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[bookmark: _Toc180578942]Welcome from the President

I am very pleased to welcome you to Ahresty Wilmington Corporation, the United States of America member of Ahresty Corporation that is located in various market areas of the world. 

If you have a positive attitude and a solid work ethic, you will find us to be a good company in which to work. We strive toward customer satisfaction, continuous improvement, protection of the environment, contribution to the community and society as a whole, fulfillment of our responsibility to our shareholders, and maintaining a safe environment in which each Associate can be successful.

As stated in our company philosophy, “Let us take pride in our work, respect theory and experimentation, value originality and invention, and offer superior products and service to our customers.”

You are a member of a team. Only with our efforts combined, can we compete on a global basis. Our expectation is that your daily contribution will be your best effort, and this will draw out the best of others around you. I wish you success in becoming a professional in the position with which you are now entrusted, and for which you are now responsible. I trust that you will benefit in your personal growth, family protection, and career development. 

Sincerely, 


Satoshi Tagai
President


[bookmark: _Toc133215282][bookmark: _Toc180578943]AWC Philosophy

Company Philosophy: Let us take pride in our work, Respect theory and experimentation, Value originality and invention, and offer superior products to our customers.     

Mission Statement: Our mission is to be a world-class leader in the die cast industry, highly valued by our customers, our Associates, and our community. We focus on providing the best quality product, delivered on time, while facilitating growth through market share with the highest returns to our shareholders.

Motto: “Casting our eyes on the future.”

[bookmark: _Toc133215283][bookmark: _Toc180578944]Quality Policy

We at Ahresty will:
· Offer services and products that will earn from our customers the feeling that they are glad that they did business with us.
· Follow established decisions and, in the eyes of our customer, follow our conscience and take action in an upright and honest manner.
· In addition, make continual improvements so that we may be able to offer the best possible products and service to our customers.
Through the aforementioned, we will tackle the issue of continual improvement to produce the desired effort of our quality management system. 
        
[bookmark: _Toc133215284][bookmark: _Toc180578945]History of the Company       

Ahresty Wilmington Corporation (“AWC” or “the company”), a wholly owned subsidiary of Ahresty Corporation of Japan, was founded in May of 1988 in Wilmington, Ohio. Originally founded as Fuso Light Alloys in 1938, Ahresty Corporation changed to its present name on its fiftieth anniversary. The “Ahresty” name is a phonetic representation of the letters R, S, and T, standing for the basic principles upon which the company was founded: Research, Service and Technology.  

The corporate headquarters of Ahresty Group is in Japan. Ahresty’s subsidiaries are in Japan, Thailand, United States, China, Mexico, and India. Ahresty Corporation continues to be a leader in die cast machining technologies.



[bookmark: _Toc133215288][bookmark: _Toc180578946]EMPLOYMENT PRACTICES


[bookmark: _Toc133215289][bookmark: _Toc180578947]Equal Employment Opportunity

To provide equal employment opportunities to all individuals, employment decisions at AWC will be based on merit, qualifications, and abilities. AWC does not discriminate in employment opportunities or practices based on race, color, religion, sex, (including pregnancy, childbirth, and related medical conditions), sexual orientation, gender identity, gender expression, national origin, ancestry, age, disability, military/veteran status, genetic information, or any other legally protected characteristic. This policy governs all aspects of employment, job placement and assignment of responsibilities, performance evaluation, promotion, transfer, discipline, suspension and termination, rate of pay and other forms of benefits and compensation, access and selection for training, and any other employment action. 

Any Associates with questions or concerns about any type of discrimination in the workplace are encouraged to bring these issues to the attention of their immediate supervisor, HR, or any member of Staff or Management. Associates can raise concerns and make reports without fear of reprisal. Anyone found to be engaging in any type of unlawful discrimination or retaliation will be subject to disciplinary action, up to and including termination of employment. 

In addition, AWC will provide reasonable accommodation to qualified individuals with disabilities who are Associates or applicants for employment, unless doing so would cause undue hardship.  Associates who require reasonable accommodation to perform the essential functions of their job should contact Human Resources to request such accommodation. . AWC reviews and analyzes the request, including engaging in an interactive process with the Associate or applicant, and identifies if such a reasonable accommodation can be made or if any other possible accommodations are appropriate.  AWC is not required to make the specific accommodation requested by the Associate.  Reasonable accommodation may take many forms, and it will vary from one Associate to another and may also change over time.

[bookmark: _Toc180578948]Religious Accommodations

AWC respects the religious beliefs and practices of all Associates and will make, on request, an accommodation for such sincerely held beliefs, practices, and observances when a reasonable accommodation is available that does not create an undue hardship on AWC’s business. An Associate whose religious beliefs, practices, or observances conflict with their job, work schedule, or with AWC policy or practice on dress and appearance, or with other aspects of employment, and who seeks a religious accommodation must submit a request for the accommodation to Human Resources. The request should include the type of religious belief or practice and the Associate’s suggested accommodation.  AWC reviews and analyzes the request, including engaging in an interactive process with the Associate and identifies if such a reasonable accommodation can be made or if any other possible accommodations are appropriate.  


[bookmark: _Toc180578949]Pregnancy Accommodation

AWC will make reasonable accommodations for qualified Associates with known limitations related to pregnancy, childbirth, or related medical conditions, unless doing so would result in an undue hardship for AWC.  A qualified associate is an Associate who, with or without reasonable accommodation, can perform the essential functions of the position.  AWC reviews and analyzes the request, including engaging in an interactive process with the Associate, and identifies if such a reasonable accommodation can be made or if any other possible accommodations are appropriate.   If requested, the Associate may be responsible for providing medical documentation regarding the known limitation and possible accommodation. All information obtained concerning the medical condition or history of an Associate will be treated as confidential information, maintained in separate medical files, and disclosed only as permitted by law.



[bookmark: _Toc180578950]Genetic Information

The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits covered employers from requesting or requiring genetic information of an individual or an individual’s family member, except as specifically allowed by this law. To comply with GINA, AWC asks that associates not provide any genetic information when responding to a request for medical information for purposes of leaves of absence or otherwise. “Genetic information” as defined by GINA, includes an individual’s family medical history, the results of an individual’s or family member’s genetic tests, the fact that an individual or an individual’s family member sought or received genetic services, and genetic information of a fetus carried by an individual or an individual’s family member or an embryo lawfully held by an individual or family member receiving assistive reproductive services. Associates may direct any questions about the information to be provided to the Human Resources Department.


[bookmark: _Toc180578951]Termination of Employment (At-Will Employment)

Your employment with AWC is voluntary and at will. You are free to resign at any time with or without reason. AWC, likewise, has the right to end your employment at any time, with or without reason or advance notice. 
However, if you should find it necessary to voluntarily end your employment with AWC, we ask that you give two working weeks written notice to your supervisor. AWC reserves the right to release you prior to the expiration of your two-week notice period. 
Upon termination, you will be paid for all unused accrued vacation time provided you have completed one (1) year of service with AWC at the time of your termination. However, you will not receive payment for any bonuses not yet paid by the time of your termination, regardless of whether they have been earned, and all accrued PA Days will be forfeited. 

[bookmark: _Toc133215290][bookmark: _Toc180578952]Open Door Policy

AWC has an open-door policy. All Associates have the right to meet with their supervisor at any reasonable time. The first meeting should take place with your Production Shift Leader. If you are not satisfied with the results of that meeting, you may go to your Division Leader or the Department Manager. If you still have not received a satisfactory resolution, you may go to HR or any other member of Staff or Management. 

[bookmark: _Toc133215285][bookmark: _Toc180578953]AWC Statement on Associate Handbook

This Associate Handbook outlines certain policies, procedures, plans and benefits of AWC. It is provided for informational purposes only, and the contents are not intended to be all-inclusive. While we generally follow the policies and procedures described herein, this handbook does not constitute a contract, either express or implied, for continued employment, fringe benefits, or any other subject between you and the company. Nor does it represent that you have any protection whatsoever against termination of your employment (or other action) by AWC. You are an employee at will.

Nothing in this handbook should be relied upon as being legally enforceable against the company, unless it is an expressed promise, made in writing and signed by the President of the company. AWC reserves the right to change, revoke, suspend, or cancel any or all plans, policies, or procedures, completely or in part, at any time, with or without notice. 

[bookmark: _Hlk17284261]The information in this handbook applies to all Associates of AWC, although its application may differ somewhat for salaried Associates and those classified as part-time, short-term, or on a continuous schedule. Please review this handbook completely. You are responsible for reading, understanding, and complying with its provisions. Please see your supervisor or a member of the human resources (“HR”) department if you need any further clarification. The handbook is also available online for your reference.  Please refer to the AWC Intranet for the current location.  You will be provided with a Handbook Receipt and Acknowledgment form, which must be signed by you and returned to your supervisor. 

The policies and procedures discussed in this handbook are for the protection of AWC and our Associates. The company’s decisions involving the administration and interpretation of any of these policies and procedures, including all plans and benefits, shall be final and binding on all Associates. Any failure to adhere to these policies and procedures may result in disciplinary action, up to and including termination. 

[bookmark: _Toc133215287][bookmark: _Toc180578954]AWC’s Position on Unions

AWC is dedicated to treating our Associates fairly and providing good working conditions, competitive wages, and benefits. We believe in open and direct communications, which permit resolution of Associate problems in a fair and expedient manner. 

We do not believe our Associates would benefit from outside intervention into this relationship. While we respect the right of Associates to decide whether they wish representation by a union, we firmly believe the best interests of our Associates can be served without third-party interference. We value the ability to work with Associates individually without their being subjected to burdensome union costs, complicated rules, and the possibility of costly work stoppage. 

A union organizer, or someone working for him/her, may someday ask you to sign a union authorization card. You do not have to sign, and no one can force you to sign. There are cases where employees have signed union cards, even though they never intended to vote for a union. You need to be aware that in some circumstances, a vote is never held, and the card signed may be used to bypass a secret ballot election. 



[bookmark: _Toc133215301][bookmark: _Toc180578955]ASSOCIATE WORK PERFORMANCE 

[bookmark: _Toc133215305][bookmark: _Toc180578956]Quality Workmanship

The future of AWC is dependent on our ability to produce quality products at a competitive price. Each one of you is responsible for maintaining a high level of quality workmanship, while meeting the production goals that have been established.

Your job security depends on you following the procedures and standards established for each process. Therefore, careless work, poor work habits, and excessive waste will not be tolerated and may subject you to disciplinary action, up to and including termination of employment.  


[bookmark: _Toc133215302][bookmark: _Toc180578957]Problem Resolution

The Problem Resolution Procedure is intended to reach a solution which is acceptable to all parties, and which conforms to established policies.

Step 1: Request a private meeting with your supervisor or Division Leader. This meeting must take place within three (3) workdays of your communicating the situation. Your supervisor or Division Leader will give you a decision on the matter within three (3) workdays. 

Step 2: If your supervisor or Division Leader’s decision does not provide an agreeable solution, request a meeting with your Department Manager to discuss your situation. This meeting must take place within three (3) workdays of the first meeting’s decision. Your department manager will give a decision in three (3) workdays. 

Step 3:  If the decision of your Department Manager does not provide an agreeable solution, request a meeting with Human Resources. This meeting should take place within five (5) workdays of the Department Manager’s decision. The final decision will be provided within five (5) workdays.
In the event the nature of the problem prevents you from following the steps in this procedure, you may go directly to Step 3 of this procedure.

Step 4: If the decision of Human Resources does not provide an agreeable solution, you, may request a meeting with the Vice President of Operations. This meeting should be arranged through Human Resources.

[bookmark: _Toc133215297][bookmark: _Toc180578958]Skill Block Plan

Four levels/positions have been established within each of the 3 main job classifications:
PROUDUCTION (covers all production positions in Die Casting and Machining).
SUPPORT (covers all support positions in Facilities, Quality Control & Production Control); and MAINTENANCE (covers all maintenance positions in Die Maintenance (“DM”) & Equipment Maintenance (“EM”)).


[bookmark: _Toc133215298][bookmark: _Toc180578959]PRODUCTION/SUPPORT
1. FIRST LEVEL: Operator/Support understands and performs the basic skills required to run the assigned processes. The Period to complete basic skills is 18-24 months. Training will be provided. New hires must complete basic skills within 18-24 months. (The Manager and HR will identify an appropriate maximum time frame for any transferred Associate to complete these basic skills). Failure to achieve these requisite basic skills within the identified maximum period may result in disciplinary action, up to and including termination. 
2. SECOND LEVEL: Advance Operator/Support executes and performs basic skills along with a higher level of skill application. The advance Operator demonstrates problem-solving skills and performs technical repairs. 
3. THIRD LEVEL: Technical Operator/Support There are several different areas designated to allow Advanced Operators/Support to further develop their skills. Some areas will have different tiers for advancement. The Associate remains an operator and assist the other support departments through the training acquired as a Tech Operator. 
4. FOURTH LEVEL: Advanced Technical Operator/Support Associate must have completed the Tech Operator program with satisfactory performance along with sustaining a good attendance record and not be on any type of disciplinary action. Associates are not required to achieve a specific Check Point Level. There will be different maximum pay rates based on skill levels required within the Tech/Operator/Support and Advance Tech Operator/Support positions. The Associate remains an operator and assists the other departments throughout the training acquired as an Advanced Tech Operator/Support.

The company has identified a specific number of Tech Operator/Support positions. Associates who have a career advancement desire will have to apply and meet certain criteria to be eligible. 

Criteria:
A. Tech & Advanced Tech Operator positions will be posted.
B. The Associate must have completed Check Point 12 and have at least 3.5 years of company service. Exceptions to this minimum time frame may be considered only in circumstances when no qualified candidates with at least 4 years of service are available. 
C. The Associate must have good performance evaluations and attendance records for the past year (no current disciplinary steps).
D. A panel of Managers/HR will review the Associate’s qualifications.

[bookmark: _Toc133215299][bookmark: _Toc180578960]MAINTENANCE (DM & EM) 

1. FIRST LEVEL: Junior Technician understands and performs the basic skills of entry-level technical assignments. Time frame to complete basic skills is 18-24 months. Failure to achieve these requisite basic skills within the identified maximum time frame may result in disciplinary action, up to and including termination.
2. SECOND LEVEL: Technician executes and performs basic skills along with a higher level of skill application. Associate demonstrates problem solving skills and performs technical repairs. Associates are not required to achieve a specific Check Point Level. 
3. THIRD LEVEL: Advanced Technician There may be different areas designated for advanced skills. Associates who have a career advancement desire will have to apply and meet certain criteria to become eligible.
4. FOURTH LEVEL: Senior Technician must have completed the Advanced Technician program with satisfactory performance along with sustaining a good attendance record and not be on any type of disciplinary action. The Senior Technician program will offer further advancement as technical Associate in one of the designated areasAssociates are not required to achieve a specific Check Point Level. There may be different maximum pay rates based upon skill level required within the Die Maintenance and Equipment Maintenance divisions.

[bookmark: _Toc180578961]Shift Preference:

 If a shift vacancy occurs, the Division Leader or Department Manager will post the vacancy. Current Associates in the division will be first to be considered for the vacancy. If no one within that Division desires or qualifies for the vacant position, Associates from another Division may be considered to move to the vacant position providing they are qualified to perform the job duties. All Associates will be considered, but the Division Leader or Department Manager will look at performance, attendance, and corrective actions before moving the Associate to the vacant position Any Associate who moves into the vacated position will be frozen to that shift for 3 months or more but may be permitted to leave the position earlier if the move does not create Associate and/or department hardship.

[bookmark: _Toc133215291][bookmark: _Toc180578962]Shift Preference Request


· [bookmark: _Toc180578963]Hardship requests: Temporary shift assignments may be available under the following guidelines: 
1. The nature of the hardship/emergency must be submitted in writing to the Department Manager.
2. The Associate must be qualified to satisfactorily perform the work assignments on the new temporary shift. 
3. The division must be able to accommodate a temporary shift assignment within its production and/or training needs.
4. A request must not be repetitive.
5. The temporary shift assignment, if approved by the Department Manager, cannot exceed 6 weeks.

· [bookmark: _Toc180578964]Higher Service Time Within a Division: Provided that he or she is not on any disciplinary steps, a senior Associate may exercise his or her seniority rights by taking that following steps:
1. Submit a request in writing to the Division Leader or Department Manager.
2. Allow a 6-week notice to the Associate who may be bumped.
3. Once the senior Associate has exercised his or her seniority rights to bump another Associate, the senior Associate is frozen on that shift for a period of 6 months. A second request within a 3-year period will freeze the senior Associate on that shift for 1 year. The request to change shifts must be made at the end of the 6-month or 1-year period. 


[bookmark: _Toc133215293][bookmark: _Toc180578965]Job Progression

AWC provides many opportunities for Associates to learn new skills and advance to higher –level responsibilities during their career with the company. You are encouraged to take advantage of optional training and educational assistance opportunities as well as progressing in the skills that pertain to your position. You are also encouraged to learn about job responsibilities in other departments to determine the career path that meets with your interest and expectations. Please see your supervisor or schedule an appointment with HR to explore your many options to progress with AWC. 

[bookmark: _Toc133215294][bookmark: _Toc180578966]Seniority

Generally, department seniority will rule over plant seniority when it comes to bumping or exercising seniority rights for shifts preference. However, plant seniority may rule over department seniority in cases where the Associate exercising his seniority rights has worked for a minimum of 12 months in the new department and achieved the skill level required for the shift. The Department Manager must determine the skill level required at the time the Associate enters the department. Department management has the ultimate authority to determine shift placement for all personnel in their department based upon the determined needs of the department.

[bookmark: _Toc133215295][bookmark: _Toc180578967]Job Openings

At times, the company will have job openings post either departmentally or throughout the company. To be eligible to transfer to a posted position, you must have been employed with AWC for 3 months. An Associate must not be on Step 2 or Step 3 and must meet the minimum qualifications for the position.   Note – this condition will be taken into consideration when determining the best candidate.  Associates awarded the job opening while on an active Step 1 will be placed on probationary status with clearly defined job performance standards that must be met to remain in the new position.  The company will transfer the Associate into the new position within six (6) weeks unless released to move earlier by the Department Manager or H.R.

Associates meeting the above guidelines will be interviewed, with the most qualified Associate being awarded the position. The company will transfer the Associate within a 6-week period unless there are extenuating circumstances. Associates must stay in the newly awarded position for a period of 6 months before applying for transfer to another posted position. 

[bookmark: _Toc180578968]Performance Evaluations 
Evaluations will occur yearly based off of your date of hire and signed off by the Division Leader. If an Associate has reached his or her maximum Check Point, then the Associate’s performance will be evaluated on an annual basis. 

At the next evaluation, if an Acceptable Performance Evaluation is achieved along with the current planned skills, the Associate will be on track with pay according to the plan. If an Associate receives two consecutive Unacceptable Performance Evaluations, it may result in termination of employment. 

[bookmark: _Toc133215303][bookmark: _Toc180578969]Performance Reviews

The purpose of performance reviews is to let you know those areas of your performance that are satisfactory, in addition to those areas that need improvement. Your supervisor will review your performance in accordance with the scheduled plan. You are encouraged to discuss your performance at any time with your supervisor, and to provide him or her with feedback on your job and areas that interest you. Unacceptable performance evaluations, particularly when consecutive, may result in corrective action, up to and including separation of employment. 

What happens if an Associate (Operator or Advanced Operator) transfers to another Department? The Associate will retain his/her current pay level and be granted at least 12-18 months to bring his or her skill level up to his or her pay level. The Associate will be given a catch-up plan that is different from the published monthly increments.

What happens if an Associate desires to leave the Tech Operator or Advanced Tech Operator position? At any point that a Tech Operator or Advanced Tech Operator voluntarily requests (or by company decision) to move out of this program, the Associate will return to the maximum hourly rate of the Advance Operator.

AWC may hire directly into any higher-level position when no current qualified Associates are available to fill the vacancy. 

[bookmark: _Toc180578970]Conduct

[bookmark: _Toc133215306][bookmark: _Toc180578971]Associate Conduct

Unsatisfactory conduct will not be permitted and may result in progressive disciplinary action at AWC’s discretion. Depending on the severity of the violation and the number of occurrences of unsatisfactory conduct, there may be circumstances where one (1) or more steps are bypassed, leading to immediate suspension or termination. AWC generally recognizes the following five forms of progressive disciplinary action:
· Coaching: A verbal discussion to identify and resolve problems or warning for correction of a work infraction, issued by the Associate’s supervisor.
· Written Warning (Step 1): A written statement of a work infraction, issued by the Associate’s supervisor that is active for a 3-month period. 
· Written Warning (Step 2): A written statement of a work infraction, issued by the Associate’s supervisor that is active for a 6-month period.
· Probation or Suspension (Step 3) *: An unpaid number of days off work for correction of a serious work infraction or series of work infractions, issued by the Department Manager, that is active for a 6-month period for attendance and 1-year for any other violation. 
· If for attendance, there will be no wage increase for the Associate during that 6-month period. 
· Termination of Employment: An involuntary termination, issued by HR and the Department Manager. 

All steps of the progressive disciplinary process are placed in the Associate’s personnel file in the HR department. Generally, if the active period for a step has expired, and there has been no other recent disciplinary action, the disciplinary process will begin at an earlier step. 

However, as previously mentioned, disciplinary action is based on the nature and repetition of the infraction(s), and AWC reserves the right to skip steps in the progressive discipline process and to take the disciplinary action it believes is appropriate under the circumstances involved, up to and including termination. Below is a list of offenses that warrant such disciplinary action.  This list is not all-inclusive:
· Carelessness in observing quality.
· Disregard and/or violation of safety rules
· Failure to report injuries, accidents, or damage of company property immediately.
· Failure to properly report work absences.
· Habitually failing to complete company required forms.
· Performance of substandard work
· Insubordination or disrespect to fellow Associates or guest 
· Lack of effort and/or cooperation
· Sleeping during work hours
· Falsification of company records of any type, regardless of when discovered
· Theft or willful damage of another Associate’s or company property
· Unauthorized use or misuse of company machinery, equipment, or property 
· Unauthorized absence at any time
· Unauthorized posting, removing, or defacing of bulletins or company notices.
· Graffiti on company property 
· Entering unauthorized areas without permission
· Use of another Associate’s time/access card, or permitting improper use of such card
· Use of abusive or threatening language to fellow Associates or guests 
· Fighting with or threating harm to fellow Associates or guest
· Bringing, possessing, or consuming the following on company premises: alcoholic beverages, or products, illegal drugs, or controlled substances for which the Associate does not have a valid prescription.
· Reporting to work while under the influence of alcohol, illegal drugs, or controlled substances not used in accordance with a valid prescription.
· Solicitation or distribution of literature on company premises in violation of the company’s policy
· Weapons on company premises, unless otherwise permitted by state or federal law and possessed in accordance with state and federal law. 
· Engaging in horseplay
· Obtaining company property under false pretenses
· Smoking or any use of tobacco or vaping products in unauthorized areas
· Interfering with the harmonious work of fellow Associates
· Unauthorized release or disclosure of confidential company or Associate information or attempting to access confidential information without a legitimate need to know.
· Engaging in other objectionable or unfavorable conduct
· Harassing fellow Associates or company guest, including but not limited to harassment based on the individual’s legally protected characteristic. 
· Discriminating against fellow Associates or company guest based on the individual’s legally protected characteristic.
· Acts of retaliation in violation of the law or company policies 
· Misuse of company paid time.
· Obtaining benefits or workers’ compensation benefits through fraud 
· Acts of violence or threatened violence 
· Failure to clock in and out
· Abuse of break or lunch periods
· Tardiness, lateness, or clocking out early without supervisory approval. 
· Engaging in unauthorized overtime
· Wearing of AWC uniform in an inappropriate manner
· Failure to comply with any AWC policy or procedure, including, but not limited to those set forth in this handbook.
· Walking off the job without permission of his/her supervisor
· Violation of Substance Free Workplace Policy
· Off-duty misconduct, such as criminal behavior, which adversely affects the organization’s reputation, image, or is otherwise inconsistent with or detrimental to the public image of AWC or its Associates.
· Failure to report to work from an approved leave of absence.
· Any other actions or behaviors that AWC finds to be detrimental to its Associates, guests, or vendors.
· Slanderous or defamatory statements or comments about AWC on social media or any other electronic outlet.



[bookmark: _Toc133215307][bookmark: _Toc180578972]Harassment/Discrimination Free Policy

AWC is committed in both policy and practice to providing a work environment that is free from all forms of unlawful discrimination and harassment. Regardless of whether it occurs in the workplace, on company business, or while representing the company, unwelcome actions, words, jokes, or comments based on an individual’s sex, (including pregnancy, childbirth, and related medical conditions), sexual orientation, gender identity, gender expression, race, color, national origin, ancestry, age, religion, disability, military/veteran status, genetic discrimination, or any other legally protected characteristic will not be tolerated. Harassment can occur in various forms such as verbal, non-verbal, physical, or written actions (including by e-mail, direct or text messaging, or other electronic or social media).  

Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of sexual nature when:
· Submission to such conduct is made either explicitly or implicitly a term or condition of employment.
· Submission to or rejection of such conduct is used as the basis for making an employment decision.
· Such conduct unreasonably interferes with an individual’s work performance or creates an intimidating, hostile, or offensive work environment. 

Examples of conduct prohibited by this policy include, but are not limited to:
· Unwelcome sexual flirtation, advances, or propositions.
· Offering employment benefits in exchange for sexual favors.
· Making or threatening reprisals after a negative response to sexual advances.
· Taking or refusing to take any personnel action based on an Associate’s submission to rejection of sexual overtures or advances.
· Visual conduct includes leering or making sexual gestures.
· Displaying of sexually suggestive objects, pictures, cartoons, or posters.
· Verbal conduct that includes making or using derogatory comments, epithets, slurs, or jokes.
· Verbal abuse of a sexual nature, graphic verbal commentaries about an individual’s body, sexually degrading words used to describe an individual, or suggestive or obscene letters, notes, or invitations.
· Physical conduct that includes touching, assaulting, impeding, or blocking movements.

If you have any questions regarding what constitutes behavior prohibited by the policy, please contact your supervisor. 

Sexual harassment includes harassment of a sexual nature and applies regardless of gender, gender identity, gender expression, or sexual orientation.

AWC prohibits sexual and other forms of harassment of its Associates by other Associates or by non-associates (vendors, customers, etc.) with whom the Associate conducts Company business, whether on or off-premises or in virtual business environments.

If you experience or witness sexual or other unlawful harassment or discrimination in the workplace, whether by an Associate, guest, vendor, or any other person, report it immediately. You can report incidents to the Hotline, 887-888-0002, to your supervisor or as is otherwise provided in the Problem Resolution Procedure. If the supervisor is unavailable, has acted inconsistently with the policy, or you do not feel comfortable contacting that person, you should immediately contact another supervisor, the HR department, or any other member of Staff or Management. 

Each Associate has an obligation to report any sexual or other unlawful harassment or discrimination as soon as practical after the Associate learns of the situations, events, or actions that he or she believes constitute unlawful discrimination or sexual or other illegal harassment. Failure to report such unlawful sexual or other harassment or discrimination is also a violation of company policy. 

Retaliation against a person either making a complaint of harassment or discrimination or cooperating with any investigation of harassment, discrimination and/or retaliation is illegal and will not be tolerated.  Retaliation should be reported using the same procedure as described above for reporting harassment and discrimination.

AWC will conduct a fair, prompt and appropriate investigation when a claim of unlawful discrimination, harassment or retaliation is made. Complaints and actions taken to resolve reported incidents will be handled as confidentially as practical, except to the extent needed to conduct the investigation, to advise appropriate supervisors and managers, and as required or permitted by law. When the investigation is completed, you will be informed of the outcome of the investigation. AWC will take prompt and effective remedial it finds appropriate to stop and remedy all such illegal conduct, including interim measures that may be necessary during a period of investigation. 

Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment or discrimination must immediately advise a member of the HR Department so it can be investigated. Anyone engaging in sexual or other unlawful harassment, discrimination, or retaliation is in violation of this policy, and will be subject to disciplinary action, up to and including immediate termination of employment. 

Knowingly making a false report of sexual or other unlawful harassment, discrimination, or retaliation is also a violation of this policy. This is not meant to discourage individuals from making reports. AWC recognizes that, in some situations, it may not be possible to determine whether a complaint of harassment is true or false. Associates should not be reluctant to report information because they are uncertain of who will be believed and whether the allegation can be proven. Company policy prohibits retaliation against Associates who make good faith reports of information regarding enforcement of AWC’s Discrimination and Harassment Policy. 

Do not assume that the Company is aware of your problem. Please bring your complaint or problems to our attention so that we can resolve them.

[bookmark: _Toc133215322][bookmark: _Toc180578973]Workplace Violence

It is AWC’s policy to provide a workplace that is safe and free from threatening and intimating conduct. Therefore, we will not tolerate violence or threats of violence of any form in the workplace, at work-related functions, or outside of work if it is related to or affects the workplace. This policy applies to AWC Associates, family members, visitors, vendors, and customers. 

[bookmark: _Toc180578974]On Company premises: Any Associate who commits or threatens to commit any violent act against any person while on Company premises will be subject to immediate discharge. The Company premises include our buildings, roadways, parking lots, and grounds. 

[bookmark: _Toc180578975]Off Company premises: Any Associate who, while engaged in Company business off the premises, commits or threatens to commit any violent act against any person will be subject to immediate discharge. Even when off the premises and not involved in Company business, an Associate who commits or threatens to commit a violent act against another person will be subjected to immediate discharge if that threat or violence could adversely affect this company or its reputation in the community.
It will be a violation of this policy for any individual to engage in any conduct, verbal or physical, which intimidates, endangers, or knowingly or recklessly creates the perception of intent to harm persons or property. Examples include, but are not limited to:
· Physical assaults or threats of physical assault, whether made in person or by other means (e.g., in writing, by phone, fax, or email).
· Verbal conduct that is intimidating and has the purpose or effect of threatening the health or safety of a co-worker, visitor, or vendor.
· Possession of firearms or any other lethal weapon, concealed or not, on AWC’s premises, at a work-related function, in a vehicle being used on AWC business, regardless of whether or not one might be licensed to carry a concealed weapon, and/or ammunition or is otherwise permitted by state law to carry a weapon and/or ammunition unless otherwise allowed by state or federal law and then only to extent permitted by law..
· Misuse or destruction of AWC property or any property of a co-worker, visitor, or vendor.
· Threatening speech that is reasonably likely to provoke a violent response. 
· Any other conduct or acts which management believes represent an imminent or potential danger to workplace safety/security.

Reporting/Investigation Procedure: Any Associate who is threatened with or subjected to violence, or who becomes aware that another individual has been threatened with or subjected to behaviors which fall under this policy, should immediately notify his/her supervisor, someone in management, or call the Hotline 887-888-0002. Associates should take all threats seriously. Reports of threats or violence will be thoroughly investigated. Associate confidentiality will be maintained to the fullest extent possible, and appropriate action, regardless of whether the responsible party is an AWC Associate, will be taken to ensure the continued safety of our Associates, visitors, vendors, property, and the public. 

[bookmark: _Toc180578976]Policies

[bookmark: _Toc133215311][bookmark: _Toc180578977]Uniforms

Uniform clothing is required to be worn by all Associates during working hours. Each department has guidelines relating to the safety and work environment in each area. Consult with your immediate supervisor regarding any departmental or position-specific uniform. It is your responsibility to maintain the cleanliness and appearance of your uniform. AWC’s uniforms do not require special laundering, are machine washable, and can be laundered with an Associate’s other personal garments.

In general, the following guidelines should be followed:
· Shoes: Associates working in the production area must wear slip-resistant steel-toe safety shoes. 
· An initial pair of shoes will be issued to Associates at the time of hire at a cost of $90.00, which will be deducted from pay at the rate of $20.00/week.  Associates will be refunded the $90.00 cost after having been employed for 90 days.
· Upon hire, Associates will have a uniform deposit deducted from their pay for their initial set of uniforms.  The amount deducted is determined by the production area to which the Associate is assigned and will be deducted at a rate of $5.00 per week until the deposit is paid in full.  Uniform deposits for each department are as follows:
· Machining- $100.00 
· Die casting - $150.00. 
· Die maintenance and equipment maintenance - $200.00.
· Melting - $250.00
· Upon separation from employment and return of uniforms and badge, uniform deposits will be reimbursed to Associates whose hire date falls after March 21, 2016, the effective date of the reimbursement policy.
· Associates will be responsible for paying for any uniform items that are lost, misplaced, or damaged due to neglect, within the limits of applicable law.
· Blue jeans cannot be wide legged, torn or dragging the floor, and must be worn at the waistline.  No Capri pants may be worn.
· Blue jeans may be worn in the Front Office (HR, Accounting, Payroll, Sales, IT, PE, PC, QI).
· Ahresty Name and Logo must be worn on all approved outer garments in the plant. 
· No Jeans or T-shirt may be worn when meeting with customers.
· Hoodies may be worn under an Ahresty White Shirt, but the hood must be tucked in for safety purposes.
· White/Blue Shirts must be buttoned up.
· Personal coats may not be worn on the production floor.
· Security Badges must be worn above the waist and remain visible at all times.
· Die Cast Department must reference document number HS-30-12-5, PPE Guidelines, for requirements. 
· Only clear bags and totes are allowed in the production areas.
· Associates not meeting the above guidelines can be sent home to change clothes, which will count as unexcused absence.

Wearing any clothing or hat that contains obscene or offensive illustration or language or that creates a potential safety hazard is not permitted at any time. 

[bookmark: _Toc133215304][bookmark: _Toc180578978]Lockers

· The company provides you with a locker for work uniforms, shoes, and other personal articles. All uniforms, boots, and shoes must be kept in your locker and not on the floor or bench. 
· Your locker must be kept locked at all times with the assigned lock provided to you by the company. 
· You are responsible for keeping your locker neat and clean. 
· The company will not be responsible for any personal property losses that might occur. 
· Lockers remain company property and the company also reserves the right to inspect and search its facilities, including lockers, at any time with or without prior notice. 
· Failure to agree to such inspection may result in disciplinary action up to and including termination of employment. 

[bookmark: _Toc133215308][bookmark: _Toc180578979]Access Cards

AWC issues an access card that provides access to the plant, photo identification, and clocks your daily work time. This access card must always be worn visibly above that waist when on AWC premises. If you lose or damage the card, you must contact your supervisor or HR immediately to obtain a replacement. A replacement fee will be charged to the Associate. If you terminate your employment with AWC, you must return your access card to the HR department immediately. 

For your security, the company restricts access through the Associate entry door by means of a card-access system. Only authorized Associates may enter. All other people must enter through the front lobby. Your access card is programmed to allow you entry through plant entry doors during your scheduled shift hours. If you exit the plant at any time during your shift, you must carry this card with you to gain re-entry into the plant. First Shift Associates must clock out and in when leaving company premises during your 30-minute lunch break. Additional security and control are provided at night and on weekends by restricting access to the General Office to only authorized Associates. 

[bookmark: _Hlk84498015]As an Associate and holder of an access card, you must comply with the access card requirements.   In turn, if you observe anyone in the plant that is not wearing an access card, including a visitor’s access card, visibly above the waist, please alert leadership immediately so that the violation can be addressed in a timely manner.  

[bookmark: _Toc133215309][bookmark: _Toc180578980]Gratuity Acceptance Policy

No gratuities and gifts from any source (e.g., salesperson, suppliers, and vendors) shall be accepted personally or by a department. Gratuities and gifts (e.g., sporting event tickets, food, other) may only be accepted corporately. Such gifts and gratuities must be turned in immediately to the HR Department. Failure to do so may result in disciplinary action, up to and including termination.

[bookmark: _Toc133215310][bookmark: _Toc180578981]Telephone/Electronic Device Use

Associates should avoid having personal phone calls made to AWC absent a bona-fide emergency, at which time, AWC will inquire of the caller as to the nature of the emergency. 

No personal electronic devices are permitted to be used on the production floor without written permission from management / HR.  This restriction does not apply to personal electronic devices that are used to document issues or concerns relating to health, safety, or working conditions or as otherwise authorized by law. Violation of this can result in corrective action up to termination.


[bookmark: _Toc133215312][bookmark: _Toc180578982]Traveling on Company Business

While traveling on company-related business, the dress policy is AWC uniform or business casual. When traveling on company-related business, you may incur meal and lodging expenses in addition to your transportation costs. You and your supervisor should plan for any expense including your mode of transportation. AWC does not pay for extras such as hotel movies, medicine, etc. while traveling. 
You must keep receipts of all business-related travel, meals, and other business expenses. All expenses, whether paid by you or the Company, are to be itemized on the Expense Report form (with the receipts attached) and submitted to your supervisor.

See HR or Accounting for the Travel Policy Matrix.

[bookmark: _Toc133215313][bookmark: _Toc180578983]Use of Personal Vehicle for Company Business:

If no company vehicles are available for company business use, and the Associate must utilize his or her own private vehicle, the Associate will be reimbursed per mile according to the current rate, which is found on the Travel Policy Matrix. The Associate must fill out an Expense Report with reported actual miles from AWC to the place of business and return to AWC. There is no reimbursement when you travel between AWC and your residence.
While using a personal vehicle for company business, the use of a personal or company-issued electronic device, including but not limited to cell phone and PDAs, is prohibited.

[bookmark: _Toc133215314][bookmark: _Toc180578984]Use of Company Vehicle

Company vehicles must be signed out with the Purchasing Department. Associates must have a valid Driver’s License and complete forms AC-F-024 & AC-F-027. Vehicle must be returned with the gas tank full or nearly full. The vehicle must be clean. Smoking is not allowed in a company vehicle.
While driving company vehicles, the use of company-issued and personal electronic devices, including but not limited to cell phones and PDAs, is prohibited. Failure to abide by this policy may result in disciplinary action, up to and including termination of employment. 

[bookmark: _Toc133215315][bookmark: _Toc180578985]Use of Company Equipment and Vehicles

Before using company equipment and vehicles, Associates must be trained and properly authorized to use the equipment or vehicle. Associates are then expected to exercise care, perform required maintenance, and follow all operating instructions, safety standards, and guidelines related to the equipment or vehicle. Notify your supervisor if any equipment, machines, tools, or vehicles appear to be damaged, defective, or in need of repair. 
The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles, including the prohibited use of personal electronic devices while driving, can result in disciplinary action, up to and including termination of employment.

[bookmark: _Toc133215316][bookmark: _Toc180578986]Solicitation 

Solicitation on AWC property during working time is prohibited. Solicitation is prohibited if either the solicitor or the person being solicited is on working time. Working time includes the period when an Associate is to be performing assigned job duties and does not include times such as lunch and break periods. Distribution of literature on AWC property is also prohibited during work time or in working areas.

Solicitation and distribution of literature by non-Associates on Company property is prohibited at all times.

[bookmark: _Toc133215317][bookmark: _Toc180578987]Administrative Systems

It is the policy of AWC that the Administrative Systems of the company be used for the benefit of the company, and pursuant to the rules in Ahresty Standard L-02-100. 

[bookmark: _Toc133215318][bookmark: _Toc180578988]Parking

Respect the property rights of your fellow workers and guests of the company by always driving cautiously and courteously. Park within the designated spaces and enter/exit the parking lot as indicated by signs and markings. AWC cannot assume responsibility for loss or damage to vehicles parked on company property. 

AWC reserves the right to have vehicles towed at the owner’s expense if the vehicle is blocking a critical area in the parking lot. Vehicles left unmoved for an extended period will also be towed at the owner’s expense.

[bookmark: _Toc133215319][bookmark: _Toc180578989]Confidential Information 

In the course of your work, you may learn and have access to confidential and proprietary information regarding the company, our manufacturing processes, our suppliers, our customers, or perhaps even fellow Associatee which does not include non-confidential information regarding an Associate’s own wages, benefits, and other rems and conditions of employment). Revealing or divulging any such confidential or proprietary information outside the normal course of your duties may result in disciplinary action, up to and including termination. You may be required to sign an agreement assuring that you will maintain the confidentiality of such confidential and proprietary information.

[bookmark: _Hlk168415546]Pursuant to the federal Defense of Trade Secrets Act, an individual shall not be held criminally or civilly liable under any federal or state trade secret law for the disclosure of a trade secret that (1) is made in confidence to a federal, state, or local government official, either directly or indirectly, or to an attorney; and solely for the purpose of reporting or investigating a suspected violation of law; or (2) is made in a complaint or other document filed in a lawsuit or other proceeding, if such filing is made under seal. An individual who files a lawsuit for retaliation by an employer for reporting a suspected violation of law may disclose the trade secret to the attorney of the individual and use the trade secret information in the court proceeding, if the individual files any document containing the trade secret under seal and does not disclose the trade secret, except pursuant to court order.


[bookmark: _Toc133215320][bookmark: _Toc180578990]Ahresty Video Surveillance Policy

Ahresty conducts video surveillance of persons on its premises, including all full-time and temporary Associates, outside contractors, sub-contractors, and visitors.  AWC conducts surveillance of offices, public areas, and the production floor.  AWC does not conduct surveillance in private areas such as locker rooms, rest rooms, or other areas where people have a reasonable expectation of privacy. 

Associates shall be informed of the use of video surveillance under this policy.  

[bookmark: _Toc133215321][bookmark: _Toc180578991]Ahresty Company Telephone Recording Policy

All calls on a company telephone, whether incoming or outgoing, are recorded.  Any use of a company telephone constitutes the user’s consent to have the call recorded.  

[bookmark: _Toc133215323][bookmark: _Toc180578992]Firearms and other Weapons

AWC prohibits Associates and all other persons, other than law enforcement, from bringing firearms, ammunition, explosives, or any potentially dangerous weapon onto company property, unless otherwise allowed by state or federal law and possessed in strict accourdance with applicable law. Likewise, no Associate may possess any such items at any time while performing any work for the Company or inside Company buildings. Although the Company retains the right to determine the scope of this policy and the terms contained in it, “possess” as used in this policy generally means to have on your person, the vehicle assigned to you, or in other property in your presence or under control while you are on AWC premises or while you are at work for the company (such as bags, packages, purses, briefcases, desks, toolboxes, lockers, etc. 

AWC does not allow any associate to carry or use personal knives on the plant floor or elsewhere in Company buildings. 

Any violation of this policy will subject an Associate to discipline, up to and including immediate termination. If you have any questions concerning the application of this policy, you should consult your supervisor or HR. 

[bookmark: _Toc133215324][bookmark: _Toc180578993]Smoking/Tobacco Policy

Smoking or the use of tobacco or vaping products in any form, including smokeless tobacco and cigars, is strictly prohibited except in the locations that have been specifically designated as smoking areas on AWC premises. The ONLY locations at AWC you may engage in tobacco use are:
1. Smoking Hut is located at the main entrance to the plant.
2. Smoking Hut located outside of Building 2 
3. A personal vehicle

This policy applies to every person who is on AWC-owned property.

[bookmark: _Toc133215325][bookmark: _Toc180578994]Substance-Free Workplace Program

AWC is committed to providing a safe, efficient, and productive work environment for all Associates by enforcing our Substance-Free Workplace Policy. Any confirmed failure of substance testing will result in termination. AWC’s Substance Free Workplace Policy is available in HR.
If you have a substance abuse problem, contact HR for assistance. Contact must be made prior to notification of any requirement to be tested.

[bookmark: _Toc180578995]Attendance 

[bookmark: _Toc133215326][bookmark: _Toc180578996]Attendance and Punctuality

AWC establishes each department’s operational and work force plans with the expectation that Associates will be present to perform the planned work activities. Acceptable attendance is defined as continuously maintaining an attendance record that avoids incurring an excessive number of absences. Teamwork that helps to support the efforts of your fellow workers requires dependable attendance from each of us. We are One Team. 
Consistent and regular attendance by all Associates is critically important. It is understood that unplanned circumstances can affect an Associate’s ability to report for work, such as illness, emergencies, and other similar life events. However, Associates should not have a mindset of “how many days can I miss?” For these reasons, Ahresty provides Associates with the flexibility to call-in using accrued time off up to five (5) times per year.

[bookmark: _Toc180578997]Attendance Policy

Each unexcused absence from all or a portion of a scheduled workday will be recorded as points on the Associate’s attendance record in accordance with the following procedure: 

ATTENDANCE POLICY 
EFFECTIVE NOVEMBER 11, 2018
	8-hour Schedule
	6-hour Schedule
	Points

	< 2 hours
	< 1.5 hours
	0.25 points

	2 hours to 4 hours
	> 1.5 hours to 3 hours
	0.50 points

	> 4 hours to 6 hours
	> 3 hours to 4.5 hours
	0.75 points

	> 6 hours
	> 4.5 hours
	1.00 points




CONSECUTIVE DAYS
EFFECTIVE NOVEMBER 11, 2018
	Consecutive days*
	Points

	2 consecutive days
	1.5 points

	3 consecutive days
	2.0 points

	4 consecutive days
	2.5 points

	5 consecutive days
	3.0 points



In the event an Associate is unable to maintain perfect attendance, the following corrective action procedure will be implemented with the intent of helping the Associate make necessary improvements. Every Associate is a valued member of the Ahresty team however:
· Chronic absenteeism will not be tolerated.
· Ahresty maintains the right to vary from or skip steps in these procedures. 
· If it becomes apparent that an Associate elects not to make an effort to improve his or her attendance, Ahresty will have no option but to separate the Associate. 


ATTENDANCE POLICY
EFFECTIVE MARCH 1, 2022
	
	
	
	
	
	

	Procedure 
	Coaching 
	Step 1
	Step 2
	Step 3
	Termination

	Points
	0 - 2
	3
	6
	9
	12.0



New hires within the first 6 month can not exceed 6 points, or Step 2. New hires who exceed these guidelines will be terminated. 

[bookmark: _Toc180578998]Reporting an Absence

· Advance Notice: If you know in advance that you cannot attend all or a portion of a scheduled workday or scheduled overtime, please complete the request through AWC electronic system. If this is not possible for any reason, a green sheet must be completed and turned into to your supervisor. 
· Last Minute Notice: If you do not know in advance that you will miss all or any portion of a workday, you must notify your supervisor directly as you as possible, but no later than the starting time of your shift. 
· It is your responsibility to report your absence in an accurate and timely manner. Immediately upon your return to work, complete the Absence Notification (Green Sheet) and submit it to your supervisor. (Complete the form even if your absence involves arriving late or leaving early for only a few minutes). 

[bookmark: _Toc180578999]How to report an Absence

· If unable to give advance notice to your supervisor, you must report your absence by calling, 937-382-6112. (Dial ext. 0 after 4:00 pm or before 7:30am and all-day Saturday and Sunday.)
· Call- In Paid Time: If you are using a call-in vacation day, perfect attendance day, floating holiday, or NPNP call 937-382-6112, dial 0, and ask to speak with a member of Management (Supervisor). Associates are permitted to use call-in days Five (5) times per anniversary year. The call must be made prior to your shift start time. Calls made after your shift start time will be considered an unexcused absence. 
· It is your responsibility to ensure you have the proper number of call-in days available. If you call in and do not have the proper number of call-in days available, the absence will be unexcused and will be reflected in your attendance record (refer to the Attendance Policy). 

[bookmark: _Toc180579000]Failure to Report Timely

Failure to follow the above reporting requirements will result in disciplinary action, up to and including termination. Calling in after the start of your shift does not comply with the policy.
Any unreported absence for three (3) consecutive workdays (No call/No show) will be considered a voluntary resignation. 

[bookmark: _Toc180579001]No Pay No Penalty

· [bookmark: _Hlk83985348]Each Associate will receive 2 NPNP per Anniversary Year
· Can be used in 2-hour increments (8x) to protect Perfect Attendance (PA)
· May be used as a Call-in day – however it will count toward your 5 call-in days.
· Associates can hold up to six (6) NPNP days by carrying over remaining balances from year.
· Associates can cash in 3 NPNP days to equal 1 PA Day. Associates must maintain a balance of at least 1 NPNP day.  Associates must fill out a Vacation Change form (blue sheet) to transfer NPNP days

[bookmark: _Toc180579002]Perfect Attendance Days

· Associates can hold up to six (6) PA Days by carrying over remaining balances from year to year.
· It is the Associate’s responsibility to keep track of their PA Day balance. 
· Associates must fill out a Vacation Change Form (blue sheet) to cash out any PA Days PRIOR to earning their seventh (7th) one or they will forfeit that day.
· PA Days can be cashed out at any time by completing a Vacation Change Form (blue sheet).
· Hourly Associates will earn 1 PA day every 400 hours worked. 
· Accrued PA Days will be paid out upon an Associate’s voluntary termination of employment as long as the Associate has been employed for over one year, provides two weeks’ written notice, and works the two-week notice period.

[bookmark: _Toc180579003]Flex Time (Hourly Associates)

· Flex Time is allowed, upon approval, to rearrange your work schedule for a necessary personal absence:
· Your request for Flex Time must be for personal business that cannot be accomplished outside for your regular work schedule.
· Your time off work must be in full hour increments no less than 1 hour and no more than 4 consecutive hours during a given workday.
· The total time must be made up the same day. (At your supervisor’s option, you may make up your time either before or after the shift. Your supervisor will determine the type of work assignments for your Flex Time.) 
· All Flex Time requires you to report directly to your supervisor (or the shift supervisor) before you begin your make-up work and after you finish your make-up work. You must fill out all corresponding paperwork to be credited the Flex Time.
· Failure to work the entire scheduled make-up time and/or any absence outside of approved Flex Time will be considered as unexcused absences. 
· All Flex Time hours must be directly approved by your supervisor. 
· Requests for Flex Time left on voice mail or with another Associate will be denied. 
· In case your supervisor cannot grant you Flex Time during your scheduled shift, a temporary shift change can be requested. 
· A temporary shift change may be from one day up to one week (within the same payroll week) 
· You will be responsible for finding an equally skilled Associate to exchange shifts. 
· Shift changes must be pre-approved by your Department Manager.
· Use of Flex Time will disqualify you from Perfect Attendance.

[bookmark: _Toc180579004]Payroll

[bookmark: _Toc133215349][bookmark: _Toc180579005]Pay Days
The payroll week begins at 0001 hours on Sunday morning and ends at 2400 hours (midnight) the following Saturday. This definition is intended to identify the period for calculating weekly pay and is not to be construed to guarantee hours of work per day or per week.
Pay vouchers are available after 1430 hours (2:30 pm) on Thursday for 2nd shift personnel, and 0700 (7:00 am) on Friday for all others. You must provide written authorization to have someone else pick up your check prior to him or her picking it up and that person must provide a photo ID. 

[bookmark: _Toc133215350][bookmark: _Toc180579006]Errors in Pay
If you have any questions about your pay, deductions, or direct deposit distributions, please discuss the issues with your immediate supervisor. If your supervisor is not able to help, you may contact the payroll department. Corrections to pay, based upon the amount, will be placed on the next paycheck or a check may be prepared that day, depending on the circumstances.
Exempt salaried Associates are paid a predetermined salary each pay period that is intended to compensate them for all hours worked in each work week during the pay period.  Subject to certain limited exceptions, exempt salaried Associates must receive their full salary for any work week in which they perform any work, regardless of the number of days or hours worked in that work week.

All Company managers are prohibited from making any improper deductions from the salaries of exempt Associates.  Associates who believe that an improper deduction has been made from their salary should immediately report this information to Payroll.  Reports of improper deductions will be promptly investigated. If it is determined that an improper deduction has occurred, the Associate will be promptly reimbursed for any improper deduction made.

[bookmark: _Toc133215341][bookmark: _Toc180579007]Shift Premium Pay Hours

Non-exempt & hourly Associates will be paid a shift premium in addition to their base hourly rate for all hours worked while assigned to 2nd or 3rd shift. If you are on 1st shift, you will be paid shift premium pay for 2nd shift if you clock in between 1200 and 1800 and shift premium pay for 3rd shift if you clock in between 1800 and 0200. Shift premium pay will not be paid on any hours not worked, such as holidays or vacation, unless a benefit policy specifically provides for payment of the shift premium.

[bookmark: _Toc133215344][bookmark: _Toc180579008]Direct Deposit Banking

Direct deposit is required for all Associates. Your pay will be deposited directly into the financial institution(s) of your choice. Any changes in your account information must be communicated to payroll prior to making the change to ensure you receive your pay in a timely manner.



[bookmark: _Toc133215345][bookmark: _Toc180579009]Time Recording

Accurately recording time worked is the responsibility of every Associate. Federal and state laws require AWC to keep an accurate record of time worked. Time worked, is all the time actually spent on the job performing assigned duties. You must clock-in when reporting for work no more than 6 minutes before your scheduled starting time and clock-out within 6 minutes after your quitting time. No work shall be performed prior to when you clock in or after you clock-out. Please note these grace periods, before and after your shift, are for your personal convenience and you are not to perform any work before the time your shift officially starts or after it officially ends. You cannot work overtime without prior approval. No manager or supervisor can order, require, or imply that an associate should work off the clock. Altering, falsifying, or tampering with time records, or recording time on another Associate’s time record will result in disciplinary action, up to and including termination of employment.

[bookmark: _Toc133215342][bookmark: _Toc180579010]Work & Break Hours

Associates working on 1st shift, with 8.5-hour schedules, will be scheduled for two fifteen-minute paid breaks and a thirty-minute unpaid lunch break by their supervisor. Associates working on 2nd and 3rd shift, which covers an 8-hour schedule, will be scheduled for one twenty-minute paid break and one twenty-five-minute paid break. Six-hour DCF groups will be scheduled for one twenty-minute paid break. Associates may not perform any work during an unpaid lunch break. 

Associates are responsible for making sure the cafeteria and break areas are left clean.

[bookmark: _Toc133215343][bookmark: _Toc180579011]Breaks for Nursing Mothers (Pump Act)

Associates who are nursing will be provided with reasonable break time to express breast milk for one year after the birth of a child each time the associate has need to express milk. AWC will provide a location, other than a bathroom, that is probate, shielded from view, and free from intrusion from coworkers and the public. The frequency and duration of the breaks will vary depending on such factors related to the nursing associate and child and location of the space.
Associates will not be retaliated against for exercising their rights under this policy. 

[bookmark: _Toc133215347][bookmark: _Toc180579012]Overtime

Associates may be scheduled to work overtime hours. When possible, advance notification of these assignments will be provided. Overtime assignments are mandatory.
Your supervisor must authorize all overtime work in advance. Eligible Associates will be paid:
· Time and one-half for authorized hours worked in excess of 40 hours during a regular work week.
· Double-time for all authorized hours worked in excess of fifty-two hours during a regular workweek.
· Double-time for authorized work performance on a designated AWC paid holiday for full time and part time Associates who are not classified as short-term and are eligible for Holiday Pay.
All Paid time off (Holiday, Vacation, PA Day, Jury Duty, Birth of Child, and Paid Bereavement) will be considered hours worked for purposes of performing overtime calculations. 

[bookmark: _Toc133215346][bookmark: _Toc180579013]Pay for Travel Time

If you are required to travel on company business beyond your normal daily work hours, or are on temporary assignment on another site, you will be paid according to the following guidelines:
· All travel time is paid (overtime if applicable).
· You must leave from the AWC facility or receive prior approval from your supervisor to leave from another location.
· Mealtimes of 30 minutes or more will not be compensated unless it is a business meal.
· No premium shift pay will be paid unless your actual starting time coincides with AWC’s definition of second or third shift.
· You may be scheduled to complete your workday in the plant if only a partial day is devoted to travel.
· Associates must keep track of work and travel time while not in the plant. 

[bookmark: _Toc133215348][bookmark: _Toc180579014]Call-In and Standby Pay

Any day you report for scheduled work and are provided with less than two hours of work, you will be paid at your regular rate for two hours. This provision does not apply when interruptions of company operations are beyond AWC’s control.

Any day you leave work and are called back into work, you will be provided with a minimum of two hours of work or two hours of pay times the applicable rate of straight-time, time and one-half, or double-time, provided you remain at work for minimum of two hours. If you elect to leave once the assignment is completed and it has taken less than 2 hours, you will be paid for the actual time worked.
Certain Associates may be placed on stand-by during weekends or holidays. If required to be on Standby, the Associate must comply with the provisions set up by the supervisor pertaining to proper authorization, pager/telephone contact, response time, etc. All authorized standby hours will be paid at the rate equal to the current minimum wage. 






[bookmark: _Toc180579015]Benefits & Leave

Benefits eligibility is dependent upon a variety of factors, including your employment status and classification. Please consult your orientation packet, supervisor, or the HR department regarding the benefits available to you. 

[bookmark: _Toc133215353][bookmark: _Toc180579016]Company Service Time

Company Service Time is defined as length of continuous and uninterrupted service with AWC beginning with your most recent date of hire into a position that is not classified as short term. Exceptions to this definition based on part-time service time and time lost on a leave of absence will be determined at the company’s discretion and in accordance with applicable law.  There are also exceptions outlined in AWC Rehire policy guidelines.

[bookmark: _Toc133215354][bookmark: _Toc180579017]Longevity Bonus Plan
The Longevity Bonus Plan will be applied to all Associates who have at least 4 consecutive years of service and will be paid out monthly.

[bookmark: _Toc133215355][bookmark: _Toc180579018]Retirement Savings Plan

AWC has a Retirement Savings Plan based upon the following:
You are automatically enrolled at 3% deferral in the plan quarterly (Jan. 1, April 1, July 1, or Oct. 1) providing you have at least 6 months of service. Benefits include: 
· Matching Contribution – AWC matches 100% of your wage deferral up to 3% and 50% of the next 2% deferred. To achieve the maximum matching contribution, the Associate must defer 5%.
· The plan offers a number of investment funds from which you may choose. 
To opt out of Automatic Enrollment, you must call the Customer Service Hotline or log on and update your contribution to 0%. Your log on information will be mailed to you within the first 6 months of employment. You can find the Customer Service Hotline number in the HR department.
See HR or Payroll for a Copy of the Summary Plan Description for more details on the Retirement Savings Plan (401K).


[bookmark: _Toc133215360][bookmark: _Toc180579019]Vacation

Eligible Associates may accrue paid vacation time equal to the percentage of hours they are paid in the year prior to their anniversary date. 1,920 hours paid will be considered 100% for purpose of vacation accrual calculation.
· Example: A full-time Associate with one year of service takes an unpaid leave of absence for 8 weeks. Provided the Associates take no other unpaid time off during the year, they will be paid 1,760 hours, which is 92% of 1,920 hours. The Associate accrues 92% of 80 vacation hours which equates to 74 vacation hours accrued. The Associate must be off longer than four weeks. 
The vacation accrual schedule below pertains to all full-time hourly Associates. All other part-time, salaried, and continuous schedule Associates should consult with HR regarding their appropriate vacation accrual schedules. 
	After 6 months
	40 hours

	1 Year Anniversary
	40 hours

	2-6 Year Anniversary
	80 hours

	7-15 Year Anniversary
	120 hours

	16+ Anniversary
	160 hours



· Hours paid more than 40 hours per week will not be used in the calculation of vacation accrual.
· No vacation hours will be accrued while an Associate is on an unpaid leave of absence (FMLA and non-FMLA) greater than 4 weeks (160 hours).
· All vacation hours accrued on your anniversary date must be taken during your vacation year (80 hours may be rolled to next year). The vacation year is the 12-month period immediately following your anniversary date.
· Associates may take vacation in 2-hour increments.
· Vacation hours will be paid at the Associate’s regular hourly base rate at the time of vacation. It does not include overtime or premium shift pay. 
· If you do not take all accrued vacation within the vacation year, you have the option on your anniversary date to cash out the time at your regular wage or carry over up to 80 hours into the next year.  If you have not chosen any option 30 days after your anniversary day, AWC will automatically carry over up to 80 hours of vacation and cash out the remaining hours.
· If you are on vacation and qualify for bereavement leave, your vacation time will be changed to bereavement leave, subject to the limits of the bereavement leave policy. Following one year of service, you will be paid for any accrued, unused vacation hours if you leave AWC.
· Vacation Before or After Holiday: Call-in vacation will not be granted on the day before or after a Holiday or plant shutdown period. Scheduled vacation may be taken the day before or after a holiday or plant shutdown period with prior supervisor approval.
 

[bookmark: _Toc180579020][bookmark: _Toc133215358]Floating Holiday

Floating holiday must be used within the year and may not be carried over but will be paid out upon an upon Associate’s request if they cannot use it to use during the current year.  Associates must make the request to Payroll to be paid for a FH within 2 weeks of their anniversary date or the FH will be forfeited. 

[bookmark: _Toc180579021]Holiday Schedule

All full and part-time Associates employed for 30 days and not classified as short-term are eligible for paid holidays each calendar year. 
Observed holidays (Subject to change):
· New Year’s Day
· Memorial Day (last Monday in May)
· Labor Day (first Monday in September)
· Thanksgiving and the following Friday
· Designated Holidays (announced in December of prior year; typically covers the Friday after Thanksgiving and the day after Christmas up to New Year’s Day).
· Floating Holiday

To receive Holiday pay, Associates must work their full regularly scheduled shift hours before and after the Holiday.
Holiday pay will be calculated based on the Associate’s straight time pay rate (as of the date of the holiday) times the number of hours the Associate is regularly scheduled. If a recognized holiday falls during an Associate’s absence (e.g., sick leave), the Associate will not receive holiday pay. 

[bookmark: _Toc133215359][bookmark: _Toc180579022]Holiday to Vacation Transfer Program

· Can only trade Holiday pay if Holiday is worked.
· Must complete the request on Blue Sheet and be turned into Payroll before Holiday.
· Must be approved working time.
· No exceptions, no late entries.
· Can only trade in up to 8 hours of Holiday pay per Holiday.
· Vacation trade falls under the same policy as all other vacation hours.

[bookmark: _Toc133215361][bookmark: _Toc180579023]Perfect Attendance Premium

AWC Associates are expected to be at work for all of their scheduled hours. AWC will provide all hourly and non-exempt salaried Associates, including those classified as short-term, with an addition to their base pay for maintaining Perfect Attendance (PA). PA Premium will be based upon the following:

· Must achieve PA during a consecutive 400 hours.  Any disqualifying occurrences will result in loss of any PA premium and will restart the 400 hours on your next scheduled work day. 
· PA is defined as working all scheduled work hours and all properly authorized overtime hours without any absence, tardiness, leaving early or missing a clock-in or out.
· Company-paid leaves of absences do not affect PA.
· All unpaid leaves of absence, whether excused or not, disqualify the Associate for PA.
· Periods when the company shuts down production, such as for a Level 3 weather condition or plant shutdown excused by the company or when management fails to notify Associates of work schedule changes, will not disqualify the Associate for PA.
· The use of Flex Time disqualifies the Associate for PA.
· Associate’s PA Premium amount will be applied to all hours, including overtime. 
· The Associate will receive the PA Premium until the Associate has a disqualifying event. The PA Premium will stop on the final Payroll Day of that week (Saturday). The period to again achieve PA will begin on the first Payroll Day of the following week.
· Effective 8/1/2015, increase failure to Scan In/Out from one (1) per year to four (4) per year. Only one (1) exception per quarter.

[bookmark: _Toc133215356][bookmark: _Toc180579024]Recreation

Exercise equipment in the health center is available for use by all. Prior to utilizing this area, Associates must complete and sign a Waiver of Workers’ Compensation Benefits for Recreational or Fitness Activity (1-159) provided by the HR department.

[bookmark: _Toc133215362][bookmark: _Toc180579025]Birth of Child

After one (1) month of employment, any non-short term Associate whose child is delivered (or adopted) will receive two (2) full days off work with pay. The day off may be scheduled in full or half day increments at the Associate’s option. If the Associate elects to work during this time, he or she may request to receive pay for this day. The paid day off must be used within one (1) calendar week of the birth (or adoption).

[bookmark: _Toc133215363][bookmark: _Toc180579026]Jury Duty

Associates will be granted paid time off for jury duty up to a maximum of 20 days per calendar year. Associates who are absent during their normally scheduled work hours to serve on a jury will be paid their regular straight time pay for the hours they would have regularly been scheduled to work, excluding any overtime hours. 

It is expected that if the full day is not used on jury duty, you will report for work. If a second or third shift Associate is required to serve on jury duty, appropriate sleep time will be taken into consideration but does not automatically excuse them from work. Associates must call their supervisor each day to report their absence unless other arrangements have been approved.

Upon receipt of a summons, and in advance of the jury duty date, you must present a copy of the summons to your supervisor and complete an Absence Notification Form. The summons and proof of attendance from the court serve as a basis for authorizing time off.

[bookmark: _Toc180579027]General Information Regarding Witness Duty

AWC Associates are responsible for notifying the Human Resources Department in a timely manner of subpoenaed witness obligations. Once the Associate’s jury or witness obligations are concluded, the Associate should return to his or her scheduled shift as soon as possible (if Associate is on an off shift, Associate sleep time will be taken into consideration). 

Associates who are granted time off under this policy may use paid leave to cover their time off. Please see paid vacation information.

[bookmark: _Toc133215364][bookmark: _Toc180579028]Witness Duty

Participation in Criminal, Juvenile, and Grand Jury Proceedings
If an Associate is subpoenaed or otherwise ordered to appear as a witness in a criminal, juvenile, or grand jury proceeding, AWC will provide the Associate with unpaid time away from work for the time required to travel and testify, provided that the Associate:

· Has been ordered by a court of law or a government agency to testify as a witness; and
· Will be charged with contempt of court or similar legal sanctions if he or she fails to appear.

If an Associate is subpoenaed or otherwise ordered to appear as a witness in a criminal or juvenile proceeding that pertains to an offense against AWC or an offense involving the Associate during the course of his or her employment, AWC will permit paid time away from work to travel and attend the proceeding.

[bookmark: _Toc180579029]Participation in Criminal and Delinquency Proceedings as Victim

If an Associate is a victim of a crime, or is the family member or representative of a victim of a crime, and the Associate has been subpoenaed to attend a criminal or delinquency proceeding, AWC will provide the Associate with unpaid time away from work for the time required to travel and attend the proceeding, provided that the Associate:

· Has been ordered by a court of law or a government agency to attend the proceeding; and
· Will be charged with contempt of court or similar legal sanctions if he or she fails to appear.

If an Associate is a victim of a crime or is the family member or representative of a victim of a crime, and a criminal prosecutor has requested the Associate’s participation in preparation for a criminal or delinquency proceeding, AWC will provide the Associate with unpaid time away from work to travel and participate in the preparation provided that the Associate can provide a written request from the prosecutor. 

[bookmark: _Toc180579030]Participation in Other Proceedings

If an Associate is subpoenaed or otherwise ordered to appear as a witness in any proceeding other than those described above, AWC will provide the Associate with unpaid time away from work for the time required to travel and testify, provided that the Associate:

· Has been ordered by a court of law or a government agency to testify; and
· Will be charged with contempt of court or similar legal sanctions if he or she fails to appear.

AWC will also provide unpaid time away from work for the time required to travel and accompany a minor child who has been subpoenaed to testify as a witness.

[bookmark: _Toc133215365][bookmark: _Toc180579031]Leaves of Absence

In some instances, Associates may have a need for a leave of absence after other sources of leave or time off have been exhausted, or when situations do not qualify for other types of leave under existing law and/or the company’s policies. As a result, AWC may, in its sole discretion, or when otherwise required by law, allow an Associate to take an unpaid leave of absence after 6 months of employment. Generally, the following provisions shall apply to any such leave:
· A modified work schedule, if appropriate, may be an option in lieu of a leave of absence.
· All accrued benefit time, including but not limited to, vacation, holiday, and PA Days, where applicable, must be exhausted before a leave of absence will be granted.
· [bookmark: _Hlk83984076]A request for a leave of absence must be submitted in writing to the HR Department at least thirty (30) days before the leave, or, if the leave is unforeseeable, as soon as practical under the circumstances. Associates must use a Leave of Absence Request Form, available in HR, indicating the reason and requested beginning and end dates for the leave.  For continuing leave, a new leave of absence request form must be submitted every thirty (30) days up to a maximum of six months’ leave.
· Misrepresentation of facts to obtain a leave of absence or to secure an extension of a leave of absence will result in termination of employment.
· Unless specifically authorized in writing by the company or with respect to military duties performed pursuant to a military leave of absence, an Associate who engages in employment elsewhere while on a leave of absence will be deemed to have voluntary terminated his or her employment with the company.
· Although AWC is unable to guarantee an Associate the same position and/or shift when he or she returns from an unpaid leave of absence pursuant to this policy, the company will make reasonable efforts to assign the Associate to that same position and/or shift if it is vacant and available. If it is not vacant, the Associate will be placed in another position for which, in the judgement of the company, he or she has appropriate skills and ability. If no such vacancy exists, the Associate’s employment with AWC may be terminated. 
· No leave provided pursuant to this policy will extend for a period exceeding the Associate’s actual time worked, nor will leave be granted in excess of six (6) months, except as required by applicable law. 
· No vacation days will be accrued while an Associate is on a leave of absence greater than 4 weeks.
· An Associate on a leave of absence will not receive holiday pay. 
· Although an Associate’s service time will continue to accumulate during a leave of absence, time on such leave will not be credited for service toward the qualifying period to receive an attendance award and will also disqualify the Associate from further receiving any previously earned Perfect Attendance Award. Time spent on leave will similarly not be credited for service when determining the Associate’s performance review date. 
· An Associate may continue his or her health and dental insurance plan by making weekly payments to HR for his or her share of the premium cost. If the approved (non-FMLA) leave exceeds three (3) consecutive months, and the Associate desires to continue the same coverage, COBRA insurance must be applied for and paid in full by the Associate.
· AWC reserves the right to require medical certification and second opinions whenever the company deems appropriate, including medical certification to verify the Associate’s ability to return to work after a leave of absence for medical reasons. Failure to timely provide such medical certification or to cooperate with obtaining a second opinion may result in termination. 
· Failure of an Associate to timely report for work at the termination of a leave of absence, or to secure an approved extension of the leave in advance, will result in termination of employment, unless an excuse acceptable to the company is provided.
· AWC reserves the right to cancel a leave of absence before the expected return date.

[bookmark: _Toc133215366][bookmark: _Toc180579032]Military Leave

Associates who perform service in the uniformed services or certain types of service in the National Disaster Medical System will be granted military leaves of absence as and to the extent required by the Uniformed Services Employment and Reemployment Rights Act (“USERRA”), a federal law that governs leaves of absence and the right to return to work of persons in the military, and state law. To obtain military leave, you must notify AWC of your need for leave orally or in writing unless military necessity prevents the giving of notice, or the giving of notice is otherwise impossible or unreasonable. 
Continuation of health insurance benefits is available as required by applicable law and subject to the terms, conditions, and limitations of the applicable plans for which the Associate is otherwise eligible. Benefit accruals, such as vacation or holiday pay, will be suspended during any unpaid military leave greater than four weeks and will resume upon the Associate’s return to active employment. Please contact the HR department for more information or questions about military leave. 

[bookmark: _Toc180579033][bookmark: _Toc175839317]Ohio Family Military Leave
AWC will provide leave for up to 10 days or 80 hours once per calendar year for associates to take unpaid family military, whichever is less, if the following conditions are met:
1. The associate has been with AWC for at least 12 consecutive months and for at least 1,250 hours in the 12 months immediately preceding commencement of the leave;
2. The associate is the parent, spouse, or a person who has or had legal custody of a person who is a member of the uniformed services and who is called into active duty in the uniformed services for a period longer than 30 days or is injured, wounded, or hospitalized while serving on active duty in the uniformed services;
3. The associate gives notice to AWC that the associate intends to take leave pursuant to this section at least 14 days prior to taking the leave if the leave is being taken because of a call to active duty or at least two days prior to taking the leave if the leave is being taken because of an injury, wound, or hospitalization. If the associate receives notice from a representative of the uniformed services that the injury, wound, or hospitalization is of a critical or life-threatening nature, the employee may take the leave without providing notice to AWC; 
4. The dates on which the associate takes leave under this policy occur no more than two weeks prior to or one week after the deployment date of the their spouse, child, or ward or former ward;
5. The associate does not have any other leave available for their use except sick leave or disability leave.
AWC will continue to provide any benefits during the period of time the associate is on leave that it regularly provides or makes available (such as medical insurance, disability insurance, life insurance, and retirement plans).  The associate is still responsible for the same proportion of the cost of the benefits as they regularly pay during working periods.  

Upon the completion of the family military leave, AWC will typically restore the associate to the position held prior to taking that leave or to a position with equivalent seniority, benefits, pay, and other terms and conditions of employment.
AWC will not interfere with, restrain, or deny the exercise or attempted exercise of a right established under this policy.  AWC will not discharge, fine, suspend, expel, discipline, or discriminate against an employee with respect to any term or condition of employment because of the employee’s actual or potential exercise, or support for another employee’s exercise, of any right established.  This does not limit AWC’s ability to take an employment action that is independent of the exercise of rights under the law.   

[bookmark: _Toc175839318]Volunteer Firefighter/EMS Leave

AWC provides unpaid time off for associates who serve as volunteer firefighters or providers of emergency medical services to respond to an emergency or for required training. To be eligible for leave under this policy, associates must provide written notification to AWC no later than 30 days after being certified as a volunteer firefighter or volunteer emergency services provider. Associates must make reasonable efforts to notify their supervisors as soon as possible when they know they will be late to work or absent from work due to being dispatched to an emergency. Additionally, following an absence under this policy, associates must provide appropriate written documentation that confirms the date(s) and time(s) of their absence from the Chief of the volunteer fire department or the medical director or chief administrator of the cooperating physician advisory board of the emergency medical service organization. 


[bookmark: _Toc133215367][bookmark: _Toc180579034]Family and Medical Leave

It is the policy of AWC to comply with the Family and Medical Leave Act of 1993 by providing up to 12 weeks of unpaid leave during any rolling 12-month period to an eligible Associate for family and medical reasons.

[bookmark: _Toc180579035]Eligibility

To be eligible for FMLA leave, you must: (1) have worked for AWC for a total of at least 12 months (the 12 months does not need to be consecutive); and (2) have worked for AWC at least 1,250 hours during the 12-month period prior to the commencement of the leave. Once you have provided notice to AWC of the need for FMLA-qualifying leave, AWC will notify you of your eligibility for such leave. If you are not eligible, AWC will notify you of the reason for your ineligibility.

[bookmark: _Toc180579036]Amount of Leave

Except as otherwise provided in this policy, you may take the equivalent of 12 weeks of leave during any rolling 12-month period (i.e., looking back 12 months from the date you will use the leave). Thus, each time you take FMLA leave, the remaining leave entitlement will be any balance of the 12 weeks which has not been used during the immediately preceding 12 months. The allotment is determined based upon a normal work schedule. The maximum allotment for an exempt Associate is 480 total hours; the allotment for a nonexempt Associate is determined by multiplying the regularly scheduled hours per week by twelve (e.g., a 40- hour per week Associate has 480 total hours available).

[bookmark: _Toc180579037]Types of Leave

[bookmark: _Toc180579038]Family Leave

Family leave may be taken for any of the following family reasons:
· For the birth of your child or to care for your newborn child.
· For the placement of your child for adoption or foster care (through a formal foster agreement).
· Your entitlement to family leave for any of these reasons will expire 12 months following the birth or placement of your child for adoption or foster care.



[bookmark: _Toc180579039]Medical Leave

Medical Leave may be taken to care of your spouse, child, or parent who has a serious health condition.
Any couple who was legally married under the law where the marriage took place will be recognized as spouses under the FMLA, including same sex and common law marriages.
· Child is defined as any child under 18 for whom the Associate is acting as a parent. Children 18 and older are included if incapable of self-care because of a mental or physical disability as defined by the Americans with Disabilities Act.
· Parent is defined as a biological, adoptive, step, or foster parent or an individual who acted in the place of a parent (“in loco parentis”) when the Associate was a child as defined above. Parents-in-law are specifically excluded from this definition.

Care includes physical and psychological care. 

· Medical leave may be taken due to your own serious health condition that makes you unable to perform any of the essential functions of your position.
· A “serious health condition” is an illness, injury, impairment, or physical or mental condition that involves either an overnight stay in a medical care facility, or continuing treatment by a health care provider for a condition that either prevents the Associate from performing the functions of the Associate’s job or prevents the qualified family members from participating in school or other daily activities. Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of more than three consecutive calendar day combined with at least two visits to a health care provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to a chronic condition. Other conditions may meet the definition of continuing treatment. 

[bookmark: _Toc180579040]Intermittent or Reduced Schedule Leave

In the case of your own serious health condition or that of your family member (as defined by the FMLA), you may request that FMLA leave be taken on a reduced leave schedule (i.e., shorter work hours or a shorter work week) or intermittent basis if your health care provider or the family member’s health care provider deems it to be medically necessary. Associates must make reasonable effort to schedule leave for planned medical treatments so as not to unduly disrupt AWC’s operations. 

When leave is taken for the birth or placement of a child for adoption or foster care, you may only take the leave on an intermittent or reduce schedule basis with prior approval by AWC’s 3rd party administrator, unless such leave is needed for a serious health condition of the mother, newborn or newly placed adopted or foster child. 

If an Associate needs foreseeable intermittent or reduced schedule leave, the company may require the Associate to transfer temporarily to an alternative position which better accommodates the recurring periods of leave. The alternative position will have equivalent pay and benefits but may not have equivalent duties. When the Associate is able to return to a regular schedule, the company will restore the Associate to the same or equivalent position that the Associate held when the leave commenced. 


[bookmark: _Toc180579041]Benefits During Leave

Associates on FMLA leave will continue to be covered by the company’s group health benefits (as defined by the Department of Labor and Internal Revenue Service) on the same terms as coverage would have been provided if the Associate has been continuously employed during the leave period. Associates are responsible for paying their portion of the group health benefit premiums while on leave. If the Associate receives pay through the payment of floating holiday or vacation benefit pay, the portion of any premium normally paid by the Associate will be deducted from gross pay to the full extent possible. If the Associate does not have benefit pay available, and therefore does not have any pay from which to deduct premiums, the Associate may choose to prepay premiums or a portion thereof prior to commencement of leave or may catch up premium upon returning to work through payroll deduction. Retroactive payments may be spread out over a period equal to twice the amount of time in which payments accrued.

If the Associate does not return from FMLA leave or does not return for a sufficient period to repay their portion of the premiums due, the company may recover the portion of the premiums due as allowed by law. 

Holiday pay will cease while Associate is on FMLA leave. Although an Associate’s overall service time with AWC will continue to accumulate during continuous FMLA leave, time spent of FMLA leave for a period greater than 4 weeks (160 hours) will not be credited for service toward the calculation of vacation accrual. Time spent on FMLA leave will similarly not be credited for service toward the qualifying period to receive a Perfect Attendance Award and will disqualify the Associate from further receiving any previously earned Perfect Attendance Award. Time spent on FMLA leave will also not be credited for service when determining the Associate’s performance review date. 

[bookmark: _Toc180579042]Compensation During Leave

Under federal law, FMLA leave is unpaid. Once an FMLA leave begins, however, AWC Associates must use up to 3 days of accrued paid time off with an otherwise unpaid FMLA continuous or intermittent leave. Associates may then elect to use any additional paid time off, including accrued holiday, vacation, and PA Days, concurrently with any unpaid portion of an FMLA leave.  Associates must comply with AWC paid leave policies when accrued paid time off is substituted for FMLA leave.  All time off for FMLA purposes, whether paid or unpaid, runs concurrently with worker’s compensation and disability leave and counts towards the maximum of eight months for a personal leave of absence.

All time off for FMLA purposes, whether paid or unpaid, will count toward the maximum 12 or 26 weeks of leave. FMLA is not intended to begin when all company-paid leave benefits have been exhausted. FMLA begins when an FMLA situation takes place and runs concurrently with all paid time off, including worker’s compensation and disability. 

[bookmark: _Toc180579043]Restoration of Position

Ordinarily, upon return from an FMLA leave, Associates will be placed in their         previous position or an equivalent position with equivalent benefits, pay and other terms and conditions of employment. An Associate returning from FMLA leave will have no greater rights to job restoration or any other benefit than if the Associate has been continuously on the job instead of on leave.

If an Associate fails to report to work promptly at the end of the approved leave period, the company will no longer guarantee job restoration to the Associate.

[bookmark: _Toc180579044]Key Employees

Key employees are salaried FMLA-eligible Associates among the highest paid 10% of Associates employed by the company. A key employee may not be denied FMLA leave, but the company may deny restoration if the restoration would cause substantial and grievous economic injury to company operations. 

The company will notify you of your status as a key employee in accordance with applicable law.

[bookmark: _Toc180579045]Associate Responsibility

The Associate must, at minimum, give verbal notice to make the company aware that FMLA-qualifying leave is needed. The notice should generally include whether the reason for the request involves the birth or adoption of a child, a serious health condition of the Associate or family member, a qualifying exigency arising out of a covered service member’s call to active duty, or a serious illness or injury of a covered service member. If additional detail is needed in order to determine whether the leave qualifies under FMLA, it will be requested and received through the medical certification process. If the Associate has previously taken FMLA-qualifying leave and requires additional leave for that same reason, the Associate must notify 3rd party administrator of the fact.

If the leave is foreseeable, the Associate must provide at least 30 days’ notice to the company before the leave is to begin, unless otherwise required by state law. When 30-day notice is not possible, the Associate must provide notice as soon as practicable. If 30-day notice is not provided and it was practicable for the Associate to provide such notice, the company may delay the leave. If the leave is not foreseeable (e.g., a medical emergency), Associates must give notice as soon as it is practicable and generally must comply with normal AWC call-off procedures.

When leave is needed for the serious health condition of the Associate or his/her spouse, son, daughter, or parent, and is for planned medical treatment, the Associate must trust to schedule leave so as not to unduly disrupt the company’s operation.

The company may require periodic status reports of the Associate’s intent to return and may require two days’ notice for scheduling purposes if the Associate intends to return early.

[bookmark: _Toc180579046]Medical Certification

If an Associate is requesting unpaid leave due to the serious health condition of a family member or his or her own serious health condition, the Associate must submit a written certification from a health care provider. The Associate must provide the requested certification to AWC’s 3rd party administrator within 15 days after receipt of the certification paperwork unless it is not practical under the particular circumstances. The beginning and/or continuation of the Associate’s leave will be delayed until the required certification is provided, and the Associate’s absence(s) will be treated as non-FMLA absence(s) under the company’s unusual attendance policies until the Associate provides the certification. If the certification is incomplete or lacking information, the Associate will be notified in writing of the deficiency and will have seven (7) calendar days to cure the deficiency.

The company may require second/third opinions (at its expense), or recertification as allowed by law. In addition, all Associates returning from FMLA leave for their own serious health condition must provide medical certification of their fitness for duty before they actually begin working. 

The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and other entities covered by GINA Title II from requesting or requiring genetic information of Associates or their family members, except as specifically allowed by GINA. In order to comply with this law, Associates and their health care providers should not provide any genetic information when responding to a request for medical information. “Genetic Information,” as defined by GINA, includes an individual’s family medical history, the result of an individual or family member’s genetic test, the fact that an individual or an individual’s family member sought or received genetic services, and genetic information of a fetus carried by an individual or an individual’s family member or an embryo lawfully held by an individual or family member receiving assistive reproductive services.


[bookmark: _Toc180579047]Record Keeping

Human resources will maintain records as specified by law. 

[bookmark: _Toc180579048]Notification Requirements

The company has posted a notice summarizing the FMLA on the premises and has included information on FMLA entitlements and Associate obligations in the Associate handbook. Individual specific notices may also be prepared and given to Associates in person or mailed to their address of record.

[bookmark: _Toc180579049]Spouses Employed by the Same Employer

Each spouse has a full 12-week leave allotment for leave taken for his/her own serious health condition or for caring for a spouse or child with a serious health condition. There is a limit of 12-week total per couple for family leave and/or medical leave to care for a parent with a serious health condition. There is also a limit of 26 weeks total per couple in the 12 months starting from the first day leave is taken to care for a seriously ill or injured covered service member, for the birth of the Associate’s child or to care for the child after birth, for placement of a child for adoption or foster care, to care for the child after placement, to care for the Associate’s parent with a serious health condition.  

[bookmark: _Toc180579050]General Information
The FMLA makes it unlawful for any employer to: 
· Interfere with, restrain, or deny the exercise of any right provided under FMLA.
· Discharge or discriminate against any person for opposing any practice made        unlawful by FMLA or for involvement in any proceeding under or relating to FMLA.

An Associate may file a complaint with the U.S. Department of Labor or may bring a private lawsuit against an employer. The FMLA does not affect any Federal or State law prohibiting discrimination or supersede any State or local law or collective bargaining agreement, which provides greater family or medical leave rights.

[bookmark: _Toc180579051]FMLA Military Exigency Leave 
[bookmark: _Toc180579052]Eligibility

To qualify for FMLA Military Exigency Leave, an Associate must be:
·  Eligible to take FMLA leave.
· The spouse, son, daughter, or parent of a military member who is on or is called to “covered active duty” in the Armed Forces (including the National Guard or Reserves) in a foreign country; and
· Requesting the leave because of a “qualifying exigency”

Qualifying exigencies may include short-notice deployment, rest, and recuperation, attending certain military events, arranging for alternative childcare, school activities, addressing certain financial and legal arrangements, attending counseling sessions, parental care (of military member’s parents), post-deployment activities, and additional activities not encompassed by the other categories, but agreed to by you and AWC.

Eligible Associates who request Military Exigency Leave to spend time with a military member on rest and recuperation leave may take up to fifteen calendar days of leave.

Eligible Associates may take leave to care for a military member’s parent who is incapable of self-care when the care is necessitated by the member’s covered active duty. Such care may include arranging for alternative care, providing care on an immediate need basis, admitting, or transferring the parent to a care facility, or attending meetings with staff at a care facility. 

[bookmark: _Toc180579053]Amount of Leave
Associates who meet all of these requirements are entitled to 12 weeks of Military Exigency Leave during a rolling 12-month period, which can be taken intermittently. The amount of Military Exigency Leave to which an Associate is entitled at any time will be calculated in the same manner as FMLA leave. Leave taken under this policy counts against an Associate’s FMLA leave entitlement.

[bookmark: _Toc180579054]Certification

In addition to qualify for this leave, Associates are required to submit certification of the “qualifying exigency.” Such certification must be submitted in the same manner as medical certification under AWC’s FMLA policy.

[bookmark: _Toc180579055]FMLA Military Caregiver Leave

[bookmark: _Toc180579056]Eligibility

To qualify for the FMLA Military Caregiver Leave, an Associate must be:
· Eligible to take FMLA leave.
· The spouse, son, daughter, parent or next of kin of a “covered service member” of the Armed Forces (including National Guard and Reserves).
· Requesting the leave to care for a “covered service member” with a “serious injury or illness”.

“Covered service member” means:
· A current member of the Armed Forces (including National Guard and Reserves) who is undergoing medical treatment, recuperation, therapy and is otherwise in outpatient status, or is on the temporary disability retired list, for a “serious injury or illness”. 
· A “covered veteran” who is undergoing medical treatment, recuperation, or therapy for a “serious injury or illness.”

 “Covered veteran” is:
· An individual who was a member of the Armed Forces (including National Guard or Reserves) and was discharged or released under conditions other than dishonorable at any time during the five-year period prior to the first date the eligible Associate takes FMLA leave to care for the covered veteran. An eligible Associate must commence leave to care for a covered veteran within five years of the veteran’s active-duty services. 
· 
Serious injury or illness” means:
· For current member of the Armed Forces (including National Guard or Reserves), an injury or illness incurred in the line of duty on active duty in the Armed Forces (or that existed before the beginning of the member’s active duty and was aggravated by service in the line of duty on active duty) that may render the member medically unfit to perform the duties of the member’s office, grade, rank or rating.
· For a covered veteran, an injury or illness incurred in the line of duty on active duty in the Armed Forces, including National Guard or Reserves (or that existed before that beginning of the member’s active duty and was aggravated by service in the line of duty on active duty) which manifested itself before or after the member became a veteran, and is:
· a continuation of a serious injury or illness that was incurred or aggravated when the covered veteran was a member of the Armed Forces and rendered the member unable to perform the duties of the member’s office, grade, rank, or rating:
· a physical or mental condition for which the covered veteran has received a Service-Related Disability Rating (VASRD) of 50 percent or greater which is based, in whole or in part, on the condition causing the need for caregiver military leave; or
· a physical or mental condition that substantially impairs the covered veteran’s ability to secure or follow a substantially gainful occupation by reason of one or more disabilities related to military service, or would do so absent treatment; or
· An injury, including a psychological injury, for which the covered veteran has been enrolled in the department of Veterans Affairs Program of Comprehensive Assistance for Family Caregivers.
· 
[bookmark: _Toc180579057]Amount of Leave

If an Associate meets the above requirements, the Associate is eligible for up to 26-weeks of Military Caregiver Leave, which can be taken intermittently. This leave must be taken within 12 months of the day that the leave begins. Leave not taken within the 12-month period is forfeited. Leave taken under this policy counts against an Associate’s FMLA leave entitlement. If you take another type of FMLA leave within this 12-month period, it remains limited to 12 weeks and will count against your total 26-week allotment. Military Caregiver Leave is applied on a per-covered service member, pre-injury basis. 

You may be entitled to additional Military Leave pursuant to state law. Please consult with the HR department to determine your eligibility.


[bookmark: _Toc180579058]Certification

To qualify for this leave, Associates are required to submit medical certification of the serious injury or illness for the covered service member. This certification must be submitted in the same manner as medical certification under AWC’s FMLA policy with the following exceptions: (1) AWC will accept invitational travel orders (ITOs) or invitational travel authorizations (ITAs) issued to a family member to join an injured or ill service member, at his or her bedside in place of a completed certification form or (2) AWC will accept, as certification of the service member’s serious injury or illness, documentation of his or her enrollment in the Department of Veterans Affairs Program of Comprehensive Assistance for Family Caregivers.

If an ITO or ITA is submitted, the Associate is required to confirm the familial relationship to the service member. If documentation of enrollment in the Program of Comprehensive Assistance is submitted, the Associate is required to confirm the familial relationship and to provide documentation of the veteran’s discharge date and status.

[bookmark: _Toc133215368][bookmark: _Toc180579059][bookmark: _Hlk83985422]Bereavement Leave

After one month of employment, you may be compensated for leave related to the death of an immediate family member. The total number of days off permitted under bereavement leave will be reviewed on a case-by-case basis and be subject to final approval by HR.
Example: next of kin or need for travel for services

An Associate will receive regular base pay for the bereavement days as outlined below. If you are on vacation at the time of death of an immediate family member, you will be permitted to substitute your bereavement leave in lieu of your remaining vacation time, or part thereof. 

Upon presenting a Death Notice from a newspaper or funeral home, you may be entitled to paid leave of up to:
	
Relation
	
# Of days

	Child
	5

	Spouse (current)
	5

	Parent
	3

	Parent-in-law
	3

	Sibling (including Half and Step)
	3

	Grandparent (including Step) 
	3

	Grandchild
	3

	Son-in-law or daughter-in-law
	1

	Brother-in-law or sister-in-law
	1

	Uncle or aunt
	Unpaid, Excused day

	Grandparent-in-law 
	Unpaid, Excused day

	Great Grandparent
	Unpaid, Excused day


		Close family friend			     Unpaid, Excused day

Days must be taken consecutively between the date of death and the funeral. 
If nonconsecutive days are needed, associate needs to contact HR for approval.

If additional time off is needed, such as when out-of-state travel is required, you may request to take additional paid time off if it is available to you. If paid time off is not available, you may request excused unpaid time off or a personal leave of absence.


[bookmark: _Toc133215370][bookmark: _Toc180579060]MISCELLANEOUS

[bookmark: _Toc133215369][bookmark: _Toc180579061]Plant Shutdown

AWC will issue a yearly calendar to all Associates to inform them of planned paid holidays as well as plant shutdown. Typically, all office and production activities cease during a shutdown, and the majority of Associates are scheduled off work under vacation or holiday time, if available to the Associate. The shutdown period permits AWC to match the shutdown schedule of some of our customers and to perform key maintenance and repair activities. AWC plans a plant shutdown the week between Christmas and New Year’s Day.

[bookmark: _Toc133215372][bookmark: _Toc180579062]Lost and Found

Lose something? Find something? Please report all lost articles and turn in any articles you may happen to find to HR.
[bookmark: _Toc133215339][bookmark: _Toc180579063]Chorei (Meetings)

Company Chorei’s are held on a regular basis. The purpose is to provide you with information about recent developments within the company as well as other topics of general interest. Guests from outside the company may participate in these meetings to provide you with up-to-date information regarding your health or financial benefits.

Chorei attendance is mandatory. An Associate’s failure to attend, without an adequate excuse, may result in disciplinary action. 

AWC has alternative methods of communication throughout the facility. These include the Ahresty Information Network (AIN) monitors, communication boards, and monthly newsletters.  

[bookmark: _Toc133215296][bookmark: _Toc180579064]Visitors, Vendors and Guest

People other than our Associates are not permitted to enter the plant or to be on the premises without proper authorization from management due to the safety and security of our Associates and of our visitors.

All visitors, vendors and guests should enter AWC at the lobby. Authorized visitors will be required to show photo identification in order to receive an identification badge. They will then be directed or escorted to their destination. Because business is being conducted throughout the building, visitors, vendors, and guests are only permitted in the lobby and cafeteria unless management approves entry into the production, MRO, or general office area. 

No photography or video recording is permitted by visitors, vendors, or guests on AWC’s premises without explicit written permission from management or as otherwise authorized by law.  Associates are responsible for the conduct and safety of their visitors. 


[bookmark: _Toc133215373][bookmark: _Toc180579065]Continuous Schedule Work Group (12 Hour Rotation)

All Associate Handbook policies apply with the exception of the following changes:

[bookmark: _Toc180579066]Overtime

After an Associate works all scheduled hours during either the 2, 3 or 4-day schedule, all additional hours worked during that pay period will be paid as follows:
· Time and a half will be paid for hours worked over 40 hours.
· Adjustments to overtime hour calculations will be made whenever there are unpaid absences during the regularly scheduled pay period. 

[bookmark: _Toc180579067]3 Day Work Week Pay

· When scheduled to work a 3-day workweek, the Associate will be paid for 40 regular hours, provided all scheduled hours were actually worked (36 work hours). Paid time off (i.e., vacation, jury duty, bereavement PA, etc.) will be considered as hours worked when determining eligibility to receive the 40 hours pay. If an Associate is not eligible to receive the 40 hours pay, he or she will be paid for the exact number of hours worked during that week.
· Holiday pay is paid as 12 straight hours. If a holiday falls on the 3-day week, and all hours scheduled are worked, the Associate will receive 52 hours of regular pay.

[bookmark: _Toc180579068]Company Sponsored Training or Travel

· A continuous schedule Associate’s workday is considered 12 hours. Therefore, if required to travel to a customer, vendor, or outside training location, the Associate is expected to work 12 hours a day. (i.e., training lasted 8 hours; travel 2 hours, Associate will be required to work 2 hours upon returning to the plant to complete the 12-hour requirement).

[bookmark: _Toc180579069]Jury Duty
· Associates are required to fulfill the 12-hour commitment. Upon daily release from the jury, the Associate is expected to return to work to fulfill the day’s remaining work schedule if the day’s 12 hours were not met. 

[bookmark: _Toc180579070]Paid Time Off: Holiday, Vacation, Jury Duty, Bereavement, Birth of Child, and PA days.
· A “day” equals 12 hours pay. The exception to this will be during the shutdown period of Christmas when holiday pay will be for 40 hours. 
· Saturday and Sunday will be considered a holiday if it falls within AWC designated Christmas holiday and will be paid at the double time rate if worked.
· During holiday periods, the supervisor may ask the Associate to work an altered week to prevent less than two days of actual work along with the holiday. Thanksgiving and Christmas present unique situations and will be evaluated each year to determine the needed schedule. 
· If scheduled to work 4 days and 1 days is Holiday, the pay is 36 hours + 12 hours holiday = 48 hours pay.
· Vacation accrual schedule is as follows: 

	After 6 months
	40 hours

	1 Year Anniversary
	40 hours

	2-6 Year Anniversary
	80 hours

	7-15 Year Anniversary
	120 hours

	16+ Anniversary
	160 hours




[bookmark: _Toc180579071]Amendments/Cancellation

Since the future need for working a 7-day continuous schedule is uncertain, Associates working this schedule should understand that this schedule might at any time be amended or canceled. If canceled, the Associate’s work hours will revert to a regular 40 hour, 5-day per week work schedule.

[bookmark: _Toc133215374][bookmark: _Toc180579072]Short-Term Workforce

Short-term Associates cannot work more than 1,000 hours in a rolling twelve-month period. At the completion of a 1,000-hour assignment, the individual would have to reapply for the next assignment. 

The Associate is placed on AWC’s Payroll and paid according to standard pay policy. Company safety, quality, attendance, and standard of conduct rules apply.

No benefits are offered in this position.

[bookmark: _Toc133215375][bookmark: _Toc180579073]Weekend Production Crew

Associates will be scheduled for 2 days per week as follows and will not exceed 24 hours per pay period:

Group 1- Friday and Saturday
Group 2- Saturday and Sunday

12 Hour Schedule:   2300 hours to 1130 hours
                                1100 hours to 2330 hours

A Weekend Perfect Attendance Premium will be paid if all hours scheduled for the two shifts (24 hours) are worked. Tardiness and early outs are not permitted. Perfect Attendance Days will also be earned every 400 hours provided the guidelines outlined in the handbook are followed. You cannot call in a PA Day. It must be scheduled in advance.

Associates will be paid at time and one-half of their base rate for hours worked over 12 hours in one shift.

All policies/benefits apply with the following exceptions:

· Holidays will be reviewed annually at the discretion of Management.

[bookmark: _Toc180579074]Part-time associates (Include Die cast finishing)
 
Part-time Associates will follow all normal Handbook policies guidelines with the following exceptions:
· Holidays, Perfect Attendance (PA), and vacation accrual will be the same as for full-time associates after being pro-rated to the normal weekly hours worked.
            Example: 
· 30 hours/week = 5.25 hours per holiday if the scheduled workday falls on a holiday, PA Day, and vacation accrual
· 24 hours/week = 5.25 hours per holiday if the scheduled workday falls on a holiday, PA Day, and vacation accrual 
· 20 hours/week = 5.25 hours per holiday if the scheduled workday falls on a holiday, PA Day, and vacation accrual
· Attendance steps will follow a pro-rated scheduled based on the hours worked on a weekly basis.
· Shift premium and PA premium will be paid at the same rate as for full-time Associates.
· Part-time die cast and machining Associates will top out at Skill Block 8.
· Die cast finishing Associates will follow wage progression outlined on the current hourly wage plan sheet.

Part-time and die cast finishing Associates may move into open position(s) if they meet all the qualifications of the position(s). Transfer must stay in their position for at least 6 months.

[bookmark: _Toc180579075]ATTENDANCE POLICY PART TIME ASSOCIATES

EFFECTIVE NOVEMBER 1, 2021
	
	
	
	
	
	

	Procedure 
	Coaching 
	Step 1
	Step 2
	Step 3
	Termination

	Points
	0 to 1
	2
	4
	5
	6.0



Coaching:
· Coaching is intended to help an Associate achieve satisfactory attendance. 
· A member of leadership will conduct the coaching and create a record that includes the date, time, and key points addressed. 
· Coaching will occur at any time deemed appropriate by a member of leadership or when an Associate reaches Step 1.  Coaching is also recommended if an Associate is not using his/her vacation days or PA days.


Part Time - 30 Hour Associate – 6 hours a day
	After 6 months
	30 hours

	1 Year Anniversary
	30 hours

	2-6 Year Anniversary
	60 hours

	7-15 Year Anniversary
	90 hours

	16+ Anniversary
	120 hours




Part Time – 24 Hour Associate – 8 hours a day
	After 6 months
	24 hours

	1 Year Anniversary
	24 hours

	2-6 Year Anniversary
	48 hours

	7-15 Year Anniversary
	72 hours

	16+ Anniversary
	96 hours



Part Time – 20 Hour Associate – 4 hours a day
	After 6 months
	20 hours

	1 Year Anniversary
	20 hours

	2-6 Year Anniversary
	40 hours

	7-15 Year Anniversary
	60 hours

	16+ Anniversary
	80 hours




[bookmark: _Toc133215328][bookmark: _Toc180579076]SAFETY AND ENVIRONMENTAL

[bookmark: _Toc133215329][bookmark: _Toc180579077]Safety Mission

We pride ourselves on a safe workplace for our Associates, customers, vendors, and guests by providing a clean, orderly, safe, and healthy environment free from hazards. To be effective, the safety regulations/policies we have established, in accordance with state and federal regulations, must be a part of each Associate’s job. Being aware of our actions will ensure we perform our duties in the safest manner.
The following regulations are not all inclusive, but rather a guide to ensure a safe work environment. It is impossible to foresee every possible situation that may occur, therefore, any incidents not mentioned in this handbook will be evaluated and handled accordingly at the company’s discretion. Please keep in mind that no rule can replace common sense. The main approach to accident and injury prevention is to think first before acting.

Any violation of the following regulations may result in disciplinary action, up to and including immediate termination of employment

[bookmark: _Toc133215330][bookmark: _Toc180579078]Workforce Practices
 Non-alcoholic beverages are permitted on the production floor in a furnished mug or approved beverage container.
Any violation of these practices may result in disciplinary action, up to and including termination. 

[bookmark: _Toc133215331][bookmark: _Toc180579079]Safety Practices

The company will not knowingly permit unsafe conditions to exist, nor will it knowingly permit Associates to engage in unsafe practices. Based upon the nature of the infraction or unsafe practice, AWC reserves the right to impose immediate disciplinary action up to and including termination at its discretion. Below is a list of safety rules for which an Associate’s non-compliance will warrant such disciplinary action.  This list is not all-inclusive: 
· Do not operate any machinery or equipment without first receiving proper instruction and certification where appropriate (e.g., forklifts, overhead cranes). 
· Never remove or render ineffective any safety device.
· Horseplay is dangerous and will not be tolerated.
· Keep your work area clean and orderly.
· Use the tool designed for the task; clean and return tools to their proper place after using them. 
· Do not use equipment that is unsafe. Immediately tag the unsafe equipment out of service and report the unsafe condition to your supervisor.
· Lift with your legs, not your back. If the load is too heavy, ask for help.
· Report any unsafe condition or act immediately to your supervisor. 
· Follow all Lock out/Tag out procedures.
· Maintain a safe forklift speed.
· Follow container-labeling procedures.
· Do not use materials that are not properly labeled.
· Stack baskets properly, assure that baskets are in good condition before use and are latched properly. (Refer to our container stacking standard in the Forklift program.)
· Hair below the shoulder line must be tied back while on the production floor.
· Follow all process and job safety standards.
· Know the locations of safety showers and eye wash stations and how to use them.
· Keep the aisles free of clutter and follow proper pedestrian routes, stopping at each crossing for forklift traffic.
· Personal Protective Equipment (PPE) is for your protection. PPE must be worn while performing tasks per the requirement of the job.
· Safety Shoes: Steel-toed, slip resistant, shoes that meet the requirements of ANSI Z41 are required while performing any task on the production floor. Some departments are also required to have metatarsal protection in addition to steel-toed, slip resistant shoes. These requirements are outlined in the Safety Shoe Policy (HS-30-12-8-1). Associates, visitors, and guests that are walking through the plant and not performing a task or working on equipment are not required to wear steel-toed shoes but are asked to use caution while on the production floor and are required to remain in the blue walkways at all times.
· Safety Glasses: Safety Glasses with side shields that meet the requirements of ANSI Z87.1 are required in all production areas. Proper fit is critical for effective eye protection. Associates who have been employed for at least 90 days are eligible for a voucher for prescription safety glasses. Details of this program are outlined in the Prescription Safety Glasses Policy (HS-30-12-9).
· Hearing Protection: Earplugs with a 27NR rating must be worn at all times on the production floor. Ear buds and headphones are prohibited in production. 
· Head Protection: Bump caps and hardhats are required to be worn during certain operations and tasks. They must be worn properly to ensure proper protection.
· Uniforms: Associates must always follow the company’s policy regarding company issued uniforms.
· Certain jobs and tasks require additional PPE to ensure proper protection. Additional PPE requirements are outlined in the PPE Guidelines (HS-30-12-5).  
· Any other unsafe practices AWC finds to be dangerous to its Associates, contractors, or visitors.
· In some cases, AWC may require additional safety protocols to be implemented.  These will be communicated via company internal memo

[bookmark: _Toc133215332][bookmark: _Toc180579080]Industrial Injuries

In the case of a work incident that results in injury to an Associate or damage to company property, regardless of how insignificant the injury or damage may appear, notification must be given to your supervisor and/or a member of EHS (environmental, health & safety) the same day/same shift as the occurrence. Supervisors and Associates are responsible for completing the Preliminary Accident-Industrial Accident Report (M-01-103-03) by the end of the shift. Failure to do so may result in disciplinary action, up to and including termination.

The Medical Treatment Room is always accessible for any Associate needing first aid attention. Whenever first aid is needed, contact your supervisor or any member of the Emergency Response Team (ERT).

If you witness a fellow Associate who becomes seriously injured or ill on the job, go to the nearest plant phone and page “CODE BLUE”, dial 999 on the nearest phone, to the location.

[bookmark: _Toc133215333][bookmark: _Toc180579081]Workers’ Compensation

AWC carries workers’ compensation insurance as required by Ohio law. Workers’ compensation is an Associate’s exclusive remedy for job-related accidents and illness. If you are injured in the course of employment, or contract an occupational disease, you must report all such accidents and diseases to your immediate supervisor. To aid in the administration of the claim, it is important that all internal forms, the FROI, and a copy of medical records from any outside medical facility that provided treatment are given to EHS or HR as soon as possible. Timely reporting will help to ensure that proper steps are taken when work restrictions are needed and that the claim is forwarded to the Bureau of Workers’ Compensation (“BWC”) in a timely manner.

[bookmark: _Toc133215334][bookmark: _Toc180579082]Emergency Action Plan

A written Emergency Action Plan is in place. The plan contains details of actions to be followed in the case of Fire, Tornado or Severe Weather, Bomb Threat, Toxic Chemical Releases or Medical Emergencies. All AWC Associates are trained annually in the company’s requirements in case of an emergency. 

NOTE: When the need arises, the AWC Emergency Response Team (ERT) has been trained to assist in safe and orderly evacuation for all types of situations.

[bookmark: _Toc133215335][bookmark: _Toc180579083]Severe Road Conditions

Due to the nature of die casting operations, AWC will make every attempt to not close the facility due to weather conditions, so that work is available to those who can travel safely to the plant. AWC management reserves the option to reduce operation hours in extreme weather situations.

If extreme weather conditions occur, the Clinton County Sheriff issues the following Road Conditions warning levels: 

· Level 1 – Roads are hazardous with blowing and drifting snow. Drive cautiously. (AWC will not close the plant under a Level 1)
· Level 2 – Roads are hazardous with blowing and drifting snow. Only those who feel it necessary to drive should be on the roads. (AWC will not close the plant under a Level 2)
· Level 3 – All roads are closed to non-emergency personnel. No one should be out during these conditions unless it is necessary to travel. 

To determine the status for work during extreme conditions at Level 3, contact AWC at 937-805-4059 and you will receive a message instructing you of the current plant condition. If the line is busy, keep trying. As a backup system to determine if a Level 3 has been issued for Clinton County, contact the Sheriff’s Department on their Non-Emergency line (937-382-1611)

If Clinton County is on a Level 3 and the level is reduced any time prior to the start of your shift, you will be expected to report to work. Reasonable time to drive to work will not be counted as an absence. If Clinton County is placed on Level 3 during working hours, leadership will notify personnel.  If an associate lives in a county which is placed on a Level 3, they will also be excused and not expected to report to work during the timeframe the county they reside in is under a Level 3 condition.

[bookmark: _Toc133215336][bookmark: _Toc180579084]AWC Environmental Policy

AWC will maintain an Environmental Management System (EMS) in which standards are established for managing the environmental aspects that are associated with our manufacturing processes. AWC will maintain and review company-wide programs, including objectives and targets that focus on the following key elements:

· Compliance with applicable regulatory and other requirements
· Commitment to pollution prevention
· Continual improvement of management system

[bookmark: _Toc180579085]Chemical Release 

AWC utilizes chemicals that may injure people, harm the environment, and damage equipment if not properly handled or contained. If you discover a spill or release of chemicals (acid, flammable materials, compressed gas, etc.), go to the nearest plant phone, page “SPILL RESPONSE” to the location. In the event that the spill or release is hazardous due to inhalation or skin absorption, evacuate the area. Do not attempt to clean up hazardous spills unless you are a member of the spill response team and have been trained. 

Be sure to keep other Associates away from a hazardous spill area until the spill response team has arrived and has secured the area. 

If released chemicals contact your skin or eyes, flush the affected area for at least 10 to 15 minutes in the nearest eyewash or shower station located throughout the plant. If necessary, remove any contaminated clothing. Notify the spill response team members and EHS if you or other associates were exposed to the chemical. When necessary, first aid treatment will be administered by trained ERT members.

Injury because of chemical exposure will require an injury report to be filled out by your supervisor.

[bookmark: _Toc180579086]Safety Data Sheets (SDS) [Hazardous Chemicals]

All chemicals used at AWC that present a potential hazard to Associates have a safety data sheet (SDS) that is prepared by the manufacturer. The Safety Data Sheets are available in AWC’s electronic SDS system via a tab on Ahresty’s home page and are also filed alphabetically in the yellow cabinets next to the main time clocks. Information contained in the Safety Data Sheets is important for handling and storage of the chemical. 
No Associate may bring a new chemical on site without first obtaining an SDS for the product and approval through EHS.

[bookmark: _Toc133215337][bookmark: _Toc180579087]Environmental Management System (EMS)

In order to control how our operations can affect the environment, we evaluate each operation including construction and outside vendor services.

Each Associate is responsible for the following:
· No chemicals may be released to the stormwater; dumped onto the ground; or poured down a sink or toilet.
· Some items are considered universal or hazardous waste and therefore must be disposed of as such (for example, aerosol cans, batteries, light bulbs). Contact EHS if you are unsure of how to dispose of such items.
· All waste disposals must be arranged through Facilities and EHS.
· All industrial waste must be handled through the wastewater treatment plant; unless an accumulation system has been arranged, such as that used for oil collection, solvent waste, etc.
· All air pollution devices (dust collectors, chillers, bag house, etc.) must be operational any time the production unit is in operation.
· Chemical containers must be labeled with hazard information, using the HMIS label.
· Oil or oil-contaminated items must be stored in a manner that will not release oil onto surface waters or other waterways.
· Each Associate is required to properly dispose of all paper and other waste materials. (See HS-30-12-3 Metal Scrap Disposal Procedures and E-30-7 Waste Management Plan). 

Failure to follow these guidelines may result in disciplinary action, up to and including termination. 


[bookmark: _Toc133215376][bookmark: _Toc180579088]Conclusion

This handbook contains certain AWC policies and procedures, but it is not all-inclusive and does not cover every possible procedure or benefit. If you need information that is more detailed concerning any of the material included in this handbook, please contact your supervisor or HR. 

The policies and procedures set forth in this handbook are subject to update and revision at any time, in which event you will be informed of the changes and be required to follow them. Best wishes for your personal success with AWC.































[bookmark: _Toc180579089]
Handbook Review and Acknowledgment 

I, (printed name) ___________________________, hereby acknowledge that I have reviewed the Ahresty Wilmington Corporation’s (“AWC”) Associate Handbook, which provides guidelines on the policies, procedures, and programs affecting my employment with this organization. I understand that AWC can, at its sole discretion, modify, eliminate, revise or deviate from the guidelines and information in this handbook as circumstances or situations warrant. Copies of the Handbook, available for review at any time, are in HR. The Handbook is also available online.  Please refer to the AWC Intranet for the current location.

	I also understand that any changes made by AWC with respect to its policies, procedures, or programs can supersede, modify, or eliminate any of the policies, procedures, or programs outlined in this handbook. I accept responsibility for familiarizing myself with the information in this handbook and will seek verification or clarification of its terms or guidance where necessary.

Furthermore, I acknowledge that my employment with AWC is at-will and that this means that AWC or I may terminate my employment at any time, with or without notice, and for any reason. I understand and agree that this handbook is not a contract of employment and nothing in the handbook creates an express or implied contract of employment. I understand that any agreement modifying the at-will employment relationship must be in writing and signed by the President of AWC and me. I understand that I should consult my supervisor or a representative of the HR department if I have any questions that are not answered in this handbook.

____________________________     _______
				     Associate Signature                 Date

________________________________________
Associate Name and Number (Printed)
Please return this page to the Human Resources Department
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