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Introduction 
Receipt of Company Employee Handbook 

 
The Employee Handbook (sometimes called a Personnel Policy Manual, and referred 

to as the “Manual”) is a compilation of personnel policies, practices and procedures 
currently in effect at Beimel Transportation Inc, an equal opportunity employer. 

 
This Manual is designed to introduce employees to the organization, familiarize you 

with Company policies as they pertain to you as an employee, provide general 
guidelines on work rules, disciplinary procedures and other issues related to your 

employment, and to help answer many of the questions that may arise in connection 

with your employment. 

 
This Manual and any other provisions contained herein do not constitute a guarantee 

of employment or an employment contract, express or implied.  You understand that 
your employment is “at-will” and that your employment may be terminated for any 

reason, with or without cause, and with or without notice. Only the CEO or other 

authorized representative(s) of Beimel Transportation Inc has the authority to enter 

into a signed written agreement guaranteeing employment for a specific term.  This 
Manual is intended solely to describe the present policies and working conditions at 

Beimel Transportation Inc.  This Manual does not purport to include every 

conceivable situation; it is merely meant as a guideline, and unless laws prescribe 
otherwise, common sense shall prevail.  Of course, Federal, state, and/or local laws 

will take precedence over Beimel Transportation Inc policies, where applicable. 

 
Personnel Policies are applied at the discretion of Beimel Transportation Inc. Beimel 
Transportation Inc reserves the right to change, withdraw, apply, or amend any of our 

policies or benefits, including those covered in this Manual, at any time. Beimel 

Transportation Inc may notify you of such changes via email, posting on the 
Company’s Intranet, Portal or Web site, or via a printed memo, notice, amendment to 

or reprinting of this Manual, but may, in its discretion make such changes at any time, 

with or without notice and without a written revision of this Manual. 

 
By signing below, you acknowledge that you have received a copy of Beimel 

Transportation Inc’s Employee Handbook, and understand that it is your responsibility 
to read and comply with the policies contained therein and any revisions made to it. 

Furthermore, you acknowledge that you are employed “at-will” and that this Manual 

is neither a contract of employment nor a legal document. 
 

 
 

Signature Date 
 

 
 
 

Please print your full name 

 
Please sign and date one copy of this notice and return it to Human Resources. 

Retain a second copy for your reference. 
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Welcome and Purpose 
 

This Manual is designed to acquaint you with Beimel Transportation Inc and provide 

you with general information about working conditions, benefits, and policies 

affecting your employment. 

 
We, Beimel Transportation Inc, are an Equal Opportunity Employer in all personnel 
decisions. 

 
The information contained in this Manual applies to all employees of Beimel 

Transportation Inc. Following the policies described in this Manual is considered a 

condition of continuous employment. However, nothing in this Manual alters an 
employee’s “at-will” status. The contents of this Manual shall not constitute nor be 

construed as a promise of my employment or as a contract between the Company and 

any of its employees. The Manual is a summary of our policies, which are presented 
here only as a matter of information. 

 
You are responsible for reading, understanding, and complying with the provisions of 

this Manual. Our objective is to provide you with a work environment that is 
constructive to both personal and professional growth. 
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Employment Policies 
Employment Termination 

 
Beimel Transportation Inc and its employees share a working relationship defined as 

employment-at-will. Simply stated, employment-at-will means that in the absence of a 
specific written agreement, you are free to resign at any time, and Beimel 

Transportation Inc reserves the right to terminate your employment for any reason 
(which does not violate any applicable law) with or without prior notice. 

 
Termination of employment is an inevitable part of personnel activity within any 
organization, and many of the reasons for termination are routine. Below are a few 

examples of some of the most common circumstances under which employment is 
terminated: 

 
Resignation - voluntary employment termination initiated by an employee. 

Termination - involuntary employment termination initiated by Beimel Transportation 

Inc. 

Layoff - involuntary employment termination initiated by Beimel Transportation Inc 
for non-disciplinary reasons. 

 
If you wish to resign, you are requested to notify your manager of your anticipated 

departure date at least two weeks in advance. Of course, as much notice as possible is 

appreciated by Beimel Transportation Inc and your coworkers. This notice should be 
in the form of a written statement. 

 
Unused personal time is not paid upon termination. In the case of termination, any 

vacation or personal/sick time used in excess of accrued time will be deducted from 

your final paycheck given your prior written permission. 

 
Furthermore, any outstanding financial obligations owed to Beimel Transportation Inc 

will also be deducted from your final check given your prior written permission. 

 
A meeting between you and your immediate manager will take place prior to your last 

day of work. A health insurance extension of benefits under COBRA regulations is 
available and is offered via mail to eligible employees. Parking cards, office keys, 

Company equipment, and building passes must be returned at this time. 

 
If you leave Beimel Transportation Inc in good standing, you may be considered for 
re-employment. 

 
Except as required by law or by separate agreement, employee salary and benefits will 

end on the date of termination. 
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Equal Employment Opportunity 
 

 
It is our policy to provide equal employment opportunity to all individuals. We are 
committed to a diverse workforce. We value all employees’ talents and support an 

environment that is inclusive and respectful. We are strongly committed to this policy, 
and believe in the concept and spirit of the law. 

 
We are committed to assuring that: 
All recruiting, hiring, training, promotion, compensation, and other employment 

related programs are provided fairly to all persons on an equal opportunity basis; 

Employment decisions are based on the principles of equal opportunity. All personnel 

actions such as compensation, benefits, transfers, training, and participation in social 
and recreational programs are administered without regard to any characteristic 

protected by state, federal or local law; and 

Employees and applicants will not be subjected to harassment, intimidation, threats, 
retaliation, coercion or discrimination because they have exercised any right protected 
by law. 

 
We believe in and practice equal opportunity. The Director of Human Resources 

serves as our Equal Opportunity Coordinator and has overall responsibility for 
assuring compliance with this policy. All employees are responsible for supporting the 

concept of equal opportunity and diversity and assisting our Company in meeting its 

objectives. 

 

I-9 Immigration Reform Policy 
 

Beimel Transportation Inc complies with the Immigration Reform and 

Control Act, employing only those persons who are legally eligible to work in the 
United States. 

 
Beimel Transportation Inc complies with the Immigration Reform and Control 

Act of 1986 by employing only United States citizens and non-citizens who are 

authorized to work in the United States.  All employees are asked on their first day 
of employment to provide original documents verifying the right to work in the United 

States and to sign a verification form required by federal law (INS Form I-9).  If an 

individual cannot verify his/her right to work within three days of hire, Beimel 
Transportation Inc must terminate his/her employment. 
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Workplace Conduct 
 

 

Code of Ethics Policy 
 

Beimel Transportation Inc maintains specific policies in an attempt to assist 
employees in adhering to specific standards of conduct. These policies are in place to 

preserve Beimel Transportation Inc’s reputation and prevent adverse consequences to 
all parties involved. This particular policy is designed to establish standards of 
conduct with respect to payments and political contributions. 

 
Prohibition of Improper Payments 

Beimel Transportation Inc requires all employees to only use lawful practices 

involving governmental authorities. As a result, kickbacks and bribes offered with the 
intent of inducing or rewarding specific buying decisions and/or actions are strictly 

prohibited. No employee of Beimel Transportation Inc shall offer to make direct or 

indirect payments of value in the form of compensation, gifts or contributions or 
otherwise to any of the following: 

 
Persons or firms employed by or acting on behalf of a customer (private or 

governmental) for the purpose of rewarding favorable actions in a transaction. 

Any governmental officials, political parties or officials of a party or 

candidate for political office, for the purpose of rewarding favorable actions or 

influence of the official, party or candidate. 
 

The stipulations of this section are not applicable to ordinary, reasonable 
business entertainment expenses and gifts of no substantial value. Management should 

exercise sound judgment and discretion with regard to controlling and authorizing 

such business expenses on a regular basis. 
 

Political Contributions 

Beimel Transportation Inc will not make any contributions to any political 
party or candidate for political office. Federal law does not allow corporations in the 
United States to contribute to the political process in any significant amount. There 

are, however, various states that do allow corporate contributions to political parties 
and candidates in conjunction with state and local elections. 

 
Reporting to Management 

Any employee who must authorize, make or agree to a payment which may 

be contrary to this policy must report this information to his/her supervisor or Beimel 
Transportation Inc’s legal counsel immediately. If an employee learns that another 

coworker is engaging in conduct contrary to this policy, he/she must report this 

information immediately to his/her supervisor or Beimel Transportation Inc’s legal 
counsel. Management personnel who receive a report will promptly discuss the issue 

with legal counsel for further investigation. 
 

Antitrust Laws 

Antitrust laws are relevant to many business decisions, and those who engage 

in illegal actions against such laws are subject to fines and imprisonment, or both. 
Management shall guide the employee body in abiding by antitrust decrees applicable 
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to the organization. Beimel Transportation Inc adheres that it will comply with all 
U.S. antitrust laws applicable to normal business operations and will hold employees 

responsible for abiding by these legislations as well. 

 
In compliance with Section I of the Sherman Antitrust Act: 

No employee shall enter into an agreement (expressed or implied; formal or 
informal; written or oral) with any competitor restricting any of the following 

conditions or business offering: 

Prices 
Costs 

Profits 
Offerings of products and services 
Terms of sale conditions 

Production or sales volume 
Production capacity 

Market share 

Quote decisions 
Customer selection 

Sales territories 
Distribution methodology 

No employee shall enter into an agreement with a purchaser/lessee restricting 
the right of the purchaser/lessee to determine the price to resell or lease the product in 
question. Employees may also not enter in such agreements when Beimel 

Transportation Inc is the purchaser/lessee in the agreement. 
The following situations may be in violation of antitrust laws under certain 

circumstances. Employees may not enter into these agreements without consulting 

legal counsel in advance, and obtaining clearance to enter into such agreements. 

Agreements with customers or suppliers regarding the sales or purchases of 

reciprocal purchases or sales by customers and/or suppliers. 

Agreements with purchasers or lessees of products of Beimel Transportation 

Inc which would restrict customers from using or reselling products as they choose to 
do so. 

Agreements with any party that would restrict all parties involved to 

manufacture a product or provide a service to a third party. 

 
Exchange of Information with Competitors 

Communication with competitors would be an infringement of antitrust laws, 

specifically if the communication is accompanied by some action. The prohibitions of 

this policy are intended to avoid antitrust infringements. Under this policy, no 
employee shall discuss information on any subject with a competitor or another third 

party acting on behalf of a competitor to remain compliant with Section I of the 

Sherman Antitrust Act, unless Beimel Transportation Inc legal counsel determines 

that such communication would not violate antitrust laws. 

When participating in trade associations and other meetings with competitors, 

employees shall not attend: 
Unauthorized meetings with competitors. 

Meetings where the communication with competitors are in violation of the 

paragraph above. 
Meetings for trade associations held to discuss business without adhering to 

the formal rules established by the trade association for its meetings. 
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Employees must recognize that participating in development and product 
certification events impacting competitors or suppliers may initiate antitrust 

violations. Consult legal counsel before attending any organization which may 

develop standards or certify products with competitors. 

 
Violations of this Policy 

If an employee violates this policy, he/she may be subject to termination or 
other disciplinary action to prevent future violations. Those who do the following may 
be subject to disciplinary action or termination: 

 
Employees are in direct violation of this policy. 

Employees who deliberately withhold information concerning the violation of 
this policy or fail to report a violation of this policy. 

Management personnel who fail to report violation of this policy by their 
subordinates. 

 
If an employee is accused of violating antitrust laws, yet did consult legal 

counsel and acted in good faith, they may not face disciplinary action under this 
policy. Beimel Transportation Inc may also assist in the employee’s defense, within 

the confines of the law. 
 

 

Complaint Policy 
 

Beimel Transportation Inc expects all employees to respect the rights of their co- 

workers and maintain an atmosphere free of discrimination. 

 
In the event that an employee experiences any job-related discrimination or 

harassment based on race, color, religion, gender, sexual orientation, national origin, 

age, disability, marital status, amnesty or veteran status, or believe they have been 
treated in an unlawful, discriminatory manner, the individual should promptly report 

the incident to a supervisor. If the employee believes it is inappropriate to discuss the 

matter with their supervisor, it should be directly reported to human resources. Once 
made aware of a complaint, Beimel Transportation Inc is committed to commence an 

immediate, thorough investigation of the allegations. Complaints will be kept 

confidential to the maximum extent as possible. 

 
If, at the completion of an investigation, Beimel Transportation Inc determines that an 

employee is guilty of discriminatory or harassing behavior, appropriate disciplinary 
action will be taken against the offending employee. 

 
Beimel Transportation Inc prohibits any form of retaliation against any employee for 

filing a bona fide complaint under this policy, or for assisting in the complaint 
investigation. However, if, after investigating any complaint of unlawful 

discrimination, Beimel Transportation Inc determines that an employee intentionally 

provided false information regarding the complaint, disciplinary action may be taken 
against the one who gave the false information. 
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Disciplinary Action Policy 
 

Beimel Transportation Inc reserves the right to terminate an employee at any time for 
any lawful reason with or without prior disciplinary counseling or notice. Nothing in 

this Handbook or any other Beimel Transportation Inc document is intended to: 
Modify this “at-will” employment, 

Promise progressive discipline or disciplinary counseling, 

Promise notice in circumstances where Beimel Transportation Inc considers 
immediate termination or discipline to be appropriate. 

 
Disciplinary actions may entail verbal, written, final warnings, suspension, or 
termination. All of these actions may not be followed in some instances. Beimel 

Transportation Inc reserves the right to exercise discretion in discipline. Prior 

warning is not a requirement for termination. If you are disciplined in writing, copies 
of your warnings are placed in your personnel file. 

 
Beimel Transportation Inc reserves the right to take any disciplinary action it considers 
appropriate, including termination, at any time.  In addition to those situations 

discussed elsewhere in this handbook, listed below are some other examples where 
immediate termination could result. This list is general in nature and is not intended to 

be all-inclusive: 

Discourtesy to a customer, provider, or the general public resulting in a complaint or 

loss of good will. 
Refusal or failure to follow directives from a supervisor, manager, or Beimel 

Transportation Inc officer. 

Breach of confidentiality relating to employer, employee, and customer, or provider 
information. 
Altering, damaging, or destroying Company property or records, or another 

employee’s property. 

Dishonesty. 

Providing false or misleading information to any Beimel Transportation Inc 
representative or on any Beimel Transportation Inc records including the employment 
application, benefit forms, time cards, expense reimbursement forms, etc. 

Fighting or engaging in disorderly conduct on Beimel Transportation Inc’s or 
customer’s premises. 
Violations of any of Beimel Transportation Inc’s employment policies including, but 

not limited to, confidentiality, security, solicitation, insider trading, conflict of 
interest, and code of conduct. 

Conduct or performance issues of a serious nature. 

Failure of a drug or alcohol test. 
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Drug-Free Workplace Policy 
 

We recognize alcohol and drug abuse as potential health, safety and security 
problems. It is expected that all employees will assist in maintaining a work 

environment free from the effects of alcohol, drugs or other intoxicating substances. 
Compliance with this substance abuse policy is made a condition of employment. 

 
Employees are prohibited from the following when reporting for work, while on the 

job, on Company or customer premises or surrounding areas, or in any vehicle used 

for Company business: 

The unlawful use, possession, transportation, manufacture, sale, dispensation or other 
distribution of an illegal or controlled substance or drug paraphernalia; 
The unauthorized use, possession, transportation, manufacture, sale, dispensation or 
other distribution of alcohol; and 

Being under the influence of alcohol or having a detectable amount of an illegal or 
controlled substance in the blood or urine (“controlled substance” means a drug or 

other substance as defined in applicable federal laws on drug abuse prevention). 

 
Any employee violating these prohibitions will be subject to disciplinary action up to 

and including termination. 
 

Any employee convicted under any criminal drug statute for a violation occurring 

while on the job, on Company or customer premises, or in any vehicle used for 
Company business must notify the Company no later than 5 days after such a 

conviction. A conviction includes any finding of guilt or plea of no contest and/or 
imposition of a fine, jail sentence, or other penalty. 

 
Drug and alcohol testing will be carried out in compliance with any applicable state 

and federal laws and regulations. 

 
We recognize that employees suffering from alcohol or drug dependence can be 

treated. We encourage any employee to seek professional care and counseling prior to 

any violation of this policy. 
 

 

Violence-Free Workplace 
 

It is Beimel Transportation Inc’s policy to provide a workplace that is safe and free 

from all threatening and intimidating conduct. Therefore, Beimel Transportation Inc 

will not tolerate violence or threats of violence of any form in the workplace, at work- 
related functions, or outside of work if it affects the workplace. This policy applies to 

Beimel Transportation Inc employees, clients, customers, guests, vendors, and persons 

doing business with Beimel Transportation Inc. 

 
It will be a violation of this policy for any individual to engage in any conduct, verbal 
or physical, which intimidates, endangers, or 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 (i.e., in writing, by phone, fax, or e-mail). 
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Verbal conduct that is intimidating and has the purpose or effect of threatening the 

health or safety of a co-worker. 
Possession of firearms or any other lethal weapon on Company property, in a vehicle 

being used on Company business, in any Company owned or leased parking facility, 

or at a work-related function. 

Any other conduct or acts which management believes represents an imminent or 
potential danger to work place safety/security. 

 
Anyone with questions or complaints about workplace behaviors which fall under this 

policy may discuss them with a supervisor or a Human Resources representative. 

Beimel Transportation Inc will promptly and thoroughly investigate any reported 
occurrences or threats of violence. Violations of this policy will result in disciplinary 

action, up to and including immediate termination of employees. Where such actions 

involve non-employees, Beimel Transportation Inc will take action appropriate for the 
circumstances. Where appropriate and/or necessary, Beimel Transportation Inc will 

also take whatever legal actions are available and necessary to stop the conduct and 

protect Beimel Transportation Inc employees and property. 
 

 
 

Workplace Harassment Policy 
 

Beimel Transportation Inc’s policy is to provide a work environment that is 

free from harassment. Therefore Beimel Transportation Inc will not tolerate 

harassment based on age, race, gender, color, religion, national origin, disability, 
marital status, covered veteran status, sexual orientation, status with respect to public 

assistance, and other characteristics protected under state, federal, or local law.  Such 

conduct is prohibited in any form at the workplace, at work-related functions, or 

outside of work if it affects the workplace. This policy applies to all Beimel 
Transportation Inc employees, clients, customers, guests, vendors, and persons doing 

business with Beimel Transportation Inc. 

 
Sexual harassment, one type of prohibited harassment, warrants special 

mention. Sexual harassment has been defined according to Beimel Transportation Inc 

guidelines as: 

 
Unwelcome sexual advances, requests for sexual favors, and other verbal or 

physical conduct of a sexual nature when: 
Submission to such conduct is made a term or condition, either explicitly or 

implicitly, of an individual’s employment; 

Submission to or rejection of such conduct by an individual is used as a factor 
in decisions affecting that individual’s employment; or 

Such conduct has the purpose or effect of interfering with an individual’s 

work performance or creates an intimidating, hostile, or offensive working 

environment. 

Examples of conduct prohibited by this policy include, but are not limited to: 

Unwelcome sexual flirtation, advances, or propositions; 
Verbal comments related to an individual’s age, race, gender, color, religion, 

national origin, disability, or sexual orientation; 
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Explicit or degrading verbal comments about another individual or his/her 

appearance; 
The display of sexually suggestive pictures or objects in any workplace 

location including transmission or display via computer; 

Any sexually offensive or abusive physical conduct; 
The taking of or the refusal to take any personnel action based on an 

employee’s submission to or rejection of sexual overtures; and 
Displaying cartoons or telling jokes which relate to an individual’s age, race, 

gender, color, religion, national origin, disability, or sexual orientation. 
 

 
should: 

If you believe that you are being subjected to workplace harassment, you 

 
Tell the harasser that his or her actions are not welcome and they must stop, if 

you feel comfortable enough to do so. 
Report the incident immediately to your supervisor/manager, the site Human 

Resources representative, or the Employee Relations Department. 

Report any additional incidents or retaliation that may occur to one of the 
above resources. 

 
Any reported incident will be investigated immediately and thoroughly. 

Complaints and actions taken to resolve complaints will be handled as confidentially 

as possible, given Beimel Transportation Inc’s obligation to investigate and act upon 
reports of such harassment.  Appropriate actions will be taken by Beimel 

Transportation Inc to stop and remedy any and all such conduct, including interim 

measures during a period of investigation. 

 
Retaliation of any kind or discriminating against an employee who reports a 

suspected incident of harassment or who cooperates in an investigation is prohibited. 

An employee who violates this policy or retaliates against an employee in any way 
will be subject to disciplinary action up to and including immediate termination. 
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Employee Benefits 
 

 

COBRA Benefits 
 

Beimel Transportation Inc complies with the federal law, Consolidated Omnibus 
Budget Reconciliation Act of 1985, P.L. 99 272, and later amendments, otherwise 

known as COBRA. Covered employees and their dependents that lose insurance 

coverage for any of the following reasons are eligible to continue their coverage 
through COBRA: termination of the covered employee’s employment, reduction in 

the covered employee’s working hours, divorce or legal separation, death of the 

employee, eligibility for Medicare or loss of dependent child status under the 
insurance plan. All administrative rules and processes as well as changes in plan 

benefits and premiums apply to those on continuation coverage. 

 
In the event of divorce or legal separation, or the loss of dependent child status under 
the plan, a covered employee or dependent must notify Human Resources within 60 

days to maintain the right to continue coverage. At that time, Human Resources will 
provide enrollment materials to the employee or covered dependent within 14 days of 

that notification. 

 
The covered employee or dependent has 60 days to elect continuation of coverage 

from either the date that coverage would ordinarily have ended under the plan by 
reason of a qualifying event or the date of notification, whichever comes later. 

Election of continuation of coverage is established by completing and returning 

enrollment materials to Human Resources. 

 
COBRA premiums will be billed by the applicable insurance provider, and the first 

premium will be due within 45 days of the date of election. Subsequent premiums 

must be received within the terms set forth by the provider. Failure to make timely 
payments will result in termination of coverage without notice. 

 
COBRA continuation coverage will end for any of the following reasons: Beimel 
Transportation Inc discontinues its insurance plan, the premium payment is not made 

in a timely fashion, and the person who elected continuation of coverage becomes 
covered under another insurance plan or Medicare. Continuation coverage will end 

after 18 months if the qualifying event was termination or reduction in hours, unless 
the qualified beneficiary is disabled at the time of termination or reduction in hours, in 

which case coverage may extend to 29 months. Continuation coverage will otherwise 
end after 36 months. 

 

Employer-Offered Insurance 
 

Beimel Transportation Inc provides group carrier health insurance plans to all full- 
time employees. Coverage is offered either on an individual or family plan, in which 

Beimel Transportation Inc pays a portion of the monthly individual premium. The 
employee pays the remaining monthly premium through payroll deductions. 

 
Insurance coverage begins on the first day of the first month following 60 days of full- 

time employment. Employees who wish to enroll after 60 calendar days of full-time 
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employment may do so at that time. Current part-time employees who become full- 

time employees will be notified by Human Resources when they are eligible to enroll. 
 

As a result of termination, reduction in work hours, injury or illness or in the event 
that an employee is on a military, jury duty or other leave of absence, an employee 

may be eligible to continue Beimel Transportation Inc’s group coverage by paying a 

monthly premium. If the employee satisfies eligibility requirements for coverage 
continuation and is terminated, has his/her work hours reduced, is on a leave of 

absence for a work-related injury or illness, is on an approved military leave or is on 

an approved jury duty leave, Beimel Transportation Inc will continue its contribution 

for one month. For continuation of coverage after that point in time, the employee is 
responsible for the full payment of the premium. 

 
Employees are urged to consult the insurance summary plan description for details of 

the plan benefits. The plan document controls payment of any benefits. 

 
Group insurance is an employee benefit in which an employee is not required to 
enroll. There will be no increase in wages if an employee waives coverage. For 

inquiries, contact the Human Resources department. 
 

 

Time Away From Work 
 

 

Communicable Disease Policy 
 

A communicable disease is a disease that can be transmitted from one individual to 

another via: (1) direct physical contact, (2) through the air (cough, sneeze or particle 
inhaled), (3) through a transmission vehicle, either ingested or injected or (4) through 

a vector (animals or insects). Examples of some of the most common communicable 

diseases include: measles, influenza, viral hepatitis-A (infectious hepatitis), viral 
hepatitis-B (serum hepatitis), human immunodeficiency virus (HIV), AIDS, AIDS- 

Related Complex (ARC), leprosy, Severe Acute Respiratory Syndrome (SARS) and 

tuberculosis. This definition may be broadened in accordance with the 

recommendations and information provided from the Centers for Disease Control and 
Prevention (CDC). 

 
Beimel Transportation Inc will make decisions involving those with communicable 

diseases based on medical information concerning the disease in question, the risks of 

transmission to others, symptoms and any special circumstances of the individuals 
involved. The company will weigh potential risks and available alternatives before 

making any decisions. 

 
Reporting Procedure 

Those employees who demonstrate signs or symptoms of a communicable disease that 

poses a credible threat of transmission in Beimel Transportation Inc workplace should 
report that potential infection or disease IMMEDIATELY to the Human Resources 

department. The employee is then responsible for keeping Beimel Transportation Inc 
informed of his/her condition that may require extended care, missed work, etc. The 
employee may also be required to provide written documentation from a physician to 

return to the worksite. 
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Hiring and Employment 
Beimel Transportation Inc will not discriminate against job applicants or employees 

with a communicable disease. These individuals will not be denied access to the 

worksite solely because they have a communicable disease, but may be excluded from 
company facilities, programs and functions if Beimel Transportation Inc determines 

that restriction is necessary to protect the welfare of the infected individual and/or the 

welfare of others. 

 
Beimel Transportation Inc will comply with all applicable statutes that protect the 
privacy of individuals with communicable diseases. 

 
Abuse of this policy will result in disciplinary action up to and including termination. 

Beimel Transportation Inc reserves the right to revise this policy without notice during 

changing pandemic conditions. 

 

Contagious Illness Policy 
 

Beimel Transportation Inc realizes that employees with contagious temporary illness, 

such as influenza, colds and other viruses, need to continue with normal life activities, 

including working. In deciding whether an employee with an apparently short-term 
contagious illness may continue to work, the company considers several factors. The 

employee must be able to perform normal job duties and meet regular performance 

standards. 

 
In the judgment of the employer, the employee’s continued presence must pose no 
risk to the health of the employee, other employees and customers. If an employee 

disputes the company’s determination that such a risk exists, the employee must 

submit a statement from his or her attending health care provider that the employee’s 

continued employment poses no risk to the employee, other employees or customers. 

 
Supervisors are encouraged to remind employees that the company provides paid sick 
leave to cover absences due to contagious temporary illness. All employees are urged 

to contact Human Resources regarding questions about the possible contagious nature 
of another employee’s temporary illness. 

 

Federal Family and Medical Leave 
 

As an eligible employee of Beimel Transportation Inc, you are allowed to take unpaid 
Family and/or Medical Leave under federal law, the Family and Medical Leave Act 

(FMLA). 
 

Eligibility 

 
To be eligible for leave, you must be employed by the Company for at least 12 
months. In the 12 months immediately preceding the beginning of the leave, you must 

also have worked at least 1,250 hours to qualify for federal FMLA. In addition, you 
must work in an office or work site where 50 or more employees are employed within 

75 miles of that office or work site. 
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Amount of Leave Available 

 
As stated above, eligible employees are generally eligible for up to a total of 12 weeks 

of protected leave, except for servicemember family leave, within a rolling twelve- 
month period, measured backward from the date an employee uses any Federal leave 

for any combination of reasons listed below. Where leave is taken to care for a 

covered servicemember who is undergoing medical treatment, recuperation or 
therapy, is in outpatient status or is otherwise on the temporary disability retired list 
for a serious injury or illness, a spouse, child, parent or next of kin may take up to 26 
weeks of unpaid leave during a single 12-month period. 

 
Under the federal FMLA, spouses employed by the Company are jointly entitled to a 

combined total of 12 weeks of family leave for the birth or placement of a child for 

adoption or foster care and to care for a parent who has a serious health condition. 

(The federal FMLA does not cover care for a parent-in-law.) Spouses employed by 
the Company are jointly entitled to a combined total of 26 weeks of family leave to 

care for a covered servicemember with a serious injury or illness, for the birth or 

placement of a child for adoption or foster care, or to care for a parent who has a 
serious health condition. 

 
Types of Leave Available 

 
Birth or Placement for Adoption or Foster Care:  Family leave is available to 

eligible male and female employees for the birth of a child or for placement of a child 
with the employee for purposes of adoption or foster care. Federal leave must be 

completed within 12 months of the birth or placement. 

 
Non-continuous leave. Federal leave may not be taken intermittently. See below for 

more details on intermittent leave. 
 

Certification process. The need for leave must be documented by your treating health 

care provider through our medical certification process (see below) or documented 

proof of placement of a child. 
 

Serious Health Condition of Employee:  If, as an eligible employee, you experience 
a serious health condition as defined by federal law, you may take medical leave 

under this policy (see “Definitions” for the definition of serious health condition). A 
serious health condition generally occurs when you: 

[C  Receive inpatient care in a hospital, hospice or nursing home; N 

Suffer a period of incapacity accompanied by continuing outpatient treatment/care by 
a health care provider; or 

Have a history of a chronic condition that may cause episodes of incapacity. 

 
Non-continuous leave. Medical leave may be taken all at once or, when medically 
necessary, intermittently (see below). 

 
Certification process. The need for leave must be documented by your treating health 
care provider through our medical certification process (see below). 
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Fitness-for-duty statement. A fitness-for-duty statement will be required in order for 
you to return from a medical leave. Failure to provide the statement will result in a 

delay in your return to work. 

 
Serious Health Condition of Immediate Family Member:  If, as an eligible 
employee, you need family leave in order to care for your son, daughter, spouse or 

parent who experiences a serious health condition as defined by federal law (see 
“Definitions” for definitions of child, spouse, parent and serious health condition), 

you may take medical leave under this policy. 

 
Non-continuous leave. Medical leave may be taken all at once or, when medically 
necessary, intermittently (see below). 

 
Certification process. The need for leave must be documented by the family 

member’s treating health care provider through our medical certification process (see 
below). 

 
Active Duty Because of Any Qualifying Exigency:  If, as an eligible employee, you 
need family leave because of any qualifying exigency arising out of the fact that your 

spouse, son, daughter or parent is on active duty in the Armed Forces (including the 
National Guard or Reserves) in a foreign country, or has been notified that they will 

be called or ordered to active duty in the Armed Forces (including the National Guard 
or Reserves) in a foreign country, you may take family leave under this policy. (See 

“Definitions” for a definition of qualifying exigency) 
 

Non-continuous leave. Family leave for any qualifying exigency arising out of the 

active duty of a family member may be taken all at once or intermittently (see below). 

 
Certification process. The need for leave must be documented by a certification in a 

form and in such manner as the U.S. Department of Labor and the Secretary of 

Defense prescribe (see below). 

 
Servicemember Family Leave:  If, as an eligible employee, you need family leave to 

care for a covered servicemember who is your spouse, son, daughter, parent or next of 
kin, and who is undergoing medical treatment, recuperation or therapy, is otherwise in 

outpatient status or is otherwise on the temporary disability retired list for a serious 
injury or illness, you may take up to 26 weeks of unpaid leave during a single 12- 

month period under this policy. (See “Definitions” for a definition of serious injury or 
illness.) 

 
Non-continuous leave. Servicemember family leave may be taken all at once or, when 

medically necessary, intermittently (see below). 
 

Certification process. The need for leave must be documented by the family 

member’s treating health care provider through our medical certification process (see 

below). 

 
Notifying the Company of the Need for Family or Medical Leave 

 
Generally, an application for leave must be completed for all leave taken under this 

policy. The need to take non-emergency leave should generally be requested from the 
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Human Resources department at least 30 days, or as soon as practicable, in advance of 
the need. In cases of emergency, verbal notice should be given as soon as possible (or 

by your representative if you are incapacitated), and the application form should be 

completed as soon as practicable. Failure to provide adequate notice may, in the case 

of foreseeable leave, result in a delay or denial of the leave. It is your responsibility to 
notify your manager and Human Resources of absences that may be covered by 

FMLA. 

 
You must provide sufficient information regarding the reason for an absence for the 

Company to know that protection may exist under this policy. Failure to provide this 

information will result in delay and/or forfeiture of rights under this policy. This 
means the absence may then be counted against your record for purposes of discipline 

for attendance, etc. 

 
Medical Certification Process 

 
In addition to an application for leave, you will be required to complete a medical 

certification form where leave is for a family member’s or your own serious health 
condition. The certification form needs to be signed by the health care provider. The 

short-term disability certification may be sufficient where the information required is 
duplicative. These forms are available from Human Resources. Second or third 

certifications from health care providers and periodic recertification at the Company’s 
and/or your expense may be required under certain circumstances. 

 
We may also require periodic reports during federal FMLA leave regarding your 

status and intent to return to work. 
 

Certification for Active Duty Because of Any Qualifying Exigency 

 
In addition to an application for leave, you will be required to complete a Certification 
of Qualifying Exigency for Military Family Leave form and to furnish to the 

Company in a timely manner any certification that your family member is issued 

regarding their active duty or call to active duty in the Armed Forces. 
 

Non Continuous Leave 

 
Intermittent and/or reduced leave will be permitted only when it is medically 

necessary or for a qualifying exigency/call to active duty as explained above. In all 
cases, the total amount of leave taken in a calendar year should not exceed your total 

allotment as defined earlier in this policy. 

 
Intermittent and reduced schedule leave must be scheduled with minimal disruption to 

an employee’s job. To the extent an employee or family member has control, medical 
appointments and treatments related to an employee’s or family member’s serious 

health condition should be scheduled outside of working hours or at such times that 
allow for a minimal amount of time away from work. 

 
If you request non-continuous federal FMLA leave which is foreseeable based on 

planned medical treatment for purposes of providing care to a child, spouse or parent 
with a serious health condition, for your own serious health condition, or for 

servicemember family leave, you may be required to transfer temporarily to an 
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available alternative position offered by the Company for which you are qualified and 
which better accommodates recurring periods of leave than your regular employment 

position. You will be entitled to equivalent pay and benefits, but will not necessarily 

be assigned the same duties in the alternative position. 

 
Benefit Continuation During Leave 

 
The Company will maintain group health insurance coverage and other employment 
benefits (such as group life insurance, AD&D, health and dependent flexible spending 

accounts, etc.) for you while on FMLA leave whenever such insurance was provided 

to you before the leave was taken and on the same terms as if you had continued to 

work. You will be required to pay your regular portion of insurance premiums – 
contact Human Resources for an explanation of your options. 

 
Benefits that are accumulated based upon hours worked shall not accumulate during 

the period of FMLA leave. 

 
In some instances, the Company may recover premiums it paid to maintain health 
insurance coverage for an employee who fails to return to work from FMLA leave. 

 
Returning to Work 

 
If the reason for FMLA leave is for your own serious health condition, you will be 

required to present a Fitness-For-Duty certification immediately upon return to work. 
 

If you wish to return to work before the scheduled expiration of an FMLA leave, you 

must notify the Company of the changing circumstances as soon as possible but no 

later than two working days prior to your desired return date. 

 
An employee who fails to return to work immediately after the expiration of the leave 

period will be considered to have voluntarily terminated his or her employment. 

 
Rights Upon Return From Leave 

 
Upon return from Family or Medical Leave, you will be returned to the position you 

held immediately prior to the leave if the position is vacant. Certain exceptions exist 

for Key Employees as defined by law. If the position is not vacant, you will be placed 
in an equivalent employment position with equivalent pay, benefits, and other terms 

and conditions of employment. If you exhaust all leave under this policy and are still 

unable to return to work, your situation will be reviewed to determine what rights and 
protections might exist under other Company policies. 

 
The law provides that an employee has no greater rights upon a return from leave than 
the employee would have if the employee had continued to work. Therefore, you may 

be affected by a layoff, termination or other job change if the action would have 
occurred had you remained actively at work. 

 
If you do not qualify for the types of leave described in this policy, we may approve a 
personal leave of absence, depending on your circumstances. Except where mandated 

by law, we cannot guarantee that benefits will continue or that your position will 
remain open in your absence. 
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This policy provides an introduction to the rights and provisions of the federal FMLA. 
Department of Labor form WHD Publication 1420 is attached to this policy and 

further explains the FMLA’s provisions and the procedures for filing complaints of 
violations of the FMLA with the U.S. Wage and Hour Division. Questions you may 

have about this law, including questions about the law’s most recent requirements, 

should be directed to Human Resources. 

 
Definitions 

 
“Spouse” 

A husband or wife as defined or recognized under state law for purposes of marriage 
in the state where the employee resides. 

 
“Parent” 

A biological parent or an individual who provides or provided day-to-day care and 

financial support to the employee when the employee was a child. This includes foster 

parent, adoptive parent, stepparent and legal guardian. Parent does not include a 

parent-in-law under this law. 

 
“Child” 

A biological, adopted or foster child, stepchild, legal ward, or a child under age 18 
who is receiving day-to-day care and/or financial responsibility from the employee. 
Child includes a person 18 years of age or older who is incapable of self-care because 

of a mental or physical disability. For Qualifying Exigency Leave or Servicemember 

Family Leave, the child does not have to be a minor (under the age of 18) and can be 
of any age. 

 
“Incapable of self-care” 

The child requires active assistance or supervision to provide daily self-care in three 
or more “activities of daily living,” or “instrumental activities of daily living,” 

including adaptive activities such as caring appropriately for one’s grooming and 
hygiene, bathing, dressing, eating, or instrumental activities such as shopping, taking 

public transportation, maintaining a residence, etc. 

 
“Physical or mental disability” 

A physical or mental impairment that substantially limits one or more major 
life activities of the individual. 

 
“Next of Kin” 

Used with respect to an individual, this means the nearest blood relative of that 

individual, other than the spouse, parent or child. See Human Resources for more 

details. 

 
“Serious Health Condition” 

Illness, injury, impairment, or physical or mental condition that involves: 
Inpatient care in a hospital, hospice or residential medical care facility. 
A period of incapacity of more than three consecutive calendar days (including any 

subsequent treatment or period of incapacity relating to the same condition) that also 

involves:  1) treatment two or more times within 30 days of the first day of incapacity, 

unless extenuating circumstances exist, by or under the orders of a health care 
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provider; or 2) treatment by a health care provider on at least one occasion which 
results in a regimen of continuing treatment under the supervision of a health care 

provider. The first (or only) visit must occur in person within seven days of the first 

day of incapacity. 

Any incapacity due to pregnancy or for prenatal care. 

Chronic conditions requiring periodic treatment by or under the supervision of a 

health care provider which continue over an extended period of time and may cause 
an episodic rather than a continuing period of incapacity (e.g., asthma, diabetes, 

epilepsy, etc.). 

Permanent/long-term conditions requiring supervision for which treatment may not be 
effective (e.g., Alzheimer’s, a severe stroke or the terminal stages of a disease). 

Multiple treatments by or under the supervision of a health care provider either for 
restorative surgery after an accident or other injury or for a condition that would likely 

result in a period of incapacity of more than three calendar days in the absence of 

medical intervention or treatment, such as cancer (chemotherapy), severe arthritis 
(physical therapy) or kidney disease (dialysis). 

 
“Serious Injury or Illness” 

In the case of a member of the Armed Forces, including a member of the National 
Guard or Reserves, an injury or illness incurred by the member in the line of duty on 

active duty in the Armed Forces (or existed before the beginning of the member’s 
active duty and was aggravated by service in the line of duty on active duty in the 

Armed Forces) and that may render the member medically unfit to perform the duties 
of the member’s office, grade, rank or rating. 

In the case of a veteran who was a member of the Armed Forces, including a member 
of the National Guard or Reserves, at any time during the 5-year period directly before 

the date on which the veteran undergoes medical treatment, recuperation or therapy, a 
qualifying injury or illness incurred by the member in the line of duty on active duty 

in the Armed Forces (or existed before the beginning of the member’s active duty and 

was aggravated by service in the line of duty on active duty in the Armed Forces) and 

that manifested itself before or after the member became a veteran. 
 

“Qualifying Exigency” 

Qualifying Exigency includes: 
Short-notice deployment (7 days or less); 

Military events and related activities; 
Child care and school activities; 

Financial and legal arrangements; 

Counseling; 

Rest and recuperation (up to 5 days); 
Post-deployment activities; and 

Additional activities agreed to by the Company and the employee. 
 

Please contact Human Resources for additional information. 
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Military Leave Policy 
 

Leave for Annual Training 

 
Employees who are members of the U.S. Army, Navy, Air Force, Marines or Coast 
Guard reserves or the National Guard may be granted leaves of absence for the 

purpose of participating in reserve or National Guard training programs. 

 
Employees shall be granted the minimum amount of leave needed to meet the 

minimum training requirements of their units. 

 
Leave for Active Reserve or National Guard Duty 

 
Permanent employees who are members of the U.S. Army, Navy, Air Force, Marines 

or Coast Guard reserves or the National Guard may be granted leaves of absence for 
the purpose of participating in active duty tours. 

 
Employees will be granted leave as required to complete the tour of duty, for up to 
five (5) years of cumulative uniformed service-related absences. There are some 

exceptions that may apply that are exempt from counting towards this five year 
accumulation. 

 
Employees with leaves of less than 31 days must report back to work by the beginning 
of the first regularly scheduled work period after the end of the last calendar day of 

duty, plus the time required to return home safely and have an eight hour rest period. 

 
Employees with leaves between 31 and 180 days must apply for re-employment no 

later than fourteen (14) days after completion of uniformed service. Employees with 

leaves longer than 180 days must apply for re-employment no later than ninety (90) 
days after completion of uniformed service. 

 
Time spent in the reserves or the National Guard will be credited to all employees 

toward meeting length of service requirements for eligibility for retirement benefits. 
Employer pension contributions, however, may be suspended during military service 

because the employee is not in pay status. 
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Nursing Mothers Policy 
 

 
In compliance with the amended Fair Labor Standards Act and to ease the transition of 
mothers returning to work following the birth of a child, lactation accommodation will be 

provided for nursing mothers. 

 
Accommodations Provided 

 
For up to a year following a child’s birth, nursing employees will be provided break time to 
express breast milk during the workday. The employee will be allowed a reasonable break 

time whenever she has the need to express milk throughout the day. 
 

Beimel Transportation Inc will provide a private area for nursing employees to express breast 
milk. Employees must bring their own cooler or storage container, but may store their milk in 

a company refrigerator. 

 
Pay Issues 

 
Breaks to express milk will not be paid. Employees may use normal break and lunch periods 

to accommodate their nursing needs. However, if the breaks needed to express milk exceed 
standard daily break time, then the employee must use personal time (either in the form of an 
unpaid break or PTO). 

 
Work With Your Supervisor 

 
If you are returning from maternity leave, speak with your manager or supervisor regarding 
your nursing needs. Your supervisor will work with you to accommodate your break schedule 

as needed, knowing that your breaks may differ on a day-to-day basis. 

 
If you have any further questions or concerns regarding this policy, please contact HR. 

 

 

Information & Office Security 
 
 
 

Emergency Action Plan 
 

Purpose 

To proactively protect the health and safety of all Beimel Transportation Inc employees. 

 
Practice 

We recognize that our people drive our business. As our most critical resource, employees are 

safeguarded through training, provision of appropriate work surroundings, and procedures 
that foster protection of health and safety. No duty, no matter what its perceived result, is 

more important than employee health and safety. 
 

 
 

General Guidelines in an Emergency 

Stay calm and think through your actions. 
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Know important emergency numbers: 

Fire/Police/Ambulance (9) 9-1-1 
Human Resources [814-885-8990] 

Operator 

Be aware of your surroundings. 

Know where exits are located. 
Do not hesitate to call/alert others if you believe that an emergency is occurring. 

 
If you discover a fire: 

Alert other persons in the immediate hazard area. 

Call 911 
If you have been trained to use a fire extinguisher, following these instructions: 
Pull the safety pin 

Aim the nozzle at the base of the fire 
Squeeze the operating lever 

Sweep side to side, covering the base of the fire 

When using a fire extinguisher, always stay between the fire and an exit.  Never feel that 

using a fire extinguisher is required. If the fire is too hot, too smoky, or you are frightened, 
evacuate immediately. 

 
Medical Emergency 

Upon discovering a medical emergency, call 9-1-1. 

Stay with the ill/injured person. Be careful not to come into contact with any bodily fluids 
unless properly trained and protected. 

Send one person to alert Human Resources so they can notify family members of the 
ill/injured person. 

Employees in the immediate vicinity of the emergency, but not involved in the emergency 

effort, should leave the area. 
 

Workplace Violence 

Any employee who feels that (s)he has been threatened should immediately report their 
concern to their manager and Human Resources. 
If you observe anyone exhibiting threatening behavior or making threatening statements, 

warn others in the area and immediately notify Human Resources. Stay away from the person 
exhibiting the threatening behavior. 
Depending upon the level of concern, (9) 9-1-1 may be called immediately. 
Never attempt to confront any person exhibiting threatening behavior. 

If you have reason to believe that events in your personal life could result in acts of violence 
occurring at work, you are strongly urged to confidentially discuss the issue with Human 

Resources so that a prevention plan can be developed. 
 

 

Facility Access & Visitors 
 

We want to ensure that everyone and everything is safe and secure at a minimum 

inconvenience to you. 

 
All visitors are to be escorted by authorized personnel to ensure proper client confidentiality. 
Please do not allow visitors to roam the premises unattended. 
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General Computer Usage Policy 
 

General Usage 

Beimel Transportation Inc requires a General Computer Usage Policy to accomplish its 

business objectives in a secure and timely manner.  Instituting such a policy demonstrates the 
commitment Beimel Transportation Inc has to safeguard corporate information assets. That 
commitment must extend from every individual involved in business operations. 

All data on information systems at Beimel Transportation Inc is classified as Company 
proprietary information. 

Any attempt to circumvent Beimel Transportation Inc’s security procedures is strictly 

prohibited. 
Unauthorized use, destruction, modification, and/or distribution of Beimel Transportation 

Inc’s information or information systems is strictly prohibited. 
All Beimel Transportation Inc’s information systems will be subject to monitoring and 

auditing at all times.  Users acknowledge that they have no expectation of privacy with regard 

to their activity on Beimel Transportation Inc’s information systems. 
Use of any Beimel Transportation Inc’s information systems or dissemination of information 

in a manner bringing disrepute, damage, or ill- will against Beimel Transportation Inc is not 

authorized. 

Individual passwords will be kept strictly confidential.  In no situation should a username and 
password be given to another individual. 

Misuse, as defined in this policy, will be handled directly with the offender and could include 

disciplinary action up to and including discharge. 
 

Internet Usage 

Internet usage is provided to Beimel Transportation Inc employees to conduct work-related 
business.  Incidental and occasional personal use is permitted. This privilege should not be 
abused and must not affect a user’s performance of employment related activities. Non- 

business Internet activity will be restricted to non-business hours. 

 
E-mail Usage 

E-mail accounts are provided to Beimel Transportation Inc employees to conduct work- 

related business.  While this resource is to be used primarily for business, the Company 

realizes that employees may occasionally use this privilege for personal matters, and 

therefore permits limited personal e-mail during non-business hours. 
All e-mail on the Beimel Transportation Inc information systems, including personal e-mail, 

is the property of Beimel Transportation Inc.  As such, all e-mail can and may be periodically 

monitored. 
Outgoing and incoming e-mail of an offensive, pornographic, or otherwise inappropriate 

nature is prohibited. Violations of this may result in disciplinary action, up to and including 

termination of employment. 

 
Desktop Services 

Beimel Transportation Inc discourages the downloading of software from the Internet 
because of significant risk of infecting the Company systems with a virus and the 
unreliability of such downloaded software.   All Beimel Transportation Inc’s information 

systems will be subject to periodic inventory and inspection for compliance. 
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Recording Devices Prohibited 
 

Beimel Transportation Inc prohibits the use of any recording device on Company property 
and/or during working hours unless specifically permitted by the Company. The Company 

prohibits the use of picture phones or any other camera or device that may capture visual 

images without the Company’s prior written permission. The use of picture phones or other 

recording of visual images is specifically prohibited restrooms, or any other area where 
members of the public or coworkers would enjoy a reasonable expectation of privacy and in 

any areas in which sensitive or closely guarded corporate or business materials are used or 

housed. Any employee found in violation of this policy will be subject to discipline up to, and 
including, termination of employment and may also be subject to prosecution to the fullest 

extent permitted under the law. 

 

General Practices 
Attendance Policy 

 
Beimel Transportation Inc expects that every employee will be regular and punctual in 
attendance.  This means being in the office, ready to work, at their starting time each day. 

Absenteeism and tardiness places a burden on other employees and on Beimel Transportation 
Inc. 

 
When you are unable to work owing to illness or an accident, please promptly notify your 

supervisor.  In the event your immediate supervisor is unavailable, you must speak with a 

manager.  Leaving a message with another staff member or on voicemail does not constitute 

an accepted notification of absence. If you do not report for work and Beimel Transportation 
Inc is not notified of your status, it will be assumed after one day of absence that you have 

resigned, and you will be removed from the payroll. 

 
If you become ill at work or must leave the office for some other reason before the end of the 

workday, be sure to inform your supervisor of the situation. 
 

You will be compensated for authorized absences according to the provisions described in 
this Manual. Authorized absences beyond the time allowed under that policy are authorized 

without compensation. 

 
In the event of inclement weather, we remain open for business during regularly scheduled 
working hours. You are expected to report for work in inclement weather if it is at all 
possible to do so safely. In the event we close due to inclement weather, someone in your 

work group will contact you. Please keep your work group and manager informed on how to 
reach you on such occasions. 

 
Should undue tardiness or absenteeism become apparent, disciplinary action up to and 

including discharge may be required. 
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Background Checks 
 

Beimel Transportation Inc conducts background checks on all job candidates post-job offer. 

Beimel Transportation Inc may also use a third party administrator to conduct the background 
check. The type of information that may be collected is as follows: criminal background 

check, employment history, education, credit and professional or personal references. 

This information may also be sought out during reassignment or promotional periods. 

Beimel Transportation Inc will conduct background checks in compliance with the federal 

and state statutes of the Fair Credit Reporting Act. The employee will receive a copy of the 
report and a description of his/her rights under the Act. 

 

 

Company Car Policy 
 

Beimel Transportation Inc provides vehicles for business use and provides reimbursement for 
business use of personal vehicles according to the following guidelines. Beimel 

Transportation Inc retains the right to amend or terminate this policy at any time. 

 
Beimel Transportation Inc employees may not drive any business vehicles without prior 
approval. Before being approved to operate a company vehicle, an employee’s driving 
records will be reviewed, with consent of the employee, and the existence of a valid driver’s 

license will be verified. Employees approved to drive on company business are required to 

inform Beimel Transportation Inc of any changes that may affect either their legal or physical 

ability to drive or their continued insurability. 
Employees holding jobs requiring regular driving for business as an essential job function 
must, as a condition of employment, be able to meet the driver approval standards of this 
policy at all times. For all other jobs, driving is considered only an incidental function of the 

position. 

Employees who need transportation in the course of their normal work may be assigned a 

company vehicle for their use. 
Employees who drive a vehicle on company business must, in addition to meeting the 

approval requirements above, exercise due diligence to drive safely and maintain the security 

of the vehicle and its contents. Employees are also responsible for any driving infractions or 

fines that occur as a result of their driving. 
Non-employees and non-business passengers (e.g. family members and friends) are 

prohibited from riding in company vehicles. 
Employees must report any theft or malicious damage involving a company vehicle, 
regardless of the extent of the damage. Such reports must be made as soon as possible, but no 

later than 48 hours after the incident. However, employees should make no voluntary 

statement other than in reply to questions of investigating officers. 

Employees who are on call on a 24-hour basis may be allowed to take a company vehicle 

home so they can respond as soon as possible. Such employees must provide a written 
acknowledgement that they fully understand that the vehicle is used only as part of 

emergency response and not for personal use. 

Employees are not permitted, under any circumstances, to operate a company vehicle or a 

personal vehicle for company business when any physical or mental impairment causes the 
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employee to be unable to drive safely. Additionally, employees shall not operate any 
company vehicle at any time or operate any personal vehicle for company business while 

using or consuming alcohol, illegal drugs or prescription medications that may affect their 

ability to drive. These prohibitions include circumstances in which the employee is 

temporarily unable to operate a vehicle safely or legally because of impairment, illness, 
medication or intoxication. 

 

 

Company Credit & Fuel Card Policy 
 

Beimel Transportation Inc offers company credit cards for employees who travel frequently 

for their duties, purchase large volumes of goods for use by the company or incur frequent 
business expenses that can be paid by credit card. 

 
As a general rule, corporate credit cards cannot be used to obtain cash advances, bank checks, 

traveler’s checks or electronic cash transfers for anything other than the expenses incurred by 

the employee whose name appears on the credit card. The card is also not to be used for 
personal expenses. 

Misuse of a company-issued credit card will result in cancellation of the card. If the card is 

used for personal expenses, Beimel Transportation Inc has the right to recover these expenses 
from the cardholder. All employee cardholders will be required to sign an agreement 

authorizing Beimel Transportation Inc to recover any amounts that were incurred for personal 
reasons out of their salaries. 

Credit card expenditures must be submitted with original receipts to the Accounting 

Department within 3 days of the statement date. Cardholders who do not submit their 
expenditures within this time frame will be asked to submit them immediately. 

If a credit card holder does not oblige this policy, his/her card will be cancelled. 

Lost or stolen company-issued credit cards must be reported to the Accounting Department 
immediately. 

 

 

Confidential Information and Company Property 
 

During your employment by the Beimel Transportation Inc, you may have access to 

confidential and proprietary data which is not known by competitors or within the 

Transportation business generally. This information (hereinafter referred to as “Confidential 
Information”) includes, but is not limited to, data relating to the Company’s marketing and 

servicing programs, procedures and techniques; the criteria and formulae used by the 

Company in pricing its products and services; the structure and pricing of special packages 
that the Company has negotiated; lists of customers and prospects; the identity, authority, and 

responsibilities of key contacts at Company accounts; the composition and organization of 

accounts’ businesses; the peculiar risks inherent in their operations; sensitive details 

concerning the structure, conditions, and extent of their existing products and services; 
contract expiration dates; commission rates; service arrangements; proprietary software, Web 

applications and analysis tools; and other data showing the particularized requirements and 

preferences of the accounts. This Confidential Information constitutes a valuable asset of the 
Company, developed over a long period of time and at substantial expense. 

 
To protect the Company’s interest in this valuable asset, you must (a) not use any such 

Confidential Information for your personal benefit or for the benefit of any person or entity 

other than the Company, and (b) use your best efforts to limit access to such Confidential 
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Information to those who have a need to know it for the business purposes of the Company. 
In addition, you should minimize those occasions on which you take documents, computer 

disks, or a laptop containing such Confidential Information outside the office. On those 

occasions where it is necessary, consistent with the best interests of the Company and doing 

your job effectively, to take documents, a computer disk, or a laptop containing Confidential 
Information outside the office, all appropriate precautionary and security measures should be 

taken to protect the confidentiality of the information. 

 
During the course of your employment with the Company, you will be provided and/or will 

generate correspondence, memoranda, literature, reports, summaries, manuals, proposals, 

contracts, customer lists, prospect lists, and other documents and data concerning the business 
of the Company.  Any and all such records and data, whether maintained in hard copy or on a 

computer disk, computer hard drive, computer tape, or other medium is the property of the 

Company, regardless of whether it is or contains Confidential Information. Upon termination 

of your employment at the Company, you are required to return all such records to the 
Company and may not retain any copy of any such records or make any notes regarding any 

such records. We reserve the right to search for such information and property in personal 

items while on Company premises such as vehicles, purses, briefcases, etc. 

 

Conflicts of Interest 
 

All employees have a duty to further the Company’s aims and goals, and to work on behalf of 
its best interest. Employees should not place themselves in a position where the employee’s 

actions or personal interests may be in conflict with those of Beimel Transportation Inc. 

Examples include soliciting or profiting from the Company’s client/prospect base or other 

Company asset for personal gain, acting on behalf of Beimel Transportation Inc in servicing 

or obtaining a client and limiting the best solution for the client/prospect for personal 
financial gain, and acting as director, officer, employee, or otherwise for any business or 
institution with which Beimel Transportation Inc has a competitive or significant business 
relationship without the written approval of the President. 

 
Employees should report to their manager any situation or position (including outside 

employment by the employee or any member of the employee’s immediate household) which 

may create a conflict of interest with Beimel Transportation Inc. 

 

Customer Complaint Policy 
 

 
This complaint handling policy aims to provide a framework for Company employees to 

work with when handling complaints from customers, ensure consistency within Beimel 

Transportation Inc in handling and resolving complaints from customers, and assist Beimel 
Transportation Inc’s commitment to provide quality products, services and customer service. 

Beimel Transportation Inc defines the term “complaint” as any expression of dissatisfaction 

or grievance made by a customer or member of the public with any Beimel Transportation 
Inc product or service, not including a request for information. 

 
Lodging of Complaints 

Beimel Transportation Inc’s customer service executives will provide reasonable information 

and assistance to ensure that complaints are made effectively. 
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Complaints may be lodged by phone at 814-885-8990, e-mail to rick@beimeltrans.com, or 
by letter to PO Box 196, Kersey, Pa 15846. Complaints will be acknowledged and customers 

can be advised of a reference that can be used to identify progress of their complaint. 

The company has established, and will continue to develop, quality processes for the efficient 

acknowledgment and processing of complaints. 
 

Response to Complaints 

Complaints will be processed in a timely and efficient manner. Continuous improvement and 

training will be utilized to ensure complaints are resolved promptly and in a courteous 

manner. 

Managing our customers’ expectations realistically is Beimel Transportation Inc’s goal. This 

involves the careful examination of each complaint and a resolution offered on the basis of 
that analysis. 

 
Records/Systems 

Complaints will be recorded and analyzed to ensure that our complaint management 

processes comply with this policy. 
Systemic trends and recurring problems will be identified and feedback provided to the 

relevant departments to improve current processes. 

 
Review of Complaint Handling Process 

Beimel Transportation Inc’s complaint handling procedures and systems are to be 

periodically reviewed to ensure optimum effectiveness and highlight any need for 

improvement. 
 

Escalation of Complaints 

Beimel Transportation Inc’s goal in the area of complaints handling is to finalize complaints 
at first contact. 

Where necessary, customers will be kept informed of the progress of their complaint and the 
company’s internal escalation process. 

 

 
 
 
 

Dress Code 
 

Your pride in both yourself and as a representative of our organization is reflected in your 
appearance and image you create. We feel our business image is important and request that 

our employees maintain standards of dress and appearance appropriate to the organization as 

a whole and your individual position responsibilities. Dress, grooming, personal cleanliness, 
and professional behavior standards contribute to the professional image we present to our 

customers and visitors. Therefore, while performing duties for our organization employees 

are expected to dress in attire appropriate to the business environment and to behave in a 

professional and businesslike manner at all times to best represent our business. 

 
Guidelines: 

Due to the nature of our business and our continuous client contact, the employees at Beimel 
Transportation Inc have followed a more traditional business attire dress policy. Our formal 

dress guidelines now include a more relaxed dress or “Business Appropriate” dress, which we 
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feel is in the best interest of Beimel Transportation Inc, our employees and our clients (please 

see below). 
Employees may dress according to the requirements of their position, however our beliefs 

regarding business appropriate dress is that business is always first. This means that 

employees should keep their day’s schedule in mind. We recognize that different levels of 

dress may be appropriate for different occasions.  As a general rule, when meeting with 
clients, prospects, or outside visitors, traditional business attire should always be worn except 

where it doesn’t make good business sense. 

All employees should judge their business attire for meetings and contacts outside of the 
office by the type of function that will be attended.  Also, on occasion there may be a specific 
business reason to require that all employees dress in traditional business attire.  In such 

instance this will be communicated to employees in advance and they will be required to 
dress accordingly. 
Our business appearance and image is important to us. However, we respect individual 
preference and choice in dress and appearance. We are confident that employees will use 

their best judgment in following our dress and attire guidelines. We ask that at all times 

employees make certain that their appearance is well groomed and clean and that clothing is 
appropriate, neat, clean, and well-fitting.  While relaxed business attire is acceptable within 

the stated guidelines, we want to be sure our environment does not jeopardize 

professionalism and productivity. 

 
If an employee is unclear about our dress and appearance guidelines, they are encouraged to 
consult with their supervisor and/or our Human Resources staff.  If an employee reports to 

work in questionable attire or appearance, a notification and/or discussion will occur with the 
employee to advise and counsel them regarding the inappropriateness of the attire. 

Depending upon the circumstance the employee may also be sent home and directed to return 
to work in proper attire.  Any work time lost will be expected to be made up by the employee. 

Continued or frequent departures from these guidelines will not be permitted and employees 
who appear for work inappropriately dressed or groomed may be disciplined up to and 

including termination. 
 

Driving While on Company Business 
 

Purpose 

Driver inattention is a factor in a majority of motor vehicle accidents. We are not only 

concerned about your welfare as a Beimel Transportation Inc employee, but also the welfare 
of others who could be put in harm’s way by inattentive driving. 

As a driver, your first responsibility is to pay attention to the road. When driving on Beimel 

Transportation Inc business, or driving while conducting business on behalf of the Company 

in any other manner, the following applies: 
 

Cellular Phone Use  

 

Cell phone use while driving is a common, often harmful, distraction. We are concerned 
about your safety as well as the safety of others. For this reason, the use of cell phones while 
driving is prohibited. 
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Obey the Law 
Beimel Transportation Inc is not responsible for any moving traffic violations, parking 

tickets, or any other city ordinances or state/federal laws regarding your driving habits and 

operation/care of your personal motor vehicle. Any tickets issued are the employee’s 
responsibility, even if the ticket is issued while conducting business for Beimel 
Transportation Inc. 

 
Other Safe Driving Precautions: 

Use better judgment when road conditions are poor. Limit or avoid driving when rain or snow 
threatens your safety. 
Make an effort to avoid distractions such as eating, applying makeup, paying too much 
attention to your radio/CD player, or other distracting behavior. 

Do not drive if your ability to drive safely is impaired by the influence of medications. 

Laptop computers should never be used at any time while driving. 
If using a vehicle not your own (rental or otherwise), be sure to properly adjust the mirrors 

and familiarize yourself with the vehicle’s controls before operating. 
Be concerned for your coworkers’ safety. Ask them to call you back at a safer time if they 

call you while driving. 

 
As a business against drunk driving, be responsible when entertaining clients. Abide by the 
law and use a designated driver or the BADD program. 

 
Employees who drive for company business must have a current, valid driver’s license. 

 

Truck Maintenance 
 

Employees must help maintain the trucks and the pumps on all of Beimel Transportation Inc. 

Equipment. Failure to do so will result in disciplinary action. 
 

What is expected of drivers at the START of the shift : 

- Check fluid levels (Engine Oil, Pump Oil, Coolant, Power Steering, etc.) 
- Check for proper equipment. (Fittings, Extra Pump Oil, Hoses, etc.) 

- Fill out Pre-Trip Inspection Checklist 
 

What is Expected at the END of the shift : 

- Drain waste pump oil from drain tanks. 
- Flush pump 

- Fill pump oil reservoir 

- Sweep out the interior of truck, and wipe down dash with the provided cleaning 

supplies. 
- Fill out Post Trip Inspection Checklist 

 
Discipline for failure to do any of the mentioned maintenance 

- First offense - Written Warning 

- Second offense - 3 day suspension 

- Third offense - Week suspension 

- Forth offense -  Discharge 
 
 

 
[35] 



Employee Classification 
 

Employees are classified as either exempt or non-exempt for pay administration purposes, as 

determined by the federal Fair Labor Standards Act (FLSA). 

 
The definitions of the worker classification categories can be summarized as follows: 

 
Exempt: Management, supervisory, professional, sales or administrative employees, whose 

positions meet FLSA standards, are exempt from overtime pay requirements. 

 
Non-exempt:  Employees whose positions do not meet the FLSA exemption standards are 

paid overtime. Employees classified as non-exempt generally work in non-supervisory, non- 

professional or non-administrative capacities. Overtime work, however, is prohibited without 

specific supervisor authorization. 

 
In addition, each employee’s status is defined as one of the following: 

 
Full-time:  Employees who work a minimum of [insert number] hours per week are 

considered to be full-time. Such full-time employees are eligible for benefits after applicable 
requirements for length of service have been met. 

 
Beimel Transportation Inc supplements its regular work force with temporary or part-time 
employees to help compensate for workload, employee absences, or other situations. 

Management will determine which positions are permanent part-time and which are 
considered temporary or seasonal. 

 
Part-time:  Employees who work less than 35 hours per week are considered to be part-time. 

Employees who work 35 hours or less per week, or who work on a temporary project basis, 

will receive all legally mandated benefits (such as workers compensation and Social Security 
benefits), but are ineligible for other benefit programs. 

 
Temporary: Temporary employees are those engaged to work either part-time or full-time 

on Beimel Transportation Inc’s payroll, but have been hired with the understanding that their 
employment will be terminated no later than upon their completion of a specific assignment. 

This category includes interns and co-op students. Such employees may be either “exempt” 

or “non-exempt” but are not eligible for Beimel Transportation Inc benefits except as 
mandated by law. 

 
Independent Contractors: Consultants, freelancers or independent contractors are not 

employees of Beimel Transportation Inc. The distinction between employees and independent 
contractors is important because employees may be entitled to participate in the Company’s 

benefits programs, while independent contractors are not. In addition, Beimel Transportation 

Inc is not required to withhold income taxes, withhold and pay Social Security and Medicare 
taxes, or pay unemployment tax on payments made to an independent contractor. 

 

 

Employee Fraternization Policy 
 

Beimel Transportation Inc wants to preserve a working environment that has clear boundaries 

between personal and professional relationships. This is believed to be the best for 
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conducting business. This policy establishes clear boundaries with regard to how 

relationships develop at work and within the confines of the work area. 
 

During working hours and in work areas, employees of Beimel Transportation Inc are 
expected to keep all personal interactions limited and at a professional level to avoid 

distracting and/or offending others. 

Employees are prohibited from engaging in any physical interactions that would be seen as 
inappropriate in the work area. What is inappropriate conduct is in the discretion of the 
employer. 
Employees who engage in personal relationships with others and allow these relationships to 
negatively affect the working environment will be subject to disciplinary action. If said 

employees fail to change their behavior after disciplinary action takes place, they may be 
subject to further punishments and/or termination. 

 

 

Improper Payments and Gifts 
 

We prohibit the solicitation, acceptance, offer or payment to any person or organization of any 

bribe, kickback or similar consideration of any kind, including money, services or goods or 

favors (other than goods or favors which are nominal in amount and not prohibited by any 
federal, state or local law). Do not accept or give gifts, gratuities, entertainment or favors of 

such value or significance that their receipt might reasonably be expected to interfere with the 

exercise of independent and objective judgment in making or participating in the business 

decisions of Beimel Transportation Inc or the party with whom Beimel Transportation Inc is 
dealing. 

 

 

Inclement Weather 
 

Beimel Transportation Inc is open for business unless there is a declared State of Emergency. 

There may be times, however, when we will delay opening. Use common sense and your best 
judgment, however, when traveling to work in inclement weather. 

 
If you arrive at work after the scheduled opening time, that time will be unpaid time. You 

should always use your discretion in getting to work. 
 

 

Online Social Networking Policy 
 

Our company is committed to maintaining a good relationship with employees and with the 

outside world. If Beimel Transportation Inc sustains a positive reputation and excellent image 

in the public eye, it directly benefits the company as a whole in addition to putting you in an 
advantageous situation as an employee. The way the public views Beimel Transportation Inc 

is vital to promoting business, gaining new business, retaining first-class employees, 

recruiting new employees and marketing our products/services. 

 
While Beimel Transportation Inc has no intentions of controlling employees’ actions outside 

of work, it is important that employees practice caution and use discretion when posting 
content on the Internet, and especially on social networking sites that could affect Beimel 

Transportation Inc’s business operations or reputation. This policy serves as a notice on the 

practice of social networking for all employees to read and understand. 
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Purpose 
The purpose the Online Social Networking Policy is: 

To guarantee a constructive relationship between the company and its employees. 
To reduce the possibility of risk to Beimel Transportation Inc or its reputation. 
To discourage the use of company time for personal networking. 

To ensure employees are aware of their actions while engaging in social networking, the 
number of individuals who can access information presented on social networking sites and 
the consequences associated with these actions 

 
Definitions 

 
Social Networking 

Defined as any activity that involves interaction in online communities of people. This 
interaction includes, but is not limited to, browsing other users’ profiles, browsing other 

users’ photos, reading messages sent through social networking forums and engaging in 

online communities’ instant messaging services. 

 
Social Networking Sites 
Specific online communities of users, or any Web site that links individuals electronically 

and provides a forum where users can connect and share information. These Web sites can be 
general or tailored to specific interests or certain types of users. Examples of popular social 

networking sites include Facebook
®
, Twitter

®
, MySpace

®
, Flickr

®
, Friendster

®
, 

Classmates.com
®
, LinkedIn

®
, Xanga

®  
and Bebo

®
. The list of domains that constitute social 

networking sites is ever-growing and changing because of the nature of the Internet. 
 

 
 
 

Social Networking Profile 

A specific user’s personalized Web page within a certain social networking site, usually 
containing personal information such as name, birthday, profile photo, interests, etc. 

 
Micro-blogging 

The practice of publishing your recent whereabouts, thoughts or activities on a social 
networking site for other users to see. This is the main focus of social networking sites such 
as Twitter, but it also includes features like “status updates” on Facebook. 

 
Business Purposes 

Using a social networking site for the company’s gain, usually as a task or assignment given 
by a manager/supervisor. This can be done either through a specific company account on a 
given social networking site or through a personal account for the purposes of recruiting or 

marketing for Beimel Transportation Inc. 

Procedures 
 

Prohibited Conduct 

Having your own, individual social networking account and using it on your own time is 
certainly permissible. However, keep in mind that some actions on your personal site are 
visible for the entire social networking community and are no longer private matters. While 
Beimel Transportation Inc will not be continuously monitoring employees’ personal conduct 

on social networking sites, it might be a good guideline to assume that anything posted on 
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your personal social networking profile could potentially be seen by anyone at the company. 
While this section of the policy is a sensitive one, Beimel Transportation Inc put it in place to 

protect not only the company, but you and your job. It is for your own security and defense 

that you follow these guidelines: 

Do not use micro-blogging features to talk about company business on your personal account, 
even on your own time. Do not post anything you would not want your manager/supervisor to 

see or that would put your job in jeopardy. 
Do not use the company name, address or other information in your personal profile. This is 

for your physical safety as well the safety of everyone else at the company and the protection 

of Beimel Transportation Inc’s name. 
Do not post any pictures or comments involving the company or other Beimel Transportation 

Inc employees that could be construed as inappropriate. 
You are also responsible for what other users post on your individual social networking 

profile. Do not allow inappropriate or sensitive information regarding Beimel Transportation 

Inc anywhere on your profile, even if it is generated by a different user. 

Remember that if your personal profile is visible to other employees at the company, 
supervisors, managers or peers, practice caution. You have control over yourself but not over 
these employees, and it just one inappropriate picture or comment taken out of context could 

fall into the wrong hands and cost you your job. 

 
Facebook® is a registered trademark of Facebook, Inc. Twitter®  is a registered trademark of Twitter, Inc. 

MySpace®  is a registered trademark of News Corporation. Bebo®  is a registered trademark of Bebo.com. 
LinkedIn®  is a registered trademark of LinkedIn Corporation. Classmates.com® is a registered trademark of 

United Online, Inc. Friendster® is a service mark of Friendster, Inc. BlackBerry® is a registered trademark of 

Research in Motion Limited. iPhone®  is a registered trademark of Apple Inc. Windows Mobile® is a registered 
trademark of Microsoft Corporation. Android®  is a registered trademark of Google Inc. Linux®  is a registered 

trademark of Linux Online Inc. Palm®  is a registered trademark of Palm, Inc. 
 

Orientation Period 
 

For all employees hired by Beimel Transportation Inc, the first 60 days of employment are 
considered to be a trial period. During this time, the employee will undergo training and 

orientation as directed by the employee’s supervisor. The employee’s supervisor will also 
monitor the employee’s performance. 

 
During the first 60 days of employment, the employee is encouraged and expected to ask 
questions concerning his/her job responsibilities, and determine if he/she is satisfied with the 

position. If the employee’s job performance is found to be unsatisfactory by his/her 

supervisor at any time during the first 60 days of employment, the employment will be 
terminated. The completion of this period does not create anything other than an “at-will” 

relationship. 

 
Employment is “at will” both during and after the orientation period. 

 

Overtime Pay 
 

Beimel Transportation Inc shall compensate all hourly, non-exempt employees time and one- 
half for all hours worked in excess of 40 hours each week. The workweek begins on Monday 

morning (12:01 a.m.) and ends on Sunday at midnight (12:00 p.m.). 
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At times, employees will be asked to work overtime to complete necessary work tasks. The 
employee’s supervisor will notify the employee as early as possible regarding his/her 

scheduling needs. 

 

Pay Periods 
 

Employees will be paid on a weekly basis. The workweek begins on Monday morning 

(12:01 a.m.) and ends on Sunday at midnight (12:00 p.m.). 

 
If an employee is absent on the date of paycheck distribution, his/her check will be held until 

his/her return. 

 
Paychecks will only be released to the individual whose name appears on the check or an 

individual who the employee has designated and approved through written consent. 

 

Performance Evaluations 
 

Beimel Transportation Inc is committed to providing you with feedback both formal and 
informal, about your performance on the job. Managers are responsible for on-going 

performance feedback. In addition, your manager may formally discuss and document your 
performance on a regular basis (generally on an annual basis). In some business units, an 

initial performance review may be conducted within three to six months after an employee 
begins a new job. Please contact Human Resources if you feel that an evaluation is due to you 
or would be helpful to you. 

 
Your performance appraisal discussion will include a review of your strengths, identify any 
areas needing improvement, and goals and objectives that need to be achieved. Specific 

performance problems may be addressed outside the performance appraisal cycle through 

either informal discussions or formal disciplinary action. 

 
Formal performance feedback becomes a permanent part of your personnel file. 

 

 

Personnel Records 
 

Employee personnel files may include the following: (job application, job description, 

resume, records of participation in training events, salary history, records of disciplinary 

action and documents related to employee performance reviews, coaching, and mentoring). 
Personnel records are maintained on a current basis. Please notify us immediately of any 

change of name, address, telephone number, marital, dependent or tax status. Personnel 

records are kept highly confidential, and are not available to anyone outside of the Company 
unless you have authorized the release, or release is to an authorized governmental agency, or 

is required by law. To obtain access to your records, contact Human Resources. 
 

 

Phone Calls 
 

Personal Phone Calls: 
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We recognize that periodically, personal phone calls must be made or be received during the 
business hours. Such calls should be held at a minimum so that they do not interfere with the 

workflow. 

 

Physical Examinations 
 

Beimel Transportation Inc may require a job-related medical examination when there is a need 

to determine if an employee can perform mandatory functions of his/her position. This exam 

will identify physical limitations or restrictions. A medical examination may also identify 
significant health or safety risks to the employee or others, by identifying infectious diseases, 

or other medical monitoring as required by medical standards, professional licensing bodies or 

standards established by federal, state or local law. 

 
Beimel Transportation Inc may conduct voluntary medical examinations and health 

promotion activities. The records from these screenings will be kept confidential. 

 
A doctor’s note may be required for employees who are absent as a result of injury, illness or 

disability. 
 

 
 
 
 
 

Reporting Injuries & Illnesses 
 

Purpose 

To establish and maintain a comfortable and safe working environment. 

 
Practice 

We often take safety for granted in an office environment. Though we may not be exposed to 

the same degree of risk as a typical manufacturing firm or health care facility, we should still 
recognize that safety risks are present and take steps to reduce the risk for injury or illness. 

Safety is everyone’s responsibility at Beimel Transportation Inc. 

 
Procedures 

All work-related injuries and illnesses should be reported immediately to your manager or the 

Human Resources department, even if you are not sure whether it is truly work-related. Even 
small, insignificant injuries, left untreated can result in more serious conditions. 
Your manager (or a designated alternate) will complete an Accident Report. When injuries 

are reported immediately, accidents can quickly be investigated and corrective action taken to 
prevent another injury. 

 
If you see any potential hazards that need attention, notify the Human Resources Department 
immediately. 

 

 

Safety Rules 
 

Beimel Transportation Inc wants to ensure that our employees remain safe and injury-free 
when accidents are preventable. We expect our employees to refrain from horseplay, careless 
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behavior and negligent actions. It is Beimel Transportation Inc’s policy to maintain a safe and 

secure working environment for all employees and clients. 

 
While working, employees must observe safety precautions for their safety and the safety of 
others. All work areas must be kept clean and free from clutter and debris. Any hazards or 

potentially dangerous conditions must be corrected immediately or reported to a supervisor. 

 
If you are involved in an accident, you must comply with the following procedure: 

Report the accident to a supervisor or Human Resources professional immediately 

Obtain the necessary medical treatment 

Fill out an accident report regardless of the severity of the injury 

If you must seek additional medical treatment, obtain consent to leave the premises from your 
supervisor before doing so 

 
Employees who fail to comply with this procedure are subject to disciplinary consequences. 

 
 
 

Smoke-Free Environment 
 

Our goal is to have a smoke-free environment. Smoking is not permitted at any time in 

Beimel Transportation Inc work areas, including Company vehicles or customer or client 
areas. 

 
If smoking is allowed outside of the building, smokers should be considerate of coworkers, 
customers, and members of the public. Help to maintain a clean entryway by depositing 

cigarettes in appropriate containers and staying far enough away from doors so that smoke 
does not blow into the building. 

 
Employees who smoke must observe the same guidelines as non-smokers for the frequency 

and length of break periods. 
 
 

 

Standards of Conduct 
 

 
 

The work rules and standards of conduct for Beimel Transportation Inc are important, and the 

Company regards them seriously. All employees are urged to become familiar with these 
rules and standards. In addition, employees are expected to follow the rules and standards 
faithfully in doing their own jobs and conducting Beimel Transportation Inc’s business. 

Please note that any employee who deviates from these rules and standards will be subject to 

corrective action, up to and including immediate termination of employment. 

 
While not intended to list all the forms of behavior that are considered unacceptable in the 

workplace, the following are examples of rule infractions or misconduct that may result in 

disciplinary action, up to and including immediate termination of employment. These 
examples are in no way a limitation on or intended to change the Company’s at-will policy. 

Theft or inappropriate removal or possession of property 

Falsification of timekeeping records 
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Working under the influence of alcohol or illegal drugs 

Possession, manufacture, distribution, sale, transfer, dispensation or use of alcohol or illegal 

drugs in the workplace 
Fighting or threatening violence in the workplace 
Immoral actions or intimidating others 

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

Insubordination or other disrespectful conduct 
Violation of safety or health rules 
Sexual or other unlawful or unwelcome harassment and touching 

Excessive absenteeism or any absence without notice 
Unauthorized use of telephones, or other Company-owned equipment 
Using Company equipment for purposes other than business 

Unauthorized disclosure of business “secrets” or confidential information 
Violation of personnel policies 

Unsatisfactory performance or conduct 

 
These rules apply to any and all interactions with customers, fellow employees or anyone else 

associated with the workplace. 
 
 
 

Time Card Regulations 
 

Beimel Transportation Inc requires that each employee maintains a time sheet of his/her 

hours. This will keep a record of hours worked and ensure that paychecks are correct. All 

hourly employees are required to accurately record their hours worked each day. 
 

 

Workers’ Compensation 
 

Beimel Transportation Inc will provide workers’ compensation, a type of accident and injury 
insurance, which compensates an employee for lost time, medical expenses, and loss of life or 

dismemberment from an injury arising out of or in the course of work. Employees must 

report any accident or injury immediately to his/her supervisor and the Human Resources 
Department so that the necessary paperwork may be completed. 

 
Employees returning to work must provide proof of rehabilitation or treatment from a licensed 

physician and verification that they are able to complete all job-related tasks. In the event that 
the employee cannot complete some of the tasks as ordered by the physician, Beimel 

Transportation Inc will modify his/her job load. Once a physician has verified that the 

employee can resume all job-related tasks, he/she will no longer receive workers’ 

compensation benefits. 
 
 

 

Driver Rules and Regulations 
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a. Recklessness resulting in serious major  
 chargeable accident after full investigation. Discharge 
b. Chargeable accident (Over $500.00) 

(1)  1
st 

chargeable accident (over $500.00) 

(2)  2
nd 

chargeable accident (over $500.00) 

 
3 Day Suspension 

 in a 12 month period. Discharge 
 

The following driver Rules and Regulations, and the penalties to be charged for violation of 
same, are placed into effect so that all drivers employed by the Company may know what 

duties are required of them in the general conduct of the Company’s business. 

 
A notice in writing will be given for infractions of any Rules and Regulations. 

 
These Rules and Regulations have been formulated as a guideline for all drivers. It is 
understood that in describing certain offenses and the penalties therefore, the Company has 

not limited the violations for which it may discipline any driver to the offenses covered in 

these Rules and Regulations. The Company may exert discipline in other types of cases 
should the situation warrant. 

 

Driver Rules and Regulations 
 

1. Accidents 
 
 
 
 
 
 

 

(3)  3
rd 

chargeable accident (over $500.00) 

in a 24 month period. Discharge 

c. Rear-end Collision 
(1)  1

st   
offense 1 Week Suspension 

(2)  All rear-end collisions count toward 
the number of chargeable accidents. 

(3)  Refer to chargeable accidents for the 
discipline policy of 2 or more rear end 

collisions 

d.   Failure to report all personal injuries or accidents 

immediately as per instructions. Discharge 
 

2. Careless and/or Reckless Driving 

a.  Operating the equipment recklessly 

(1)  1
st 

offense Written warning 

(2)  2
nd 

offense Written warning 

(3)  3
rd 

offense 1 week suspension 

(4)  4
th  

offense 1 week suspension 

(5)  5
th  

offense Discharge 

 
The following are only examples of careless and/or reckless driving and does not 

constitute a complete list of circumstances for which discipline will be warranted. 
(1)  Cutting in and out of traffic 
(2)  Passing in no passing zones 

(3)  Passing on curves and hills 

(4)  Driving to fast for conditions 

(5) Trailing to close (you must keep a 
distance of 500 feet) on open highways 

(6) Using unauthorized routes and rest 

stops. 
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Speeding Violations. 

 

(1)  1
st 

offense Written warning 

(2)  2
nd 

offense              1 Week suspension 

(3)  3
rd 

offense Discharge 
 

 
 

3. Passengers 

a.  Unauthorized carrying of passengers 

 
Under no circumstances are drivers allowed to carry passengers without permission from 

John Beimel or Jesse Beimel. 

(1)  1
st 

offense Discharge 

 
4. Hours of Service 

Violation of Hours of Service Regulations 
 

(1) 1
st   

offense in 13 day period Written warning 

(2) 2
nd 

offense in 13 day period Written warning 

(3) 3
rd 

offense in 13 day period 3 Days suspension 

(4) 4
th  

offense in 13 day period 1 Week suspension 

(5) 5
th  

offense in 13 day period Discharge 

 

Beimel Transportation Inc. 

Driver Rules and Regulation 

Driver Receipt 
 

I,   due hereby acknowledge that I have received 

and read the Company Rules and Regulations, and the penalties to be charged 

for the violation of these Rules and Regulations in the general conduct of the 

Company’s business. 

 
Driver’s Signature   
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Policy governing drug and alcohol use and testing 
 
 

I. Introduction and Overview 
 

 

A. The U.S. Department of Transportation (“DOT”) and other Federal and State 
agencies have issued regulations which govern the use of drugs and alcohol by motor 

vehicle drivers, and which also require Beimel Transportation Inc, 420 Uhl Rd, 

Kersey, PA (“Company”) to conduct mandatory drug and alcohol testing of drivers at 
the times and under the conditions described in this Policy.  The specific federal 

regulations found primarily at 49 CFR, Part 382 and other federal and state codes. 

 
B.  It is the Company’s intention to comply fully with the DOT’s regulations, and all 

other applicable laws and regulations governing drug and alcohol use and testing, and 

the requirements of DOT’s regulations have been incorporated in this Policy.  In the 
event the DOT or other regulations are amended this Policy and the applicable 

term(s), condition(s), and/or requirement(s) of this Policy shall be deemed to have 

been amended automatically at that time, without the need for redrafting, in order to 
reflect and be consistent with those laws and DOT’s regulations.  In such case, the 

Company reserves the right to apply the amended requirements immediately, and 

without giving prior notice to drivers and/or applicants, unless such notice is required 
by DOT or other applicable law.  It is also the Company’s intention to comply with 

any applicable state requirements governing drug and/or alcohol testing which are not 
pre-empted by DOT regulations. The Company also intends to comply with the 
applicable requirements of the Drug-Free Workplace Act of 1988, the Americans 

With Disabilities Act, and the Family and Medical Leave Act. 
 

C.  Under the Company’s Policy, drug and alcohol testing will be conducted on any 

current and/or prospective driver who may be required to operate a motor vehicle 

having a gross vehicle weight rating in excess of 26,000 pounds in interstate or 
intrastate commerce, on any driver of a motor vehicle that was designed to transport 

sixteen(16) or more passengers (including driver), and on any driver of a motor 

vehicle that is used to transport hazardous materials in a quantity which requires the 
vehicle to be placarded regardless of the vehicle’s size. 

 
D.  All applicants for positions with the Company as a driver will be notified of the 

Company’s drug and alcohol use and testing policy at the time they apply for a driver 

position with the Company. 

 
E. The Company has spent a great deal of time and effort in developing and 

implementing the terms, conditions and requirements of this Policy, whose terms, 
requirements and implementation comply with DOT’s regulations. 

 

II. Definitions of terms used in this Policy 
 

 

A.  For purposes of this Policy and the Company’s drug and alcohol testing program, 

“safety-sensitive function” means any of the following:  (i) driving; (ii) the time spent 
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waiting to be dispatched, at a carrier’s or shipper’s terminal, plant facility or other 
property, unless the driver has been relieved from duty; (iii) inspecting, servicing or 

conditioning equipment; (iv) being in or on a commercial motor vehicle (except 

resting in sleeper berth); (v) loading or unloading, including supervising or assisting 
in loading or unloading, attending a vehicle being loaded or unloaded, remaining in 

readiness to operate the vehicle; giving or receiving receipts for a shipment being 

loaded or unloaded; (vi) securing the vehicle and taking all of the other precautionary 
measures required by DOT’s regulations following an accident (49 CFR Parts 392.40 

NS 392.41); (vii) repairing, obtaining assistance, or attending a disabled vehicle. 

 
B.  For purposes of this Policy and the Company’s drug and alcohol testing program, 

“company business” includes, but is not limited to, work performed on or in 

Company property including a Company vehicle, and work performed on or in a non- 

Company vehicle being used for conducting company business; the term also 
includes meal and break times. 

 
C.  For purposes of this Policy and the Company’s drug and alcohol testing program, 

“refusing to be tested” means any of the following: (1) failing to provide an adequate 
urine specimen for a drug test without a valid medical explanation; (ii) failing to 

provide adequate breath for an alcohol test without a valid medical explanation; (iii) 

failing to submit to a test as directed; (iv) engaging in any conduct which clearly 
obstructs the testing process. 

 
D.  For purposes of this Policy and the Company’s alcohol testing program, an 

alcohol test is considered “positive” when the alcohol concentration level registers 

0.02 or greater. 

 
E. Discharge for cause; occurs upon a positive finding of drug and/or alcohol testing. 
Consequences: 

1. Termination is immediate as to time of MRO’s report. 
2. Pay accrues through that time. 
3. Vacation earned through that time. 

4. Health benefits will revert to COBRA. 

5. All company property is returned immediately and all employee 
effects found in vehicle will be made available at client’s office. 

 

III. Prohibited Drug and Alcohol Use and Activities 
 

 
A.  The goals of the Company’s Policy and the testing of drivers is to insure a drug 

and alcohol-free transportation and work environment, and to reduce and help 

eliminate drug and alcohol related accidents, injuries, fatalities, and damage to 
property. 

 
B.  In furtherance of the Company’s goals, the conduct specified in Section III.C of 

this Policy is prohibited whenever a driver is on duty; whenever a driver is 
performing, or just about to perform, a safety-sensitive function ( as defined herein); 

whenever a non DOT worker is performing, or just about to perform, a safety related 

activity; whenever a driver is otherwise engaged in Company business (as defined 
herein); or at the times otherwise specified in this Policy. 
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C.  The following conduct is strictly prohibited: (I) drivers are prohibited from using, 
being under the influence of, or possessing illegal drugs; (ii) drivers are prohibited 

from using or being under the influence of legal drugs that are being used illegally; 
(iii) drivers are prohibited from using or being under the influence of legal drugs 

whose use can adversely affect the ability of the driver to perform his or her job 

safely; (iv) drivers are prohibited from selling, buying, soliciting to buy or sell, 
transporting, or possessing illegal drugs while engaged in company business or on its 

property; (v) drivers are prohibited from using alcohol within four (4) hours prior to 

driving or performing any other safety-sensitive function;  (vi) drivers are prohibited 
from using or being under the influence of alcohol at any time while driving or 

performing any other safety-sensitive function; (vii) drivers are prohibited from 

possessing any amount of alcohol (including possessing medications which contain 
alcohol) while on duty or driving, unless the alcohol is manifested and being 

transported as part of a shipment; (viii) testing positive for drugs and/or alcohol; (ix) 

refusing to be tested for drugs and/or alcohol (as defined herein); (x) failing to submit 
to a drug and/or alcohol test as directed by the Company; (xi) failing to stay in 

contact with the Company and its Medical Review Office while awaiting the results 

of a drug test; (xii)violating any applicable federal and/or state requirement 
governing the use of drugs or alcohol; (xiii) doing anything to clearly obstruct the 

Company’s goals with respect to drugs and alcohol. 
 

D.  A driver who violates these prohibitions will be subject to disciplinary action 

mandated by DOT (described in Sections VI.A(3), VI.B(3) and VI.B(4) of this 
Policy).  Drivers who violate these prohibitions will also be subject to disciplinary 

action by the Company, up to and including discharge.  In addition, any driver who is 

convicted by the judicial system of a felony for a drug or alcohol-related matter will 
be subject to disciplinary action up to and including discharge of employment 

involuntarily. 
 

IV. Tests Required 
 

 

A. In General: The Company is required by DOT to conduct tests under the 
following conditions or times: (i) before a driver-applicant is hired or an existing 

non-DOT worker performs DOT driving duties (“pre-employment/pre-duty” applies 

only for drug testing not to alcohol testing); (ii) for reasonable suspicion; (iii) 

following certain accidents(“post-accident” testing); (iv) on a random basis; (v) for 
return to duty; and, (vi) for follow up of return to duty.  The Company’s policies and 

procedures for each test requirement are discussed below. 

 
B. Pre-employment/pre-duty drug testing 

 
(1)  A pre-employment drug test is required before any driver-applicant will be hired. 

This test will be conducted before any existing worker in a non-DOT driver position 
is assigned, transferred, or otherwise permitted to operate a commercial motor 

vehicle on behalf of the Company for the first time.  For purposes of the Company’s 

policy concerning pre-employment/pre-duty testing procedures, requirements and 

discipline, applicants and existing workers who are applying for a driver position are 
collectively referred to in Section IV.B as “applicant”. 
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(2)  Prior to taking a pre-employment/pre-duty drug test, the applicant will be given 
written notice to report for a drug test, which shall include instructions and an 

explanation of the collection procedure for the test. The applicant will execute a 
general consent and release prior to being tested for drugs. 

 
(3)  All offers by the Company to hire an applicant for, or to assign or transfer an 

applicant tom a driver position are conditioned upon the applicant: (i) executing the 

Company’s general consent and release to be tested for drugs form;  (ii) taking a drug 
test as directed by the Company and passing the test; (iii) executing the Company’s 

authorization to obtain past drug test results, including any refusals to test, from each 

company for whom the driver either worked, or took or refused to take a pre- 
employment/pre-duty test during the previous two years and the results of those tests 

(including any refusals); (iv) passing the DOT-required physical exam required for 
driver positions; (v) complying with any other conditions or requirements of which 

the Company advises the applicant at the time of the offer. 

 
(4) Any applicant who refuses or fails to execute the Company’s general consent and 
release to be drug tested form, who refuses or fails to execute the Company’s 
authorization to obtain past drug test result form, who refuses or fails to submit pre- 

employment/pre-duty drug test as directed, or whose result is positive for the test, 
will be considered ineligible to work for the Company.  Existing workers who test 

positive will be considered unqualified for the position for which they are applying 
and will also be subject to Company discipline, up to and including discharge. 

 
(5)  A new applicant will be notified of the results of his/her drug test only upon 

presenting a written request to the Company for those results within sixty (60) days 

of being notified by the Company of its hiring decision.  Existing workers will be 
notified only in the event of a positive test. 

 
C. Post-accident testing 

 
(1)  A driver who is performing a safety-sensitive function must submit to a post 
accident drug and a post-accident alcohol test as soon as possible after the occurrence 

of any accident that meets the description of Section IV.C(2)  or Section IV.C(3) of 

this Policy.  DOT regulations specify that drug tests be done within 32 hours of an 
accident, and alcohol tests must be done within 8 hours of an accident. For purposes 

of this Policy and the Company’s drug and alcohol testing program, an accident 

which meets the description of Section IV.C(2) or Section IV.C(3) of this Policy is 
referred to as a “DOT accident”, and is further clarified and defined in Federal Motor 

Carrier Safety Regulations, 49 CFR Part 390.5. 
 

(2)  A driver must submit to a post-accident test as soon as possible after a DOT 

accident which involves the death of a human being. 

 
(3)  A driver must submit to a post-accident test as soon as possible after a DOT 

accident, whenever the driver receives a citation for a moving violation involving the 
accident and there are injuries treated away from the scene of the accident or there 

were vehicles towed from the scene of he accident. 
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(4)  It is possible that a driver will be directed to submit to a drug and/or alcohol test 
at the accident scene by a federal state, or local law enforcement officer. Whenever a 

test is conducted by a law enforcement officer, the driver is required to contact the 

driver’s supervisor or another Company official immediately to report this and to 
provide the Company with the name, badge number and telephone number of the law 

enforcement officer who conducted the test. 

 
(5)  A driver who is required to take a post-accident drug and/or alcohol test will, at 
the Company’s discretion, either be assigned to a non-safety-sensitive function, or 

placed on non-disciplinary suspension with pay, while awaiting the post-accident test 
results. 

 
(6)  In the addition to the penalties imposed by DOT (discussed in VI.A(3), VI.B(3), 

VI.B(4) of this Policy), a driver who tests positive for drugs and/or alcohol, who 
refused or fails to submit to a post-accident drug and alcohol test as required, who 

unnecessarily delays reporting to the test site following an accident, or who otherwise 

fails to comply with the Company’s post-accident testing procedures, will be subject 
to disciplinary action up to and including discharge. 

 
D. Random Testing 

 
(1) The Company is required to test drivers on a random basis, and all such tests will 

be unannounced. 

 
(2)  Under the Company’s random selection process, every driver will have an equal 
chance of being selected each and every time the selection is conducted.  Appropriate 
safeguards are also present to ensure that the identity of individual drivers cannot be 

determined prior to or at the time of their selection. 

 
(3) Whenever a driver is randomly selected to be tested, he/she will be notified of 

this in writing and instructed to report to the collection site immediately. 
 

(4)  A driver who tests positive or who refuses to submit to a test will be considered 

medically unqualified to drive and/or perform any other safety-sensitive function. 
 

(5)  In addition to the penalties imposed by DOT (discussed in Section VI.A(3) and 

VI.A(4) of this Policy), a driver who refuses to submit to a random test, who fails to 
report for the test as directed, or who tests positive, will be subject to disciplinary 

action, up to and including discharge. 

 
E. Reasonable Suspicion Testing 

 
(1) Each driver is required to submit to a drug and/or alcohol test whenever the 

Company has reasonable suspicion to believe that the driver has used drugs and/or 
alcohol in violation of DOT regulations and/or this Policy. 

 
(2) Reasonable suspicion will exist when a driver’s appearance, behavior, speech, or 

body odors indicate drug or alcohol use.  Such observations must be personally 
observed and documented by at least one Company official, or supervisor, who has 
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received training covering the physical, behavioral, speech and performance 

indicators of probable drug and alcohol use. 
 

(3) Whenever a driver is notified that there is reasonable suspicion to be tested, the 

driver will be expected to report to the test site for immediate testing. 

 
(4) Drivers who are required to submit to a reasonable suspicion test will be escorted 
by an agent of the Company to the appropriate specimen collection site for a drug 

and/or alcohol test. 

 
(5) The Company will also attempt to contact the driver’s spouse, another member of 

the family, or another person designated by the driver, in order to make arrangements 

for transporting the driver to his/her home after the test is completed.  In the event 

that the Company is unable to contact the driver’s spouse, family member or another 

designated person, the Company will assist the employee in making appropriate 
arrangements, not including he/she operating a vehicle for return home. 

 
(6) If the driver rejects the Company’s effort in this regard and instead insists on 

driving his/her personal vehicle, the Company reserves the right to take whatever 
means is appropriate to prevent this, including contacting appropriate law 

enforcement personnel and imposing disciplinary action, up to and including 

discharge. 

 
(7) A driver who is required to take a reasonable suspicion test will be considered by 
the Company as unqualified to work and placed on immediate suspension, without 

pay, pending the results of his/her test. A driver whose test results are negative will 

be reimbursed for the time of his/her suspension.  A driver whose test results are 
positive will not be reimbursed for the time of suspension. 

 
(8) In addition to the penalties imposed by DOT (discussed in Section VI.A93), 
VI.B(3) and VI.B(4) of this Policy), a driver whose reasonable suspicion test is 

positive, or who fails or refuses to submit to a reasonable suspicion test when 
directed to do so by the Company, will be subject to disciplinary action, up to and 

including discharge. 

 
F. Return-to-duty testing 

 
(1) The Company is not obligated, and by the inclusion of this provision in this 

Policy does not undertake or commit to any obligation under this Policy, to reinstate 
or rehire any driver who violates and DOT or Company prohibition or requirement 

concerning drugs or alcohol. 

 
(2) Should the Company elect to consider reinstateing or rehiring a driver who 

violates any DOT and/or Company prohibition concerning drugs or alcohol, that 
driver will be required to submit to and pass a drug and/or alcohol test before he/she 

will be permitted to return to duty.  In order to pass a return-to-duty alcohol test, the 

driver’s alcohol level must be less than 0.02. 
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(3)  Before being permitted to return to duty, the driver must be evaluated by a DOT- 
approved Substance Abuse Professional and submit to any follow up testing and/or 

rehabilitation which the substance abuse professional determines is required. 

 
(4)  In addition to the penalties imposed by DOT (discussed in Sections VI.A(3), 

VI.B(3),  and VI.B(4)  of this Policy), any driver who refuses to submit to a return-to- 
duty test, or who tests to positive will be considered medically unqualified to perform 

a safety-sensitive function and immediately discharged. 

 
G. Follow-up testing 

 
(1) The Company is not obligated, and by the inclusion of this provision in this 

Policy does not undertake or commit to any obligation under this Policy, to reinstate 
or rehire any driver who violates and DOT or Company prohibition or requirement 

concerning drugs or alcohol. 

 
(2) Any driver who is determined to have a drug or alcohol-related problem by a 

substance abuse professional is required to submit to unannounced follow-up testing 
as on condition of being reinstated, rehired, or otherwise permitted to return to duty 

after violating any DOT or Company prohibition or requirement concerning drugs or 
alcohol. 

 
(3) At a minimum, the driver will be required to submit to at least six (6) tests during 

the first 12 months following the driver’s return to duty.  All such tests will be 

conducted at random and without prior notice being given to the driver. 

 
(4) In addition to the penalties imposed by DOT (discussed in Section VI.A93), 
VI.B(3) and VI.B(4) of this Policy), a driver whose tests positive, or who fails or 

refuses to submit to be tested, will be considered unqualified to perform a safety- 
sensitive function and immediately suspended without pay, and subject to other 

Company Discipline, up to and including immediate discharge. 

V. Testing Methodology and Integrity 
 

 

A. To ensure the integrity and accuracy of each test, all specimen collection and 

analysis shall be conducted in accordance with DOT’s procedural protocols and 
safeguards set forth in Part 40 of Title 49 of the Federal Code of Regulations.  This 

includes, among other things: (i) procedures to ensure the correct identity of each 

driver at the time of testing; (ii) a strict chain-of-custody procedure to ensure that the 
driver’s specimen is not tampered with by the Company; (iii) the use of a trained 

breath alcohol technician (BAT) and DOT-approved testing devices for conducting 

alcohol tests; (iv) the use of a laboratory which has been certified by the Department 
of Health and Human Services (DHHA); (v) the confirmation of an initial positive 

drug screen by a second analysis using gas chromatography/ mass spectrometry 

(GCMS); (vi) the confirmation of an initial positive alcohol screen by a second 
analysis; (vii) the Company’s appointment of a qualified Medical Review Officer 

(MRO) to review drug test results before they are reported to the Company’s 

designated representative. 
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B. to further facilitate the integrity and accuracy of each test, the Company will 
provide drivers with written and/or oral instructions regarding the conduct of the 

specific test before each testing event.  The Company considers all such instructions 

to be a part of this Policy.  Drivers who refuse or otherwise fail to comply with all 
such instructions will be subject to disciplinary action, up to and including discharge. 

 
C. For all drug tests 

 
(1) All drug tests conducted under this Policy require that the driver must provide a 

specimen of his/her urine. 

 
(2) At a minimum, urine specimens will be analyzed for the presence of the following 
drugs: (i) marijuana; (ii) cocaine; (iii) opiates; (iv) amphetamines; (v) phencyclidine. 

Specimens will also be analyzed for such other substances as DOT may from time to 

time direct, or as otherwise may be included under federal or state law.  In the event 
that DOT expands the list of drugs for which testing is or may be required, the 

Company reserves the right to begin testing immediately for those drugs without 

prior notice to drivers or applicants, unless notice is required by DOT or another 
applicable law. 

 
(3) In general, drivers will be permitted to give a urine specimen in privacy and 

without being observed by collection site personnel. However, a driver forfeits this 
right whenever there is reasonable cause to believe that he/she may alter or substitute 

a specimen. 

 
(4) All drug tests will be administered using the split sample methodology required 
by DOT.  Under this methodology, the driver must provide at least 4.5 milliliters (mi) 

in a specimen container. The specimen will then be divided into two specimen 

bottles by the collector. Thirty (30) mi will be poured into one bottle and fifteen (15) 
mi into a second bottle.  Both bottles will be sent to the laboratory. The bottle 

containing the 30 mi will be analyzed as the driver’s primary specimen. The second 
bottle will held by the laboratory, to be sent to another lab at the driver’s request in 

the event that the primary specimen is verified as drug positive.  In the event the 
primary specimen is verified as positive, the driver will be notified either by the 

Company’s MRO or by the Company of the positive test and given the option to have 
the second bottle sent to a different laboratory for analysis. To exercise this option, 

the driver must advise the Company’s MRO within 72 hours of being told that the 
primary specimen was positive. 

 
(5) Except for the use of methadone and medications containing alcohol, noting in 

this Policy prohibits a driver’s use of a medication legally prescribed by a licensed 

physician: (i) who is familiar with the driver’s medical history and specific safety- 
sensitive duties, and (ii) who has advised the driver that the prescribed medication 

will not adversely affect the driver’s ability to operate a motor vehicle safely. 

Medications prescribed for someone other than the driver, however, will not be 
considered lawfully used when taken by the driver under any circumstances. 

 
(6) Before being tested for drugs, drivers will be given an opportunity to list on their 
copy of the chain-of-custody form, any prescription and non-prescription medications 

being lawfully used by the driver at that time.  A “positive” drug test may be declared 
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“negative” by the Company’s MRO, if the driver can prove with clear and 
convincing evidence that the drug which was used was prescribed by a licensed 

physician who is familiar with the driver’s medical history and specific duties. The 

determination of this will be made by the Company’s MRO. 

 
D. For all alcohol tests 

 
(1)  All alcohol tests conducted under this Policy require that the driver must provide 

a specimen for any test conducted by, or on behalf of, the Company.  In the case of 
an alcohol test conducted by a federal, state or local law enforcement officer 

following an accident, the driver must provide either a breath or blood specimen, as 

directed by the law enforcement officer. 
 

(2) Alcohol tests will be administered using a breath specimen, taken by a breath 
alcohol technician (BAT) using an approved breath testing device (EBT) except in 

the cases of on-scene post-accident testing conducted by federal, state or local 

officials. 

 
(3) Before being tested by the Company, each driver will be required to (i) provide 

his/her identification, and (ii) execute a DOT “breath Alcohol Test Form” provided 

by the BAT.  A driver who refuses to provide his/her identification, provides a false 
identification, refuses to execute the DOT “Breath Alcohol Test Form”, or who 

otherwise refuses or fails to cooperate will be treated as though he/she had tested 

positive and will be subject to disciplinary action, up to and including discharge, in 
addition to the penalties imposed by DOT. 

 
(4) Prior to each alcohol breath test conducted by the Company, the BAT will instruct 

the driver on how the test will be performed. 
 

(5) To protect each driver, the BAT will open and attach to the testing device an 
individually-sealed mouthpiece in the driver’s view. The driver will then be directed 

to blow forcefully into the breath testing device until an adequate amount of breath 
has been maintained. 

 
(6) In the event that a driver is unable to provide an adequate amount of breath for the 

initial or confirmatory test after several attempts to do so, the driver will be required 
to submit to an evaluation by a licensed medical physician to determine whether a 

valid medical condition exists.  If the physician determines that a valid medical 
condition does exist, the test will be reported to the Company as “Negative”.  If the 

physician determines that a valid medical condition does not exist, the test result will 
be reported to the Company as a “confirmed positive”. 

 

VI. Test Results 
 

 

A.  For drug tests 

 
(1) In the event that the test result of a driver’s primary specimen is positive, the 

driver will be notified by the Company or its MRO and advised that he/she has 72 

hours to request the MRO send his/her secondary specimen to a second, Company- 
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approved laboratory for analysis.  Pending the outcome of this additional analysis, 
the driver will continue to be considered medically unqualified to perform work 

governed by DOT regulations. 

 
(2) Before a driver’s test result will be confirmed positive for drugs, the driver will be 

given the opportunity to speak with the Company’s MRO and demonstrate that there 

was a legitimate medical explanation for the positive test result. If the MRO 
determines that a legitimate medical reason does exist, the test will be reported to the 

Company as “Negative”.  If the MRO determines that a valid medical condition does 

not exist, the test result will be reported to the Company as a “confirmed positive”. 

 
(3) Except as provided in Section IV.B(4) of this Policy (concerning pre-employment 
and pre-duty tests), a driver whose test result is confirmed positive for drugs will be 

considered unqualified to perform or continue performing his/her function safely and 

will be immediately suspended without pay and will be subject to additional 
disciplinary action by the Company, up to and including discharge.  Mo driver whose 

test result is confirmed positive for drugs, or who refuses or fails to take any required 

test under the provisions of this Policy, will be permitted to return to duty unless and 
until he/she complies with the requirements of Sections IV.F and IV.G of this Policy. 

In addition, a driver whose test result is confirmed positive for drugs will also be 

subject to civil and criminal penalties imposed by DOT. 

 
B. For alcohol tests 

 
(1) In the event that the driver provides an adequate breath specimen and the initial 

test registers an alcohol concentration level that is less than 0.02, the test will be 

reported as a “negative” and no additional test will be required at that time. 

 
(2) In the event that the driver provides an adequate breath specimen and the initial 
test registers an alcohol concentration level of 0.02 or greater, a second, confirmatory 

test will be performed.  In the event that the driver provides an adequate breath 

specimen and the confirmatory test registers less than 0.02, the test result will be 
reported as “negative”. 

 
(3) DOT prohibits any driver whose confirmatory test registers 0.02 or more, but less 
than .04 from performing or from continuing to perform any safety-sensitive function 

until the driver’s next regularly-scheduled duty period, but for no less than 24 hours. 
A driver who after providing an adequate breath specimen, has a confirmatory test 
which registers 0.02 or more but less than 0.04 will, at minimum be suspended 

without pay until his/her next regularly-scheduled duty period, but for no less than 24 
hours, and may be subject to additional disciplinary action by the Company, up to 

and including discharge. 

 
(4) A driver who, after providing an adequate breath specimen,  has a confirmatory 
test which registers 0.04 or greater will be immediately suspended without pay and 

will be subject to additional disciplinary action by the Company, up to and including 

discharge. No driver who has a confirmatory test which registers 0.04 or greater, who 
refuses or fails to take any required test under the provision of this Policy, or who is 

reported as positive under the provisions of Section V.D(3) or V.D(6) of this Policy, 
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will be permitted to return to duty unless and until he/she complies with the 

requirements of Sections IV.F and IV.G of this Policy. 
 

VII. Maintaining Contact with the Company and MRO after 
 

 

A.  Drivers who are tested for drugs are required to remain in contact with the 
Company representative and the Company’s MRO while awaiting the results of 

their tests. Drivers are also required to advise the Company of their whereabouts 
and the telephone number where they can be reached during this time. 

 
B.  The name and telephone number of the Company’s MRO is listed in the 

“Contacts List” attached to and made part of, this Policy. 

C.  A driver who refuses or fails to remain in contact with the Company 
Representative and Company’s MRO will be considered insubordinate and 
subject to disciplinary action, up to and including discharge. In addition, a driver 

who fails to remain in contact may waive his/her right, under Section VI.A(2) of 
this Policy, to speak with the Company’s MRO before a test is confirmed 
positive. 

 

 
 

VIII. Drug and Alcohol Information 
 

 
A.  The Company will provide educational materials for all drivers, explaining the 

DOT’s requirements and the Company’s policies and procedures to meet those 

requirements.  In addition to this Policy, the company will provide drivers with 
information concerning: (i) the effects of drug and alcohol on an individual’s 

health, work, and personal life; (ii) the signs and symptoms of a drug or alcohol 

problem; and (iii) the available methods of intervention when a problem does 
exist. 

 
B.  Each driver is required to certify that he/she has been given a copy of the Policy 

and other drug and alcohol information by the Company in accordance with 

paragraph VIII.A of this Policy.  In accordance with paragraph IV.B(3) of this 

Policy, applicants are required to execute the certification as a condition of being 
hired.  An applicant who refuses to do so will not be hired. Existing drivers who 

refuse to execute this required certification will be subject to Company 

discipline, up to and including discharge. 

 
C.  Any existing drivers who engage in any conduct prohibited under this Policy will 

be provided with information concerning the resources available to evaluate and 

resolve a drug or alcohol problem, and the names, addresses and telephone 

numbers of substance abuse professionals, counseling and treatment programs. 

 
D.  All questions concerning the educational materials provided by the Company, or 

about this Policy, should be directed to the appropriate person identified on the 

“contact List” which accompanies this Policy. 
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IX. Payment for Tests 
 

 
A.  For new hires and employees retained on the payroll, the Company shall pay 

the cost of any drug and alcohol tests required under DOT regulations. 

 
B.  Drivers are responsible for paying the costs for any test or tests conducted 

which the Company does not require. 
 

C.  Drivers are responsible for paying the costs of the analysis of any secondary 

urine specimen which they request under Section VI.A(1) of this Policy. 
 

D.  Medically disqualified drivers, under consideration for reinstatement or 
rehire, shall pay all costs related to the following: return to duty and follow 

up tests, professional visits, and/or any rehabilitation. 
 

X. Confidentiality 
 

 

A.  The results of all individual drug and alcohol tests will be kept in a secure 

location with controlled access. 

 
B.  All individual test results will be considered confidential. The release of an 

individual driver’s results will only be given in accordance with an individual 
driver’s written authorization, or as is otherwise required by DOT’s 

regulations, or by other applicable federal or state law. 
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Driver Receipt of Drug and Alcohol Educational Material-Company 

Substance Abuse Policy 
 

 

Instructions: (382.601) DOT requires the company to provide all company 

drivers with educational material regarding drug and alcohol use and abuse, 

and the rules and regulations of DOT which apply to the Company’s drivers. 

Each representative of a driver organization is also required to receive this 

information.  This form should be used to document receipt of the required 

materials. 

 
To the Drivers DOT requires that each driver and/or organization must sign 

this form certifying receipt of these materials.  Any driver refusing to sign this 

form will be considered insubordinate and subject to discipline. 

The original of this form will be retained for an indefinite time period in a 

separate file along with other company records maintained on the DOT drug 

and alcohol testing program.  Drivers may request a copy of this certification. 

 
DRIVER’S CERTIFICATION: 

 
The undersigned hereby certifies that he/she received the educational material 

(company policy) which the Company is required to provide me in accordance 

with 49 CFR 382.601.  I acknowledge and agree that I am responsible for 

reading, understanding and obeying all Company policies and DOT 

regulations regarding alcohol and drug use testing. I also understand that, 

because changes in the governing federal laws or regulations may also change 

without the Company being able to give me prior notice.  Nonetheless, I agree 

to comply with the DOT’s regulations and the Company’s policies regarding 

disciplinary action and other liability for violating DOT’s regulations and/or 

Company’s policies.  I have been advised that any questions with regard to 

these materials should be addresses to John Beimel or Jessie Beimel, at 

Beimel Transportation Inc. 

 
Prior to signing this Receipt, I read it and carefully had an opportunity to ask 

questions regarding it contents. 
 

 
 

Signature of Driver:    Date:    
 

 
 

(Print name) 
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Security Guard Reason for Instant Termination 
 

 
 
 
 
 
 

If you are caught sleeping on company time you will be relieved of your duties upon being caught, 

there will be no warnings given to those that are sleeping on the job. 
 

 
 

If you are to be found with someone accompanying you to work you will be terminated. 

 
Any downgrading of Beimel Transportation Inc. and or of its affiliate companies, any downgrading 

of management or supervisors or other employees of Beimel Transportation Inc. 
 
 
 
 

 
 

 
 

1
st   

Warning- Verbal 

2
nd 

Warning -Written 

3
rd 

Warning -Suspension 

4
th 

Warning-Termination 
 

 
 

These instances include: 

Written Warning Situations 

 

Flirting and having non-work related conversations with an employee of Beimel Transportation Inc. 

or its affiliate companies…. 

 
Excessive non-work related conversations over the CB’S …. 

Not following appropriate dress code…. 

Hard Hat 

Security Work Shirt 

Jeans/long pants 

Steel toed shoes 

Reflective vests. 

 
Reflective vest will be provided for you please take care of them and keep them looking neat… 

 

Signature    Date    
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BEIMEL TRANSPORTATION, INC. 
FLEET SAFETY MANAGEMENT POLICY 
 

 

INTRODUCTION 

 
THE INFORMATION CONTAINED WITHIN THIS BOOKLOET IS FOR QUICK REFERENCE. 
ONLY A FEW OF THE VERY IMPORTANT ISSUES THAT PERTAIN TO BEING A DRIVER FOR 

BEIMEL TRANSPORTATION, INC. ARE SUMMARIZED WITHIN.  
FOR A BETTER UNDERSTANDING OF SAFETY RULES AND REGULATIONS REGARDING 
THE OPERATION OF A COMMERCIAL MOTOR VEHICLE, PLEASE REFER TO THE 
FEDERAL MOTOR CARRIER SAFETY REGULATIONS POCKETBOOK. THE ABOVE 

MENTIONED GUIDE IS PROVIDED TO YOU UPON EMPLOYMENT WITH BEIMEL 

TRANSPORTATION, INC. IF AT ANYTIME YOU HAVE QUESTIONS, COMMENTS  
OR CONCERNS FOLLOWING THE REVIEW OF THESE MATERIALS, PLEASE CONTACT 
BILL THORWART OR RICK BEIMEL @ 814-885-8990. 

 
THIS HANDBOOK DOES NOT CONSTITUTE AN EXPRESSED OR IMPLIED CONTRACT OF 

EMPLOYMENT WITH BEIMEL TRANSPORTATION, INC. BEIMEL TRANSPORTATION, 
INC. HAS THE RIGHT TO MODIFY, AMEND OR TERMINATE THIS BOOK AT ANY TIME, 
WITH OR WITHOUT NOTICE. 
 

 

FLEET SAFETY POLICY 
 

 

MANAGEMENT POSITION STATEMENT 

 

BEIMEL TRANSPORTATION, INC. IS DEDICATED TO THE SAFETY AND WELL BEING 
OF ALL ITS EMPLOYEES. WE WILL WORK AS A TEAM TO GIVE OUR CUSTOMERS THE 
BEST SERVICE AND GENUINE COURTESY THEY DESERVE, THEREBY UPHOLDING 
THE HIGH STANDARDS UPON WHICH WE HAVE BASED OUR REPUTATION. WE WILL 
CONTINUE TO BE A CREDIT TO OUR COMMUNITY AND TO BE A CONSIDERATE AND 
SAFE DRIVER ON THE ROADS OF OUR NATION BY PROVIDING WELL-MAINTAINED 
EQUIPMENT. 
 

BEIMEL TRANSPORTATION FLEET DRIVER GENERAL CONDUCT 

 
WRITTEN RULES CAN ONLY BE GUIDELINES AND CANNOT BE ALL INCLUSIVE. 
BEYOND WRITTEN RULES, EACH OF US IS EXPECTED TO CONFORM TO COMMON 
AND ACCEPTED STANDARDS OF BEHAVIOR AND JOB PERFORMANCE AS WELL AS TO 
FORMAL RULES. 



RULES OF CONDUCT 

 
BEIMEL TRANSPORTATION WILL IMPOSE DISCIPLINE ONLY AFTER COUSELING HAS 
BEEN UNSUCCESSFUL OR IS INAPPROPRIATE. THE PURPOSE BEHIND DISCIPLINE IS 
NOT PUNISHMENT, BUT RATHER TO CORRECT BEHAVIOR THAT ADVERSELY AFFECTS 
BEIMEL TRANSPORTATION AND/OR OTHERWISE CAUSES PROBLEMS FOR 
EVERYONE. INCLUDING, BUT NOT LIMITED TO VIOLATING THE FOLLOWING RULES OR 
ANY VARIATION THEREOF BY ANY EMPLOYEE WILL SUBJECT THE OFFENDER TO 
DISCIPLINE INCLUSIVE BUT NOT LIMITED TO, LOSS OF DRIVING AUTHORIZATION 
AND/OR IMMEDIATE DISMISSAL: 
 

1) THEFT OF UNAUTHORIZED USE OF COMPANY, CUSTOMER, VENDOR AND/OR ANOTHER  
2) EMPLOYEE’S PROPERTY.  
3) KNOWN SABOTAGE OF COMPANY OWNED/LEASED VEHICLE AND/OR 

EQUIPMENT.  
4) DELIBERATELY MAKING OR USING FALSIFIED RECORDS OF ANY TYPE.  
5) CARRYING OF UNAUTHORIZED PASSENGERS IN COMPANY OWNED/LEASED 

EQUIPMENT, INCLUSIVE OF UNAUTHORIZED EMPLOYEES.  
6) HAVING ROAD REPAIRS MADE OR MAKING PURCHASES WITHOUT PRIOR 

AUTHORIZATION FROM YOUR SUPERVISOR.  
7) FAILING TO REPORT AN ACCIDENT, INCIDENT OR INJURY WITHIN TWENTY-

FOUR (24) HOURS.  
8) UNAUTHORIZED USE OF A COMPANY OWNED/LEASED MOTOR VEHICLE.  
9) TAMPERING WITH THE ENGINE, INCLUDING GOVENOR AND INJECTION PUMP.  
10) ACCEPTANCE OF A WORK ASSIGNMENT INVOLVING THE DRIVING OF A OWNED, 

LEASED OR RENTED VEHICLE WHILE THE EMPLOYEE’S DRIVER LICENSE IS UNDER 
SUSPENSION.   

11) WILLFUL NEGLECT AND MISHANDLING OF COMPANY EQUIPMENT. 
12) EATING AND/OR STOPPING AT A BAR/RESTAURANT THAT SERVES ALCOHOLIC 

DRINKS.  POSSESSION, CONSUMPTION OR BEING UNDER THE INFLUENCE OF 
INTOXICANTS (ALCOHOL) OR MIND ALTERING DRUGS WHILE ON BEIMEL 
TRANSPORTATION AND BEIMEL TRANSPORTATION JOBSITE PREMISES AND/OR 
WHILE OPERATING BEIMEL TRANSPORTATION OWNED, LEASED OR RENTED 
VEHICLES AT ANY TIME.  

13) FALSIFICATION OF AN EMPLOYMENT APPLICATION OR OTHER DATA 
REQUIRED BY BEIMEL TRANSPORTATION, LOCAL, STATE, AND/OR FEDERAL 
AGENCIES.  

14) FAILURE TO COMPLETE DAILY LOG BOOKS, TRIP AND DISPATCH REPORTS 
AND/OR VEHICLE INSPECTION REPORTS AS REQUIRED BY FEDERAL 
REGULATIONS.  

15) OBTAINING FOUR (4) OR MORE POINTS TOWARDS YOUR DRIVING RECORD 
WITHIN ANY ONE (1) CALENDAR YEAR.  

16) POSSESSION OF WEAPONS ON COMPANY PROPERTY AND/OR IN COMPANY 
OWNED, LEASED OR RENTED VEHICLES. 



FLEET DRIVER GENERAL OPERATING GUIDELINES 

 
1.} ALL DRIVERS WILL NOT DRIVE ANY VEHICLE FOUND TO BE DEFECTIVE OR 

SUBSTANDARD IN ANY WAY.  
2.} THE SEATBELT MUST BE WORN BY ALL EMPLOYEES OCCUPYING A BEIMEL 
TRANSPORTATION OWNED VEHICLE AT ALL TIMES WHEN THE VEHICLE IS IN MOTION.  
3.} PROMPT DELIVERY IS ESSENTIAL TO OUR CONTINUED SUCCESS. IF YOU SEE THAT 

YOU ARE NOT GOING TO BE ABLE TO MAKE A SCHEDULED DELIVERY AND/OR PICKUP 
TIME SAFELY, NOTIFY YOUR SUPERVISOR.  

4.} RADAR DETECTORS ARE PROHIBITED IN ALL BEIMEL TRANSPORTATION VEHICLES.  
5.} DRIVER APPEARANCE MUST BE NEAT AND CLEAN. DRIVERS MUST WEAR A FULL BODY 

FR SHIRT SLEEVES AND LONG PANTS. TANK TOPS, CUTOFFS OR GYM PANTS ARE NOT  
PERMITTED; HAIR MUST BE KEPT NEAT AND CLEAN.  
6.} ALL VEHICLES MUST BE OPERATED WITHIN THE LEGAL WEIGHT LIMITS THAT ARE 

APPLICABLE TO EACH PARTICULAR VEHICLE. IF COMPLIANCE WITH THIS POLICY IS NOT 
POSSIBLE, YOU SHOULD CONTACT YOUR SUPERVISOR IMMEDIATELY. ANY DRIVER 
CAUGHT OVERLOADING A VEHICLE, TRAILER OR CONTAINER AND/OR DRIVING A VEHICLE, 
TRAILER AND/OR CONTAINER THAT IS OVERLOADED WILL BE HELD RESPONSIBLE FOR 
ANY FINES AND/OR PENALTIES THAT MAY RESULT.  

7.} EXCESSIVE IDLING OF VEHICLES IS NOT PERMITTED.  
8.} SPEEDING ONTO, WHILE ON OR OFF OF CUSTOMERS, VENDORS AND/OR BEIMEL 
TRANSPORTATION PROPERTY IS NOT PERMITTED AND WILL NOT BE TOLERATED. 
9.} ALL MOTOR VEHICLE RECORDS OF EMPLOYEES AUTHORIZED TO DRIVE BEIMEL  
TRANSPORTATION OWNED, LEASED OR RENTED VEHICLES WILL BE REVIEWED ANNUALLY TO 
MONITOR DRIVING INFRACTIONS.  
10.} ALL VEHICLES MUST BE OPERATED WITHIN THE LEGAL SPEED LIMITS APPLICABLE TO 

EACH STATE, COUNTY OR LOCAL ROUTE. ANY DRIVER STOPPED FOR SPEEDING WILL BE 
HELD RESPONSIBLE FOR ANY FINES AND/OR PENALTIES THAT MAY RESULT.  

11.} THE DRIVER IS TO BE IN ATTENDANCE DURING ALL LOADING/UNLOADING OPERATIONS 
AND IS FINANCIALLY RESPONSIBLE FOR ANY DAMAGE OR LOSS TO THE VEHICLE OR 
CARGO.  

12.} TRUCKS ARE TO BE KEPT NEAT AND CLEAN INSIDE, REMOVE TRASH DAILY.  
13.} DISCOURTESY TO CUSTOMERS, VENDORS, SHIPPERS AND THE GENERAL PUBLIC WILL 

NOT BE TOLERATED. ANY PROBLEMS WITH CUSTOMERS SHOULD BE REFERRED TO 
JESSE BEIMEL OR JOHN BEIMEL FOR RESOLUTION.  

14.} ALL DRIVERS MUST FOLLOW THE MOST PRACTICAL ROUTE UNLESS WEATHER, 
TRAFFIC OR ROAD CONDITIONS DEEM IT NECESSARY TO DIVIATE.  

15.} UNAUTHORIZED PASSENGERS ARE STRICTLY PROHIBITED.  
16.} THE USE OF ALCOHOL, ILLEGAL OR MIND ALTERING DRUGS AND/OR THE CARRYING OF 

THE SAME IN A BEIMEL TRANSPORTATION OWNED VEHICLE IS PROHIBITED.  
17.} ALL PRESCRIPTION MEDICINE AND OVER THE COUNTER MEDICINES MUST BE KEPT IN 

THEIR ORIGINAL CONTAINERS. 
 
NOTE: PRESCRIPTION AND/OR OVER THE COUNTER DRUGS THAT MAY AFFECT A 
DRIVER’S ALERTNESS, JUDGMENT OR REACTION TIME ARE PROHIBITED. 
 
18.} ALL DRIVERS MUST COMPLY WITH ALL FEDERAL, STATE AND LOCAL LAWS AND 

REGULATIONS RELATING TO DRUG AND ALCOHOL TESTING. 
19.} ALL DRIVERS MUST ATTEND SCHEDULED SAFETY MEETINGS.  
20.} PRE-TRIP AND POST-TRIP INSPECTIONS MUST BE DONE DAILY.  
21.} FOLLOW PROPER ACCIDENT/INCIDENT REPORTING PROCEDURES IF INVOLVED IN AN 

ACCIDENT. 
 
NOTE: SEE “ACCIDENT PROCEDURES” IN THIS MANUAL 



 
22.} NEVER JUMP OUT OF VEHICLES, USE THE THREE (3) POINT SYSTEM WHEN EXITING 

VEHICLES.  
23.} ALL CELLULAR TELEPHONE USE WHILE OPERATING A COMPANY OWNED 

VEHICLE IS PROHIBITED   
24.} USE OF COMPUTER, CELLULAR AND/OR SATELLITE DEVICE FEATURES AND ACTIONS SUCH 

AS TEXTING, NAVIGATION, COMPOSING AND/OR READING EMAILS, INTERNET USE AND/OR 
ANY ACTIVITY THAT VISUALLY IMPAIRS ATTENTION WHILE DRIVING IS STRICTLY 
PROHIBITED. IF OPERATION OF THESE DEVICES AND FEATURES ARE  
NECESSARY, THE VEHICLE MUST BE PROPERLY AND SAFELY REMOVED FROM THE 
FLOW OF TRAFFIC WITH THE VEHICLE PLACED IN THE “PARK” POSITION. 

25.} HEADLIGHTS MUST BE USED AT ALL TIMES UNLESS PROHIBITED. 
 
26.} ALL EMPLOYEES ARE PROHIBITED FROM DRIVING 2 AND/OR 3 WHEEL MOTORBIKES 

WHILE ON SHELL BUSINESS. 
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ACCIDENT PROCEDURES 

 
THE FOLLOWING IS WHAT A DRIVER MUST DO IN THE CASE OF AN ACCIDENT 
OR VEHICULAR INCIDENT: 
 
1.} STOP: IT IS COMPANY POLICY, BUT LAW MANDATES IT. ANY DRIVER WHO DOES NOT 

STOP WILL BE SUBJECT TO PENALTY BY LAW AND TO DISCIPLINARY ACTION BY  
BY BEIMEL TRANSPORTATION INCLUDING BUT NOT LIMITED TO TERMINATION..  

2.} PROTECT THE SCENE: IMMEDIATELY UTILIZE ALL EMERGENCY DEVICES NECESSARY 
TO PROTECT THE AREA AROUND THE SCENE OF THE ACCIDENT AND  
TO CONTROL TRAFFIC AS PER DEPARTMENT OF 
TRANSPORTATION REGULATION; i.e., USE FOUR (4) WAY 
FLASHERS, FLARES, REFLECTIVE TRIANGLES, ETC.  

3.} ASSIST INJURED: ASSIST ANY INJURED PERSONS, BUT NEVER MOVE THEM 
UNLESS ABSOLUTELY NECESSARY FOR THEIR SAFETY.  
KEEP THEM COMFORTABLE UNTIL AN AMBULANCE, 
PARAMEDICS OR A DOCTOR IS AVAILABLE.  

4.} NOTIFY THE AUTHORITIES: YOU MUST REPORT ALL ACCIDENTS TO THE 
PROPER AUTHORITY. NEVER LEAVE THE SCENE, YOUR EQUIPMENT  

OR CARGO EXCEPT IN EXTREME EMERGENCY. LOCATE A 
NEARBY TELEPHONE AND CALL THE POLICE. WHEN CALLING 
THE POLICE WRITE DOWN THE NAME OF THE PERSON YOU 
SPOKE TO FOR FUTURE REFERENCE. IF A TELEPHONE IS 
NOT AVAILABLE, WRITE A CAREFULLY WORDED NOTE GIVING 
THE LOCATION AND SERIOUSNESS OF THE ACCIDENT THEN 
ASK A RELIABLE PASSING MOTORIST TO CONTACT THE 
POLICE FOR YOU.  

5.} NOTIFTY BEIMEL TRANSPORTATION: AS SOON AS POSSIBLE, ALL ACCIDENTS MUST 
BE REPORTED TO RICK BEIMEL AT 814-885-8990 AND/OR JESSE BEIMEL OR JOHN BEIMEL 
WITHIN TWENTY-FOUR (24) HOURS OF THE ACCIDENT.  
6.} GATHER WITNESS INFORMATION: GET THE NAMES, ADDRESSES AND TELEPHONE 

NUMBERS OF ALL WITNESSES TO THE ACCIDENT. IF A WITNESS REFUSES TO GIVE THEIR  
NAME, ADDRESS AND TELEPHONE NUMBER WRITE DOWN THEIR LICENSE PLATE NUMBER 
ON THEIR VEHICLE. IF THERE ARE NO WITNESSES, TAKE THE NAME, ADDRESS AND  

TELEPHONE NUMBERS OF THE FIRST PERSON(S) TO ARRIVE AT THE SCENE OF 
THE ACCIDENT.  
7.} DO NOT DISCUSS THE ACCIDENT: ANYTHING YOU SAY CAN BE USED IN THE 
 

CASE. DO NOT DISCUSS THE ACCIDENT WITH ANYONE EXCEPT THE POLICE,  
BEIMEL TRANSPORTATION REPRESENTATIVES AND/OR THE BEIMEL TRANSPORTATION 

INSURANCE CARRIER. BE POLITE AND GIVE YOUR NAME, THE COMPANY NAME AND OFFER  
YOUR DRIVER LICENSE. REGARDLESS OF THE CIRCUMSTANCES, DO NOT ADMIT 
TO OR PROMISE ANYTHING AND DO NOT ARGUE.  

8.} REMAIN AT THE SCENE: STAY AT THE SCENE OF THE ACCIDENT UNTIL INSTRUCTED TO DO 
OTHERWISE BY THE POLICE OR A BEIMEL TRANSPORTATION SUPERVISION OR MANAGEMENT 

REPRESENTATIVE. 



 
9.} COMPLETE ACCIDENT REPORT: GATHER INFORMATION INCLUDING, BUT 

NOT LIMITED TO THE FOLLOWING: 
 

· EXACT LOCATION, DATE AND TIME OF ACCIDENT   
· MAKE, MODEL, LICENSE PLATE NUMBER, AND VEHICLE IDENTIFICATION NUMBER (VIN) 
OF ALL VEHICLES INVOLVED IN THE ACCIDENT.   

· NAME, ADDRESS AND TELEPHONE NUMBERS OF ALL PEOPLE INVOLVED IN THE ACCIDENT   
· NAME, ADDRESS AND TELEPHONE NUMBERS OFTHE INSURANCE CARRIER THAT PROVIDES 
THE COVERAGE FOR THE VEHICLE(S) AND/OR PROPERTY INVOLVED  

· ESTIMATE OF THE DAMAGE TO ALL VEHICLES AND/OR PROPERTY   
· NAMES, ADDRESSES, TELEPHONE NUMBERS AND/OR LICENSE 
NUMBERS OF ALL WITNESSES   

· NAME AND/OR BADGE NUMBER OF THE POLICE OFFICER(S) 
WHO ARRIVE AT THE SCENE, NAME OF THE POLICE 
DEPARTMENT OR ORGANIZATION AND STATION LOCATION.  

 
ALL ACCIDENTS/INCIDENTS MUST BE REPORTED TO BEIMEL TRANSPORTATION REGARDLESS 
OF THE SEVERITY. FAILURE TO REPORT AN ACCIDENT IMMEDIATELY MAY BE CAUSE FOR 
DISCIPLINARY ACTION INCLUDING BUT NOT LIMITED TO DISCIPLINARY SUSPENSION OF THE 
DRIVER WITHOUT PAY AND/OR TERMINATION OF EMPLOYMENT. 



BEIMEL TRANSPORTATION, INC.  
FLEET SAFETY PROGRAM 
PAGE 8 0F 16 
 

DISCIPLINARY PENALTY FOR AT FAULT ACCIDENTS / INCIDENTS 

 
THIS SECTION OF THE FLEET POLICY WILL ESTABLISH THE DISCIPLINARY 

PROCEDURES THAT MAY BE IMPOSED PERSONALLY UPON ANY BEIMEL TRANSPORTATION 
EMPLOYEE WHO IS INVOLVED IN A VEHICULAR ACCIDENT OR INCIDENT THAT IS 
DETERMINED TO BE THE FAULT OF THE BEIMEL TRANSPORTATION EMPLOYEE, ALSO 
CLASSIFIED AS “AT FAULT”. 
 

THIS SECTION WILL ALSO ESTABLISH THE DISCIPLINARY PROCEDURES THAT MAY 
BE IMPOSED PERSONALLY UPON ANY BEIMEL TRANSPORTATION EMPLOYEE, AND/OR THEIR 
SUPERVISOR(s), WHO VIOLATES ANY REGULATORY SAFETY STANDARD, POLICY OR 
PROCEDURE ENACTED BY EITHER BEIMEL TRANSPORTATION, THE DEPARTMENT OF 
TRANSPORTATION (DOT) AND/OR THE FEDERAL MOTOR CARRIER SAFETY ADMINISTRATION 
REGULATIONS (FMCSA). 
 

RATE REDUCTION PENALTY PROCEDURE 

 
THE IMPOSED PENALTY PER EMPLOYEE WHO IS INVOLVED IN A VEHICULAR 

ACCIDENT OR INCIDENT THAT IS DETERMINED TO BE THE FAULT OF THE BEIMEL 
TRANSPORTATION EMPLOYEE WILL BE AS FOLLOWS: 
 
- $2.50* PER HOUR RATE REDUCTION.  

*NOTE: SALARY EMPLOYEES’ ANNUAL SALARY WILL BE REDUCED TO REFLECT THE EQUIVALENT   
- AT THE DISCRETION OF BEIMEL TRANSPORTATION MANAGEMENT, THE EMPLOYEE’S 
AUTHORIZED DRIVER CLASSIFICATION MAY BE SUSPENDED OR REVOKED.   
- THE RATE REDUCTION WILL BE IN EFFECT FOR A MINIMUM OF ONE (1) YEAR, HOWEVER 

THE REINSTATEMENT OF THE ORIGINAL HOURLY WAGE OR SALARY PRIOR TO ANY   
APPLIED PENALTY WILL BE MADE AT THE DISCRETION OF BEIMEL TRANSPORTATION 

MANAGEMENT.  
- BEFORE THE PENALIZED EMPLOYEE WILL BE CONSIDERED FOR REINSTATEMENT 

OF HOURLY RATE OR SALARY THE FOLLOWING MUST BE COMPLETED:  

 
1) PRESENT A WRITTEN DOCUMENT TO BEIMEL TRANSPORTATION MANAGEMENT 

OUTLINING WHAT CHANGES IN PERSONAL BEHAVIOR HAVE BEEN MADE  
THAT WILL DECREASE THE LIKELIHOOD OF A SIMILAR ACCIDENT/INCIDENT.   

2) MUST ATTEND AND PRESENT PROOF OF SATISFACTORY COMPLETION OF  
A RECOGNIZED DRIVER IMPROVEMENT SAFETY CLASS AT EMPLOYEE’S   
OWN COST AND TIME.  

 
CONTINGENT UPON THE NATURE OF THE ACCIDENT/INCIDENT OR GROSS 

NEGLIGENCE, BEIMEL TRANSPORTATION RESERVES THE RIGHT TO TERMINATE THE 
OFFENDING EMPLOYEE(S) IN LIEU OF A FINE. 
 

THE PENALTIES IMPOSED BY THE ABOVE ARE DESIGNED TO BE A COURSE OF 
ACTION TO HELP STRENGTHEN, ENFORCE, IMPROVE OVERALL EMPLOYEE AWARENESS OF 
OUR POLICIES ON SAFETY AND TO BE A TEMPORARY ACTION. REINSTATEMENT OF ORIGINAL 
HOURLY WAGE OR SALARY PRIOR TO ANY APPLIED PENALTY WILL BE MADE AT THE 
DISCRETION OF BEIMEL TRANSPORTATION MANAGEMENT. 
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DRIVER QUALIFICATION 

 
1.} CDL DRIVER POSITIONS WILL BE CONTINGENT ON MEETING ALL DEPARTMENT 

OF TRANSPORTATION (D.O.T.) REQUIREMENTS. 
2.} DRIVER MUST HAVE A MINIMUM OF 3 YEARS EXPERIENCE IN VEHICLE TO BE DRIVEN. 
3.} AN ANNUAL REVIEW OF EVERY DRIVER’S MOTOR VEHICLE REPORT (MVR) WILL BE  

PERFORMED TO DETERMINE DRIVER ELIGIBILITY.  
4.} INCLUDING, BUT NOT LIMITED TO THE FOLLOWING CRITERIA; INDIVIDUALS WILL BE 

UNACCEPTABLE TO DRIVE A BEIMEL TRANSPORTATION OWNED, LEASED OR RENTED  
VEHICLE IF: 
 
· UNDER 21 YEARS OF AGE   
· INVOLVED IN TWO (2) OR MORE PREVENTABLE ACCIDENTS WITHIN A THREE 
(3) YEAR PERIOD   

· FOR (4) OR MORE POINTS ACCURED WITHIN ONE (1) YEAR  
· DRUG AND/OR ALCOHOL EVALUATION IS RETURNED POSITIVE  
· DRIVING WHILE IMPAIRED IS ON MOTOR VEHICLE RECORD (MVR)   
· DRIVING UNDER THE INFLUENCE OF DRUGS AND/OR ALCOHOL IS ON MOTOR 

VEHICLE RECORD (MVR)   
· INVOLVEMENT OF A HIT AND SKIP ACCIDENT  
· FAILURE TO REPORT AND ACCIDENT/INCIDENT   
· CONVICTION OF NEGLIGENT HOMICIDE ARISES THROUGH THE USE OF 
A MOTOR VEHICLE   

· RECKLESS DRIVING IS OBSERVED   
· OPERATION OF A MOTOR VEHICLE WHILE UNDER LICENSE SUSPENSION 
OR REVOCATION   

· CONVICTION OF USING A MOTOR VEHICLE TO COMMIT A FELONY   
· PERMITTING AN UNLICENSED OR UNAUTHORIZED PERSON TO DRIVE   
· OPERATION OF A VEHICLE WITHOUT THE OWNER/LEASOR AUTHORITY; 
THEFT AND/OR UNAUTHORIZED USE.  



 
BEIMEL TRANSPORTATION, INC. 
FLEET SAFETY PROGRAM  
PAGE 10 0F 16 
 

“OUT OF SERVICE” CRITERIA 

 
1.} NO DRIVER IS PERMITTED TO DRIVE AFTER HAVING BEEN ON DUTY SIXTY (60) HOURS 

IN ANY SEVEN (7) CONSECUTIVE DAYS IF NOT OPERATING EVERY DAY OF THE WEEK.  
2.} NO DRIVER IS PERMITTED TO DRIVE AFTER HAVING BEEN ON DUTY SEVENTY (70) 
HOURS IN ANY EIGHT (8) CONSECUTIVE DAYS IF OPERATING EVERY DAY OF THE WEEK. 
 

PRE/POST INSPECTIONS 

 
BEIMEL TRANSPORTATION REQUIRES A WRITTEN VEHICLE INSPECTION REPORT TO BE 

PREPARED AND SIGNED BY ALL DRIVERS AT THE END OF EACH WORK DAY ON EACH VEHICLE 
DRIVEN. THE PRE/POST TRIP FORMAT TO BE FOLLOWED WILL INCLUDE THE FOLLOWING: 
 
§ SERVICE BRAKES  
§ PARKING BRAKE (HAND BRAKE)  
§ STEERING MECHANISM  
§ LIGHTING DEVICES AND REFLECTORS   
§ TIRES  
§ HORN (ELECTRIC AND/OR AIR)  
§ WINDSHIELD WIPERS  
§ REAR VIEW MIRRORS   
§ COUPLING DEVICE (IF APPLICABLE)  
§ WHEELS AND RIMS  
§ EMERGENCY EQUIPMENT (i.e. FIRE EXTINGUISHERS, FLARES, TRIANGLES, ETC.)  

 
THE PRE/POST TRIP INSPECTIONS MUST INCLUDE THE SIGNATURE OF THE DRIVER 

COMPLETING THE REPORT. HOWEVER, IF THERE ARE ANY DEFICIENCIES, THE SIGNATURE OF 
THE MECHANIC CERTIFYING THAT THE DEFICIENCIES HAVE BEEN CORRECTED MUST ALSO BE 
ON THE PRE/POST INSPECTION. THEN FINALLY, THE SIGNATURE OF THE REVIEWING DRIVER 
WHO ACKNOWLEGES THAT THE DEFICIENCIES HAVE BEEN CORRECTED. 

 
DRIVER STATUS REPORT (LOG BOOK) REQUIREMENTS 

 
EVERY EMPLOYEE DRIVING A VEHICLE THAT MEETS THE COMMERCIAL WEIGHT CLASS 
PROVISIONS FOR INTERSTATE (TRAVEL IN MORE THAN 1 STATE) THAT DEFINE IT AS A 
COMMERCIAL MOTOR VEHICLE AND DOES NOT MEET THE EXEMPTION CRITERIA, MUST 
COMPLETE A DRIVER STATUS REPORT AS FOLLOWS: 
 
A.) IN DUPLICATE ON A SPECIFIED GRID, SEE ATTACHMENT A, WITH THE FOLLOWING INFORMATION;  

a) DATE (MONTH, DATE AND YEAR)  
b) TOTAL MILES DRIVEN EACH DAY  
c) TRUCK AND/OR TRAILER NUMBER  

 
NOTE: IF THERE ARE NO VEHICLE NUMBERS ASSIGNED, YOU MUST SHOW THE 
VEHICLE STATE OF LICENSE AND LICENSE NUMBER. COMBINED VEHICLES 
WILL HAVE STATE OF LICENSE AND LICENSE NUMBER FOR EACH MOTOR  
VEHICLE. 

 
d) COMPANY NAME  
e) DRIVER SIGNATURE  
f) 24 HOUR PERIOD TIME, i.e. 0900 to 1600 (9:00 A.M. to 4:00 P.M)   
g) MAIN OFFICE ADDRESS  
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DRIVER STATUS REPORT (LOG BOOK) REQUIREMENTS (CONTINUED) 
 

h) TOTAL HOURS  
i) ANY REMARKS  

 
B.) THE DRIVER ACTIVITY MUST BE RECORDED IN ACCORDANCE WITH THE FOLLOWING 

PROVISIONS: 
 

a) THE LOG MUST BE CURRENT TO THE TIME SHOWN FOR THE LAST CHANGE OF DUTY  
b) ALL ENTRIES MUST BE LEGIBLE AND IN THE DRIVER’S OWN WRITING  

 
C.) WHEN COMPLETING THE LOG IN STATES WITH SPEED LIMITS OVER 55 MILES PER  

HOUR, SPECIFY THIS IN THE “REMARKS” SECTION OF THE DAILY LOG.  
D.) ONE COPY OF YOUR LOG MUST BE TURNED IN TO YOUR LOCAL OFFICE EVERY WEEK 

WITH YOUR TIMESHEETS. THE SECOND COPY MUST BE KEPT BY THE DRIVER FOR 
EIGHT (8) DAYS AND MUST BE KEPT IN THE POSSESSION OF THE DRIVER WHILE ON 
DUTY. 
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SAFETY EQUIPMENT 

 
ALL BEIMEL TRANSPORTATION VEHICLES MUST HAVE AT ALL TIMES MINIMALLY 
THE FOLLOWING SAFETY EQUIPMENT READILY AVAILABLE ON THE VEHICLE: 
 
QUANTITY ITEM  

3 TRIANGLES  
1 FIRE EXTINGUISHER 

 
 

QUARTERLY SAFETY MEETINGS 

 
ALL DRIVERS ARE REQUIRED TO PARTICIPATE IN QUARTERLY SCHEDULED SAFETY MEETINGS 
WITH ATTENDANCE VERIFIED BY A SIGN-IN SHEET. 
 

ANNUAL DRIVING RECORD REVIEW 

 
BY DECEMBER 6 OF ANY GIVEN YEAR, ALL DRIVERS MUST PREPARE AND TURN IN A LIST OF 
ALL MOTOR VEHICLE VIOLATIONS OF TRAFFIC LAWS AND ORDINANCES, EXCLUDING PARKING 
OFFENSES, THAT THE DRIVER HAS BEEN CONVICTED AND/OR HAS FORFEITED BOND OR 
COLLATERAL DURING THE PREVIOUS TWELVE (12) MONTH PERIOD.  
IF NO VIOLATIONS OCCURRED, ALL DRIVERS MUST BY DECEMBER 6 OF ANY GIVEN 
YEAR CERTIFY SUCH. 
 

DRIVER RESPONSIBILITY 

 
1.} ALL VEHICLES MUST BE OPERATED WITHIN THE LEGAL WEIGHT LIMITS THAT ARE 

APPLICABLE TO EACH PARTICULAR VEHICLE. ANY DRIVER DISCOVERED WITH AN 
OVER LOADED VEHICLE WILL BE HELD RESPONSIBLE TO PAY ANY FINES AND/OR 
PENALTIES THAT MAY RESULT.  

2.} ALL DRIVERS MUST OPERATE THEIR VEHICLE WITHIN THE PERMISSIBLE SPEED 
LIMIT FOR ALL STATE, COUNTY AND MUNICIPAL ROADWAYS. ANY DRIVER 
DISCOVERED SPEEDING WILL BE HELD RESPONSIBLE TO PAY ANY FINES AND/OR 
PENALTIES THAT MAY RESULT. 

3.} ALL DRIVERS, AS APPLICABLE, MUST CARRY THE MEDICAL EXAMINER’S CARD. ANY  
DRIVER DISCOVERED WITHOUT THE CARD IN THEIR IMMEDIATE POSSESSION WILL BE HELD 
RESPONSIBLE TO PAY ANY FINES AND/OR PENALTIES THAT MAY RESULT.  

4.} ALL DRIVERS, AS APPLICABLE, MUST COMPLETE THE DAILY STATUS REPORT (LOG). ANY 
DRIVER DISCOVERED WITHOUT THE LOG PROPERLY COMPLETED AND IN THEIR 
IMMEDIATE POSSESSION WILL BE PAID AT THE MINIMUM WAGE RATE ($7.25) PER HOUR 
UNTIL THE DOCUMENTS HAVE BEEN PROPERLY COMPLETED AND TURNED IN TO YOUR 
LOCAL OFFICE. AS WELL THE DRIVER WILL BE HELD RESPONSIBLE TO PAY ANY FINES 
AND/OR PENALTIES THAT MAY RESULT. 
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DRIVER RESPONSIBILITY (CONTINUED) 
 
5.} ALL DRIVERS, AS APPLICABLE, MUST COMPLETE TRIP REPORTS. ANY DRIVER NOT 

COMPLETING TRIP REPORTS WILL BE PAID AT THE MINIMUM WAGE RATE ($7.25) PER 
HOUR UNTIL THE DOCUMENTS HAVE BEEN PROPERLY COMPLETED AND TURNED IN TO 
YOUR LOCAL OFFICE. THE DRIVER WILL BE HELD RESPONSIBLE TO PAY ANY FINES 
AND/OR PENALTIES THAT MAY RESULT.  

6.} ALL DRIVERS, AS APPLICABLE, WHO ARE DECLARED “OUT OF SERVICE” OR “OUT OF 
SERVICE HOURS” ARE RESPONSIBLE FOR NOT DRIVING UNTIL THEY ARE LEGALLY  
PERMITTED TO DRIVE. ANY DRIVER DISCOVERED DRIVING WHILE “OUT OF SERVICE” OR “OUT 
OF SERVICE HOURS” WILL BE HELD RESPONSIBLE TO PAY FINES AND/OR PENALTIES  
THAT MAY RESULT.  

7.} ALL DRIVERS, AS APPLICABLE, MUST COMPLETE PRE/POST TRIP INSPECTIONS. ANY 
DRIVER NOT COMPLETING PRE/POST TRIP INSPECTIONS WILL BE HELD RESPONSIBLE TO 
PAY ANY FINES AND/OR PENALTIES THAT MAY RESULT.  

8.} ALL DRIVERS MUST ADHERE TO THE MAINTENANCE SCHEDULE SET FORTH FOR ALL 
OWNED, LEASED OR RENTED VEHICLES. ANY DRIVER NOT FOLLOWING THE PROPOSED 
MAINTENANCE SCHEDULE WILL BE HELD RESPONSIBLE TO PAY ANY FINES AND/OR 
PENALTIES THAT MAY RESULT FROM NOT ADHERING TO THE MAINTENANCE 
SCHEDULE AND/OR ALL MECHANICAL COSTS FOR THE REPAIRS NECESSARY DUE TO 
IMPROPER MAINTENANCE. 
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I HAVE READ, UNDERSTOOD AND RECEIVED A COPY OF THE BEIMEL TRANSPORTATION 
FLEET SAFETY POLICY AND AGREE TO COMPLY WITH THIS POLICY. BY SIGNING THIS 
DOCUMENT, I AGREE TO FOLLOW ALL RULES, REGULATIONS AND UNDERSTAND THE 
PENALTIES I WILL BE SUBJECT TO SHOULD I FAIL TO DO SO. ALSO, I UNDERSTAND THAT THIS 
SIGNED AND DATED ACKNOWLEDGEMENT WILL BECOME A PART OF MY PERSONNEL FILE. 
 
 

 
____________________________________ ______________ _______________________________ 
EMPLOYEE NAME (PRINT) DATE EMPLOYEE SIGNATURE 
 
____________________________________ _____________ 
WITNESS NAME (PRINT) DATE 
 
__________________________________ 
WITNESS SIGNATURE 
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TO: ALL CDL DRIVERS AND DRIVERS OF BEIMEL TRANSPORTATION OWNED/LEASED VEHICLES 
 
FROM: JESSE BEIMEL  

AS PROFESSIONAL DRIVERS, YOU KNOW THAT THERE ARE RULES AND REGULATIONS 
YOU MUST FOLLOW. ONE OF THOSE RULES IS KEEPING ACCURATE DAILY LOGS OF WORK 
ACTIVITIES AND, IF TRAVELING OUT OF STATE, MILES  
TRAVELED. ALSO KEEPING RECORD OF DIESEL/GASOLINE PURCHASED.  
AT THE END OF EACH WORK DAY THE REQUIRED PAPERWORK MUST BE TURNED IN TO THE 
OFFICE PROPERLY COMPLETED, SIGNED, DATED AND THE FUEL RECEIPTS ATTACHED. FROM 
THESE REPORTS BEIMEL TRANSPORTATON THEN MUST COMPILE THE INFORMATION AND 
SUBMIT IT QUARTERLY TO ALL APPLICABLE STATES AND PAY THE TAX ON THE FUEL 
PURCHASED AND BILL THE CORRECT VENDORS FOR THE WORK PERFORMED. FAILURE TO 
PROPERLY REPORT ALL MILES TRAVELED AND FUEL PURCHASED IS AGAINST THE LAW AND 
CAN CAUSE BEIMEL TRANSPORTATION TO RECEIVE LARGE PENALTIES IF YOU HANDLE YOUR 
REPORTS INCORRECTLY. 
 
THE BEIMEL TRANSPORTATION POLICY IS AS FOLLOWS: 
 
Ø ANY DRIVER WHO FAILS TO KEEP ACCURATE DAILY LOGS (WHEN APPLICABLE) 
AND/OR TO TURN THEM IN WEEKLY WILL BE PAID MINIMUM WAGE ($7.25)   
FOR ALL HOURS WORKED.  
 
Ø NO ADJUSTMENT TO WAGE WILL BE MADE UNTIL ALL REPORTS ARE   
PROPERLY COMPLETED AND SUBMITTED TO THE OFFICE. 
 
NOTE: The Wage and Hour Division of the Department of Labor has advised us that this is 
the procedure we are to follow to be in compliance with their requirements while  
mitigating compliance with the Department of Transportation. 
 
UNDER NO CIRCUMSTANCES SHOULD YOU INCORPORATE MORE THAN ONE (1) VEHICLE 
PER REPORT; IF YOU SHOULD DRIVE TWO (2) DIFFERENT TRUCKS ON A GIVEN DAY YOU 
MUST COMPLETE A SEPARATE REPORT FOR EACH VEHICLE. 
 
PLEASE SIGN, DATE AND RETURN THIS AGREEMENT TO THE OFFICE IMMEDIATELY. 
 
 
 

 
_______________________________ _______________________________ ________________ 
NAME (Print) SIGNATURE DATE 
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DRIVER AUTHORIZATION ACKNOWLEDGMENT 

 
BEIMEL TRANSPORTATION HAS GIVEN YOU, THE EMPLOYEE, RESTRICTIVE RIGHTS TO 
USE A CORPORATE OWNED/LEASED VEHICLE SOLELY FOR THE BUSINESS USE OF 
BEIMEL TRANSPORTATION. INCONSIDERATION OF THIS RESTRICTIVE RIGHT, THE 
FOLLOWING MANADATORY GUIDELINES MUST BE COMPLIED WITH: 
 
1.} Use of the vehicle is for business purposes only. This is defined as going to/from the office, shop, 

warehouse, jobsite and/or in the course and scope of relating to work going to pick up equipment 
and/or material related to a project. 

 
2.} Only the authorized Operator, as signed below, has the restrictive right to operate the vehicle.  NO OTHER  

PERSON HAS THE RIGHT OR PERMISSION OF BEIMEL TRANSPORTATION TO OPERATE A VEHICLE 
WITHOUT THE WRITTEN PERMISSION OF THE MANAGEMENT OF BEIMEL TRANSPORTATION . 
 
3.} ABSOLUTELY NO PASSENGERS ARE PERMITTED IN THE VEHICLE. Only employees through the course 

and scope of employment with BEIMEL TRANSPORTATION on company time who receive a W -2 Form are  
permitted. This expressly excludes any non-employee, 

past employees, relatives, neighbors, friends and/or 
any other. 

 
4.} The Operator of the vehicle must maintain a driving record acceptable to the management of BEIMEL 
TRANSPORTATION. An annual Motor Vehicle Report of your driving record will be provided to you for 
viewing by Management upon your written request. 
 
VIOLATION OF THE ACKNOWLEDGEMENT AND/OR THE FLEET SAFETY POLICY MAY 
RESULT IN IMMEDIATE DISCIPLINARY ACTION, INCLUDING BUT NOT LIMITED TO 
TERMINATION.  
THE UNDERSIGNED ACKNOWLEDGES FULL UNDERSTANDING OF THE ABOVE STATED 
MANDATORY COMPANY PROCEDURES AND GUIDELINES. BY ACCEPTING ISSUANCE OF 
A BEIMEL TRANSPORTATION OWNED/LEASED VEHICLE I ACKNOWLEDGE THAT I WILL 
COMPLY WITH THE EXPRESSED PROCEDURES AND GUIDELINES. 
 
I FURTHER UNDERSTAND THAT THERE IS NO INSURANCE COVERAGE FOR THE 
UNAUTHORIZED USE OF A BEIMEL TRANSPORTATION OWNED/LEASED VEHICLE. ANY 
AND ALL DAMAGE INCURRED TO A BEIMEL TRANSPORTATION OWNED/LEASED 
VEHICLE(s), BEIMEL TRANSPORTATION MATERIAL, EQUIPMENT AND/OR OTHER 
PROPERTY AS WELL AS DAMAGE TO ALL VEHICLES AND/OR PROPERTY OWNED BY 
OTHERS DUE TO MY UNAUTHORIZED USE OF A BEIMEL TRANSPORTATION 
OWNED/LEASED VEHICLE WILL BECOME MY SOLE RESPONSIBILITY. 
 
 

 
________________________________ __________________ 
________________________________ 
EMPLOYEE  SIGNATURE DATE PRINT NAME 

 
________________________________ __________________ 
________________________________ 
WITNESS SIGNATURE DATE PRINT NAME 
 
 
 
 
 

 

PART OF BEIMEL TRANSPORTATION, INC. SAFETY PROGRAM 

 



 

Good Housekeeping  

 Pump Maintenance 

Fuel Card 

Policy 

Trucks will be cleaned out at the end of shift. Sweep out interior 

and wipe down dashes. Take everything out of the truck that you 

out in. Including Gloves, tools, and garbage. 

Must drain all tanks on the pump and fill the pump oil reservoir.  

Fuel Cards MUST be left inside the trucks when done fueling.  

No exceptions. 

 

Failure to do proper housekeeping and pump maintenance will 

result in a $50.00 deduction from pay. 

Loss of fuel card, or failure to leave it in the truck will result in a 

$25.00 Deduction from pay. 

 

Sign _______________________________________________ 

 


