault, or stalking—is eligible to take reasonable unpaid leave: 

 
• To seek legal or law enforcement assistance to ensure the health and safety of the 

employee or the employee’s minor children. This includes leave to prepare for and 
participate in related legal proceedings (criminal or civil); 

• to seek medical treatment or recover from injuries caused by domestic violence, 
harassment, sexual assault or stalking; 

• to obtain, or assist the employee’s minor child or dependent in obtaining, counseling from 
a licensed mental health care professional related to an experience of domestic violence, 
harassment, sexual assault or stalking; 

• To obtain services from a victim services provider for the employee or the employee’s 
minor child or dependent; 

• To relocate or take steps to secure an existing home to ensure the health and safety of the 
employee or the employee’s minor child or dependent. 

 
Washington employees who are victims of domestic violence, sexual assault, or stalking are 
permitted to take reasonable leave from work to take care of legal or law enforcement needs or to 
seek medical treatment, social service assistance, or counseling. Employees who are qualifying 
family members of victims (child, spouse, parent, parent-in-law, grandparent, or person whom the 
employee is dating) may also take reasonable leave to help the victim obtain treatment or seek 
services. 

 
The length of leave for victims of domestic violence, harassment, sexual assault, or stalking will 
depend on several factors. Where the leave is foreseeable, employees are required to provide 
Stimson with reasonable advance notice of the need for leave. Where the leave is unforeseeable, 
employees should give notice as soon as practicable. Stimson may require certification to support 
the leave and will keep the reason for the absence confidential. 

 
Leave taken for these purposes will not be counted against an employee under Stimson’s 
attendance policy. Employees may elect, but are not required, to use vacation or sick leave for 
this leave. 

 
Stimson will make reasonable safety accommodations that may be requested by an employee 
related to domestic violence, harassment, sexual assault, or stalking. Such accommodations may 
include modified schedule, leave from employment, changed work telephone number, changed 
workstation, installed lock, implemented safety procedure or other adjustments in response to 
actual or threatened domestic violence, harassment, sexual assault, or stalking. 

 
In addition to domestic violence leave, Oregon employees are entitled to crime victims’ leave, and 
may take unpaid leave or use available vacation or paid sick leave to attend criminal proceedings 
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if they or a covered immediate family member have suffered financial, social, psychological or 
physical harm as a result of a person felony. 

 
Stimson will not retaliate against any employee for requesting leave or reasonable safety 
accommodations due to domestic violence, harassment, sexual assault, or stalking. 

 
TIME OFF FOR VOTING 

 
Stimson encourages employees to fulfill their civic responsibilities by voting in elections. 
Generally, Stimson expects that employees will be able to vote either before or after work hour or 
by mail. However, if an employee cannot vote during their nonworking hours, Stimson will grant up 
to two hours of unpaid time off to vote. Because Oregon elections are conducted strictly by mail- 
in-vote, Oregon employees are not eligible to take time off to vote. 

 
In order to allow the Company to accommodate their absence, employees should request the time 
off from their supervisor at least two working days prior to an election day. Stimson may require 
documentation demonstrating that the employee voted during the time requested. 

 
 

PERSONAL LEAVES OF ABSENCE 
 

Employees may be eligible for an unpaid personal leave of absence for circumstances not 
covered by other leave provisions or vacation. Please refer to mystimson.com or contact the 
Human Resources Department for more information. 
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Questions? 

Employees who have questions about any provisions of this Handbook are encouraged to contact 
the Human Resources Department, Payroll Department, or their supervisors. 
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STIMSON LUMBER COMPANY 
EMPLOYEE HANDBOOK ACKNOWLEDGEMENT 

I acknowledge that I have received a copy of the Stimson Lumber Company Employee Handbook (the 
“Handbook”). The Handbook describes important information about the Company, and I understand and 
agree that it is my responsibility to read and familiarize myself with the provisions of the Handbook and any 
revisions made to it and to abide by the rules, policies and standards set forth in the Handbook. I agree that 
if there is any policy or provision in the Handbook that I do not understand or if I have any question not 
answered in the Handbook, I will seek clarification from a supervisor or any member of the Human 
Resources Department. I acknowledge that this Handbook and its contents supersede all other previous 
employee handbooks. 

 
I understand that the Handbook is not a contract of employment and does not guarantee employment for any 
particular term. I acknowledge that my employment with Stimson is “at will,” meaning that either the 
Company or I can terminate the relationship at any time, with or without cause, for any lawful reason.5 

 
I also acknowledge that, except for the policy of “at-will” employment, the terms and conditions set forth in 
this Handbook may be continually evaluated, amended, modified or rescinded at any time, provided such 
changes are in writing and approved by the Chief Executive Officer. All such changes will be communicated 
through official notices, and I understand that revised information may supersede, modify, or eliminate 
existing policies. No contract of employment may be created between Stimson and any employee, except as 
may otherwise be provided by express written agreement signed by the CEO. In addition, I understand that 
this Handbook summarizes Stimson policies and practices in effect on the date of publication. I understand 
that nothing contained in the Handbook may be construed as creating a promise of future benefits or a 
binding contract with Stimson for benefits or for any other purpose. 

 
I have read, understand and support the Company’s anti-discrimination, anti-harassment, reasonable 
accommodation, and anti-retaliation policies. I recognize that all employees, supervisors and managers are 
prohibited from engaging in discriminatory, harassing or retaliatory conduct. I acknowledge that if I witness or 
experiences misconduct, there is a complaint procedure, and I will report such misconduct to my supervisor, 
to any member of management, or to any member of the Human Resources Department. 

 
I understand that I have a duty as an employee to maintain the confidentiality of all records and business 
information of the Company, that I may not disclose such information unless authorized to do so, and that 
this confidentiality obligation extends beyond the period of my employment with the Company. 

 
Please sign, date and return this Acknowledgment to the Human Resources Department. 

 
 
 

Employee's Signature 

Employee's Name [printed] 

Date 

 
 
 
 
 

 

5 Company employees employed in Montana are not “at will,” but may terminate the employment relationship at 
any time or may be terminated at any time by the Company for any lawful reason. 
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