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Our Company
“It is believed that it will be helpful to all of us to set forth a general definition of manage-

ment policies and requirements for the guidance and reference of the Company Personnel.”  
- Excerpt from the original Hendry Corporation Employee Handbook.

The italicized excerpt at the top of this page opened the original Hendry Corporation Employee 
Handbook adopted in the 1930’s. We hope the italicized excerpts contained throughout this Employee 

Handbook (this “Handbook”) provide you with a sense of the rich legacy of Capt. Hendry and the 
Hendry organization. However, they should not be considered part of the GMR/PSI Employment 

Policies, as they are provided for historical reference only.

The contents of this Handbook shall not constitute nor be construed as  
a promise of employment or as a  contract between the  

Company and any of its employees.

Welcome aboard the Universal Environmental Solutions, LLC (UES) team of dedicated mari-
time industrial services professionals. UES specializes in the gas freeing and tank cleaning 
of ocean-going vessels.  We additionally provide land-side field services, tank cleaning, 
contaminated site restoration, transportation and disposal. 

UES started in 2011, and is one of the major operating companies under the Hendry Marine 
Industries family of maritime companies.  Sister companies include Gulf Marine Repair and 
Anchor Sandblasting and Coatings.

Hendry Marine Industries, Inc. (HMI) traces its roots to the downtown Tampa waterfront 
where Capt. F. M. Hendry established his first company, Shell Producers Inc., in 1926. 
Renamed Hendry Corporation in 1936, Capt. Hendry’s company grew and established itself 
as one of the leading dredging contractors in the southeastern United States. Capt. Hendry’s 
son Aaron “A. W.” Hendry took the helm of the family business in 1974, gradually moving the 
core business out of dredging and into shipbuilding and repair operations in the late 20th 
century.

This Handbook applies to all employees of Universal Environmental Solutions, LLC (“the 
Company”).   You are responsible for reading, understanding, and complying with the provi-
sions of this Handbook.  Contact the Human Resources (HR) office should you have any 
questions concerning the provisions of this Handbook.  Our commitment is to provide you 
with a work environment that is constructive to both personal and professional growth.

HMI (UES) is an EOE/M/F/Vet/Disability, E-Verify and Drug-Free Workplace.
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Introduction

Employment Applications

We rely upon the accuracy of the information contained 
in your employment application and the accuracy of 
other data presented throughout the hiring process 
and employment.  Any misrepresentations, falsifica-
tions, or material omissions in any of this information 
or data may result in termination of employment.

This Handbook is designed to acquaint you with the Company and provide you with informa-
tion about working conditions, benefits, and policies affecting your employment.  It contains 
a summary of the Company’s policies, which are presented only as a matter of information.

Universal Environmental Solutions, LLC, is an “at-will” employer. You enter into employment 
voluntarily, and you are free to resign at any time for any reason or no reason.  Similarly, 
UES is free to conclude their relationship with any employee at any time for any reason or 
no reason. Following the policies described in this Handbook is considered a condition of 
continued employment.  However, nothing in this Handbook alters an employee’s status.
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Employees are required to create a profile at: 
http://www.hendrymarineindustries.com/membership-join/membership-registration/

www.HendryMarineIndustries.com

General Employment
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Equal Opportunity Employer / Non Discrimination
The Company values diversity and inclusion and treats all individuals with respect based on their 
merit. The Company is an equal opportunity employer and makes all employment decisions based 
on merit and business needs. The Company does not discriminate based on race, color, ethnicity, 
ancestry, national origin, citizenship, religious creed, sex (including pregnancy, childbirth, breast-
feeding, or related medical conditions), marital status, familial status, domestic partnership status, 
sexual orientation, gender, gender identity or expression, veteran status, military status, family care 
or medical leave status, age, physical or mental disability, medical condition, genetic information, 
or any other basis protected by applicable federal, state or local law, rule, ordinance or regulation.

This policy governs all aspects of employment, including selection, job assignment, compensation, 
discipline, termination, and access to benefits and training. All decisions regarding conditions of 
employment must be based on the individual’s overall qualifications and ability to meet the require-
ments of the position.

The Company will make reasonable accommodations under the Americans with Disabilities Act and 
applicable law for qualified individuals with known disabilities unless doing so would result in an 
undue hardship.  The Company invites but does not require employees with disabilities who require 
a reasonable accommodation to inform the Human Resources Department of their need for such 
reasonable accommodation.

Complaints and Reporting Incidents
Any employee with a job-related problem, question, or complaint is encouraged first to discuss the 
issue with his or her immediate supervisor.  A timely conversation with the immediate supervisor 
generally resolves most workplace issues. However, in cases where this is not practical or does not 
bring resolution, the employee may seek the advocacy of the Human Resources team leader.  HR 
leadership will, in turn, bring the problem to the attention of appropriate leadership.

The Company acknowledges that situations may arise in which the employee may not feel comfort-
able speaking directly to the supervisor, including situations where the employee feels he or she may 
be at risk of retaliation by a supervisor or others. For this reason, the Company has engaged the Red 
Flag Reporting System Hot-line to serve as a platform for confidentially reporting suspected wrong-
doing, safety violations, noncompliance, misconduct, and other illegal and or unethical activity.

Compliance Reporting and Non-Retaliation Policy

Employees may access the Hot-line 24 hours per day, 7 days per week by calling 1-877-647-3335 or 
online at www.RedFlagReporting.com (by clicking on “File a Report.”) Red Flag Reporting is an inde-
pendent organization which is dedicated to protecting organizations and their employees, assets, 
and reputations. When a person calls or submits an online report through the Ethics and Compli-
ance Hot-line, he or she will be asked to provide details of the incident or issue being reported. 
Employees may submit reports anonymously; however, covered persons are encouraged to identify 
themselves so that they may be contacted for additional information or clarification. If the reporting 
person decides not to provide identifying information, the Company may not investigate the matter 
thoroughly or take remedial action.
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Policies and Procedures

The complete library of Company Policies 
and Procedures is openly available for review 
and reference on the HMI Employees Only 
web page. Much of the information in this 
handbook is a summary of Company Policies.  
Employees are encouraged to read in detail 
and understand any Policy of interest. All 
new employees sign an acknowledgment of a 
suite of core policies at the time of onboard-
ing. Employment within some departments 
requires a signed acknowledgment of Policies 
specific to that department.

This Handbook supersedes all previous 
employee handbooks and memos that have 
been issued on subjects covered in this 
Handbook. Please check the front cover for 
the issue date, as the Handbook is periodi-
cally updated.

The Company reserves the right to interpret, 
change, suspend, cancel, dispute, modify 
or revoke with or without notice all or any 
part of our policies, procedures, practices, 
employment conditions, and benefits at any 
time.  We will notify all employees of these 
changes.  Changes will be effective on the 
dates determined by the Company.

No individual supervisor or manager has the authority to change Policies or Proce-
dures at any time.  If you are uncertain about any policy or procedure, speak with 
the Human Resources Department.

“We must all admit that certain factors must exist if we are to succeed in our enterprises. 
The most important are as follows: (1) Capable individuals of good character who like to get 

results and whose dependability and honesty [are] above reproach. (2) . . . .”  
- Excerpt from the original Hendry Corporation Employee Handbook.
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As part of the onboarding process, new hires register with two basic modes of e-communication: 
the Paperless Pay System and the HMI Employees Only web page.  Employee communications are 
regularly “pushed” out via text message through the Paperless Pay system. The HMI Employees Only 
web page houses the daily crew scheduling notification and same-day absence reporting portals. 

Bulletin boards placed in time clock and main office areas provide employees access to important 
posted information and announcements.  Only managers and designated company personnel may 
post notices to these bulletin boards.  Employees are  responsible for reading necessary information 
posted on the bulletin boards and monitors.   GMR may periodically issue newsletters, memoran-
dums or hold employee meetings to disseminate important information to employees. 

“Qualified leadership is the quality in an individual which arouses in all people under his 
or her direction the willingness to work hard, to enjoy action and to welcome the assign-

ment of tasks that require unusual courage, good judgment and efficiency.” 
 - Excerpt from the original Hendry Corporation Employee Handbook.

Internal Communications

Outside Employment

Employees may hold outside jobs in non-related, non-competitive businesses or professions so long 
as the employee meets the performance requirements of his/her job within the Company. The 
other job does not interfere with the performance of duties for the Company.  Unless an alternative 
work schedule has been approved in writing by the Company, Supervisors will not make scheduling 
modifications to accommodate an employee’s outside employment.  Employees cannot use the 
Company’s office space, equipment, materials, and purchasing department for any outside employ-
ment or personal business concern.

The Company provides information to employees about workplace safety 
and health issues through regular internal communication such as:

• Training sessions

• Weekly Tool Box Talks

• Team meetings

• Bulletin board postings

• Memorandums

• Other written communications
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“The yardstick of competency used is plainly one of results 
from the  personnel individually and collectively.” 

- Excerpt from the original Hendry Corporation Employee Handbook.

An “employee” of UES is a person who regularly works for UES on a wage or salary basis.  “Employ-
ees” may include exempt, non-exempt, regular full-time, regular part-time, and temporary 
persons, and others employed with the Company who are subject to the control and direction of 
UES in the performance of their duties.

Definition of an Employee

EXEMPT

Employees whose positions meet specific criteria and who are exempt from 
overtime pay requirements.

NON-EXEMPT

Employees whose positions are paid on an hourly basis and are paid one and 
one-half times their regular rate of pay for hours worked in excess of 40 hours 
per week.

PROBATIONARY

A new employee whose performance is being evaluated to determine whether 
continued employment in a specific position or with the Company is appropri-
ate. In general, a new employee’s status is defined as probationary throughout 
the first 90 days after hire.

REGULAR 
FULL-TIME

Employees who have completed the 90-day probationary period, and who are 
regularly scheduled to work 30 or more hours per week.  In general, they are 
eligible for the Company’s benefit package subject to the terms, conditions, and 
limitations of each benefit program. 

REGULAR 
PART-TIME

Employees who have completed the 90-day probationary period and who are 
regularly scheduled to work less than 30 hours per week. Regular part-time 
employees may be eligible for some benefits sponsored by the Company subject 
to the terms, conditions, and limitations of each benefit program.

Employees whose performance is being evaluated to determine whether 
further employment in a specific position or with the Company is appropriate; 
or individuals who are hired as interim replacements to assist in the completion 
of a specific project, or for vacation relief.  Employment beyond any initially stat-
ed period does not in any way imply a change in employment status.  Temporary 
employees retain that status until they are notified of a change.  They are not 
eligible for any of the Company’s benefit programs.

TEMPORARY 
FULL-TIME OR 

PART-TIME



8

Supplies & Expenditures

Expense Reimbursement

Only authorized persons may purchase 
supplies in the name of the Company.  No 
employee whose regular duties do not 
include purchasing shall incur any expense 
on behalf of the Company or bind the 
Company by any promise or representation 
without specific written prior approval. 
Employees are not permitted to engage 
the Company purchasing department for 
procurement of materials for non-Company 
personal or business use.

Certain classifications of employees regularly 
incur travel and entertainment, automotive and 
miscellaneous expenses. These expenses must 
be itemized per month by the periodic expense 
reimbursement reporting process. Reported 
expenses are subject to approval by a Supervisor.

The probationary period for regular full-time and regular part-time employees lasts ninety (90) days 
from the date of hire.  During this time, employees can evaluate the Company as a place to work, 
and management has its first opportunity to evaluate the employee.

Successful completion of the probationary period does not alter the “at-will” nature of your employ-
ment.  In most circumstances, re-hired employees are considered new employees and are subject 
to the orientation period.

Probationary Period

It is the responsibility of each employee to 
promptly notify the Company’s Human Resources 
Department of any changes in personnel data such 
as mailing address, e-mail address, telephone 
number(s), changes in beneficiary information 
for company-sponsored benefit plans (number 
of dependants, name(s) and SSN), and name(s) 
and telephone numbers of emergency contacts. 
   
Employees shall keep their personnel data current 
at all times.

Personal Effects

UES assumes no risk for any loss or damage 
to personal property. Employees are encour-
aged to ensure that their personal insurance 
policies cover the loss of any items left on 
GMR premises.

Personnel Information & Changes

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 the Company.

 Lay-off:   Involuntary employment termination initiated by the Company for  
   non-disciplinary reasons.

Any employee intending to terminate his/her employment with the Company should give at least 
two (2) weeks written notice.   Any employee who terminates employment shall return all files, 
records, keys, and any other materials that are property of the Company.  To the extent permitted 
by law, the cost of replacing non-returned items or other financial obligations owed to the Company 
will be deducted from the employee’s final pay-check. 

Employment Termination
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Facility and Office Hours

Working at UES

Personal Protection Equipment (PPE)
At the beginning of each shift, all employees in 
any operation area shall wear Level D protection 
at a minimum.

• Coveralls or standard work clothing. Full-
length pants without holes or frayed edges 
made of blended cotton or appropriate 
material for work, no rayon or lycra type 
materials. Shirts should be the same material 
with no holes and a minimal 4” sleeve (no 
sleeveless or tank tops).

• Safety Toed Shoes.  A boot with a 6” to 9” 
throat from heel up to cover the ankles. GMR 
employees are eligible for the Annual Boot 
Program.

• Hard Hat.  Generally Type 1 Class E, C, or G.

• Safety Glasses, Goggles, Face Shield.

• Earplugs.

• Gloves. 

Employees who work in hazardous areas must 
refrain from using mobile devices (cell phones, 
tablets, etc.) to pose significant safety and secu-
rity risks.  Cell phones should not distract the 
user or others from their work responsibilities. 
Excessive personal phone calls, e-mails, or text 
messaging during the workday, regardless of 
the device used, can interfere with employee 
productivity and distract others. Employees 
must handle personal matters on non-work 
time and ensure that friends and family 
members know the policy.  Exceptions may 
be made for emergencies and as approved in 
advance by management. 

Disciplinary Action: Continued use of cell 
phones at inappropriate times or in ways that 
distract from work may lead to an employee 
being sent home for the remainder of the day 
with no pay and a Disciplinary Warning placed 
in their file.  Repeated warnings and offenses 
of this policy may result in suspension or 
termination.

Cell Phone Use

To serve the needs of our customers, we are a 24/7, 365 days a year business.  The administra-
tive office hours are Monday through Friday from 7:30 a.m. until 4:30 p.m. (holidays excluded).

The employee work week is considered to begin at 7:30 a.m. Monday and conclude Friday at 
4:00 p.m.  The Water Plant Manager is on-site at 5:00 a.m. and is receiving trucks until 4:30 
p.m.  The Company  reserves the right to change all work times and hours.
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Employees must park vehicles in areas indicated and provided by the Company. 

Parking

Employees receive a 30-minute meal break, 
generally taken at the hours of 11:30 a.m. for 
the first shift and 8:00 p.m. for the second shift.

The Company generally does not provide 
for employees to break during production 
activities except for meal breaks.  Personal 
business should be conducted on the employ-
ee’s own time.  Employees should clock out if 
they require an extended break for personal 
reasons.  Paid time off (PTO) and unpaid time 
off may be requested through the Company’s 
timekeeping system.

Breaks

Security

To provide for the safety and security of 
Company employees, visitors, and facilities, only 
authorized and registered visitors are allowed in 
the workplace.  Restricting unauthorized visitors 
helps ensure security, decreases insurance 
liability, protects confidential information, safe-
guards employee welfare, and avoids potential 
distractions and disturbances.  All visitors to the 
secure facility must register and show ID at the 
security gate upon arrival.

Visitors in the Workplace

UES is located in the Port of Tampa and is subject to federal and state security regulations imple-
mented by the Tampa Port Authority. All employees are required to obtain and display a valid Tampa 
Port Authority Access Credential (“Port Badge”).  Employees are required to have the Port Badge 
on their person at all times while at work.  Any employee without their Port Badge will be denied 
entry to Company premises.  NO OTHER IDENTIFICATION OR BADGE CAN BE USED IN PLACE OF THE 
PORT BADGE.

Port Badges may be obtained from the Tampa Port Authority Security Department at Company 
expense.  All Port Badges must be renewed at or prior to their expiration (at Company expense). Any 
employee who loses his or her Port Badge is responsible for the replacement cost. If you have any 
questions or concerns regarding Port Badges please contact the Security Department of the Tampa 
Port Authority.

The Tampa Port Authority operates under USCG Maritime Security Levels which indicate the prevail-
ing threat environment to the marine elements of the national transportation system, including 
ports, vessels, facilities, and critical assets and infrastructure located on or adjacent to waters 
subject to the jurisdiction of the U.S.  

Employees are not allowed on Company property outside of operating hours without prior autho-
rization.  Off-duty employees are not permitted to be in the interior of any work space or working 
areas during non-operating hours.  All employees who are issued keys to any facilities are responsi-
ble for their safekeeping.  
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Health, Safety and Environmental (HSE)
Safety requirements are fully outlined in the UES HSE Employee Handbook.  Employees must sign 
an acknowledgemtn of receipt of the Handbook and awarreness of all Company HSE Rules.

Each employee must obey the rules and directives of HSE Team Members and exercise caution and 
common sense in the conduct of all work activities.  Employees must immediately report any unsafe 
conditions to their supervisors.  Employees who willfully violate safety directives, cause hazardous 
or dangerous situations, or fail to report/remedy such situations, may be subject to disciplinary 
action, including termination of employment.

Employees are expected to self-monitor their 
fitness for work on any given day. Any employ-
ee who becomes aware of a physiological issue 
impacting his/her ability to perform essential 
job functions safely should disclose such 
concerns to his or her Supervisor and an HR 
or HSE Team Member. This policy is in place 
strictly to protect the safety of fellow employ-
ees. Disclosures will be held confidential, and 
reasonable accommodations may be provided 
to the employee temporarily.

Health Related Issues

If an employee requires medical attention, 
whether injured or becoming ill while at work, 
the employee must notify the HSE Department 
and his/her supervisor immediately.  

If the employee must be seen by a physician 
or go to the hospital for a non-emergency 
event, a friend or family member will be called 
to transport the employee to the appropriate 
facility.

A physician’s “Return to Work” notice 
or authorization from a qualifying physi-
cian may be required when returning 
to work following injury or illness.   
An injured employee who is relieved from 
work due to a same day on-the-job injury will 
be paid for the remainder of that working day 
(8 hours, straight time) unless the employee 
tests positive for alcohol or drugs.

Employee Requiring 
Medical Attention

Every HSE-related incident, regardless of the 
nature or severity of the incident/accident/
injury, must be reported to a Supervisor and 
HSE Team Member immediately. It is expected 
that employees shall report any HSE-related 
incident during the shift in which it occurs.

HSE Incident Reporting

We all benefit from a healthy and safe workplace.

At times, emergencies such as severe weather, 
fires, or power failures can disrupt company 
operations.  The decision to close the offices, 
yard or shops will be made by the President of 
UES.  When the decision is made to close the 
office, employees will receive an official notifi-
cation from their immediate supervisor.

Time off from scheduled work due to emergen-
cy closings will be unpaid for all non-exempt 
employees.  Employees may request an allo-
cation of available PTO time to compensate for 
unpaid emergency or weather-related closings.

Inclement Weather and Emergency Closings
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Benefits and Services 
“The confidence of all persons and their good-will is desired.”

- Excerpt from the original Hendry Corporation Employee Handbook.

Group Health Insurance
UES offers a benefits program for its regular full-time employees. This Handbook does not contain the 
complete terms and or conditions of any of the Company’s benefits or services.  It is intended only 
to provide a general explanation of the benefits that may be available to you.  If a conflict between 
this Handbook and all benefits-related documents (such as plan documents or service guidelines, 
regulatory documents, and similar documents) issued by the applicable carrier or provider, the 
benefits-related documents shall prevail.  Benefits and services are subject to change from time to 
time.  The Company reserves the right to amend or terminate the employee benefits referenced in 
this Handbook, and any other employee benefits, at any time.  Employees are eligible for coverage 
on the first day of the first month following sixty (60) days of continuous employment. UES offers 
the following health and life insurance programs for regular full-time employees (as determined by 
the carrier of the policies):

Health
Employees may elect dental 
and vision insurance cover-
age. Insurance premiums are 
deducted from participating 
employee’s pay every week 
commencing with the pay 
period before the date cover-
age begins.

The Company provides base 
life insurance benefits to 
its employees.  Employees 
may purchase additional 
coverage for themselves or 
their dependents. Consult 
the plan documents and the 
HR Department for additional 
information.

Employees may elect to partic-
ipate in the HMI Self-Funded 
Employee Healthcare Plan. 
Employee Healthcare Plan 
contributions are deducted 
from participating employees’ 
pay every week. Dependent 
and spousal coverage options 
are available.

Please note that employee contributions toward health insurance premiums and other benefits 
must continue throughout periods of unpaid leave.  Benefit coverage may terminate during periods 
of unpaid leave unless a documented timeline for payment has been prearranged with the HR and 
Accounting Departments.  Failure to make required payments may result in termination of your 
insurance coverage after thirty (30) days of non-payment. Any outstanding 401K loans may be in 
default if prior arrangements are not made.

COBRA
The Federal Consolidated Budget Reconciliation Act (COBRA) allows employees and their qualified 
beneficiaries to continue health insurance coverage under the HMI employee healthcare plan when 
a “qualifying event” would normally result in the loss of eligibility.   Some everyday qualifying events 
are resignation, termination of employment, or death of an employee; a reduction in an employee’s 
hours or leave of absence; divorce or legal separation; and a dependent child no longer meeting 
eligibility requirements.

Under COBRA, the employee or beneficiary pays the total cost of coverage at HMI’s group rates plus 
an administration fee.  GMR provides each eligible employee with a written notice describing rights 
granted under COBRA when the employee becomes eligible for coverage under HMI’s health insur-
ance plan.  The notice contains important information about the employee’s rights and obligations.

Dental & Vision Life & Disability
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Employee Stock Ownership Plan

401K Retirement Plan

Employees are automatically enrolled in the HMI 401(K) Retirement Plan. You will be enrolled to 
begin contributing 3% of your pay to the plan beginning the first calendar quarter following 60 days 
of continuous employment. Contributions are voluntary, and you may opt-out by calling 1-877-244-
1771. You may also access your 401(K) account online at www.massmutual.com/retirementaccess.

If you do nothing, you will be enrolled at 3%. This rate will increase each year by 1% per year until 
your enrollment percentage reaches 10%.  You may change this at any time by calling the above 
number.

If you participate in the plan, HMI will match 50% of your contributions up to 6% of your salary (in 
other words, HMI will contribute up to 3% of your salary).

Holiday Pay

Full-time UES employees with at least 90 days continuous service are eligible for holiday pay.  The 
following paid holidays each year for all employees:

 New Year’s Day   Independence Day  Memorial Day 
 Labor Day   Thanksgiving Day  Christmas Day

Exempt employees are paid their regular annual salary for holidays.  Eligible non-exempt paid 
employees receive a payment equivalent to eight hours straight time base pay. This payment will 
be in addition to payment for any hours an employee may be required to work on a UES recognized 
holiday, which will be overtime pay.

When a UES recognized holiday falls on a Saturday or Sunday, the Company may, if work schedules 
permit, declare either the Friday preceding or the Monday following as the day on which the holiday 
shall be observed.

The everyday meaning:  This is a long-term retirement plan that costs $0.00 to participate in.  ESOP 
stands for Employee Stock Ownership Plan.  It’s a form of an employee retirement plan, in which 
company shares are distributed to employees. But an ESOP is very different from other types of 
employer retirement plans.  When the Company’s value goes up, the value of your shares goes up. 
It is important to note that the same is true for Company losses, too. We are all Owners. We must 
think and act like Owners.

The technical meaning:  In an ESOP, companies set up a trust fund for employees and either contrib-
ute cash to buy company stock, contribute shares directly to the plan, or have the plan borrow 
money to buy shares. If the plan borrows money, the company makes contributions to the plan to 
repay the loan. Employee contributions are rarely involved. After participants leave the Company, 
they either sell their shares on the open market or sell them back to the Company or the plan. 
The Employee Retirement Income Security Act (ERISA) provides a regulatory framework for plan 
participants, vesting, benefit distribution, diversification, and more. The ESOP trust must act for the 
exclusive of plan participants.

WHAT IS AN ESOP?   
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Leaves of Absence
Leaves of absence are granted on a case-by-case basis and as required by law, including the Family 
Medical Leave Act (FMLA).   Any employee anticipating a need for a leave of absence should notify 
his or her Supervisor and confer with an HR team member to make arrangements.  An employee on 
unpaid FMLA leave must make arrangements to pay the normal employee portion of the insurance 
premiums to maintain insurance coverage.  Please note that employee contributions toward health 
insurance premiums and other benefits must continue throughout periods of unpaid leave.  Benefit 
coverage will terminate during periods of unpaid leave unless a documented timeline for payment 
has been prearranged with the Human Resources and Accounting teams.  Failure to make required 
payments may result in termination of your insurance coverage after 30 days of non-payment; any 
outstanding 401(K) loans will be in default.

Bereavement:  Employees (eligible after 90-days of employment) may be granted up to three days 
of paid leave in the event of the loss of an immediate family member.  Immediate family members 
include: Parents, Siblings, Spouse, Children, Mother/father-in-law, Sister/brother-in-law, Daughter/
son-in-law, Grandparent, Grandchild, An adult who assumed the parental rights, duties, and obliga-
tions for the employee during the employee’s childhood (legally “in loco parents”), Step-children, 
Step-parents.

Jury Duty: Employees are granted one day of paid leave when summoned to appear for Jury Duty 
(documentation required). 

Job Protection in the event of Extended Periods of Leave:   In compliance with federal and state law, 
employees will be granted unpaid leave if selected to serve on a jury; and or when required to serve 
for active military duty. All permanent employees will be kept on the active payroll until their civic 
duties have been completed.  A copy of the jury duty summons and all other associated paperwork 
may be required for the personnel file.

Other Categories of Leave

Eligible full-time employees accumulate (accrue) a set number of hours of paid time off per week. 
Employees may allocate PTO to provide for vacations and paid personal days off or provide compen-
sation during furlough periods for weather-related or lack of work facility closures.

The UES PTO Policy allows employees to request advance scheduled paid or unpaid days off through 
the Time Clock Plus timekeeping application. Pre-approved, advance scheduled paid, and unpaid 
absences are configured into manpower projections and are less disruptive to workflow. Advanced 
scheduled days off, once approved, remain in the Timekeeping calendar. Manager approved advance 
requested days off require no further action by the employee on the day of absence. PTO time must 
be used in one hour increments.

Employees may carry over a maximum of 80 hours of unused PTO from one calendar year to the 
next.  No more than two weeks of vacation may be taken at one time, except under extraordinary 
circumstances. Requests for more than two consecutive weeks of vacation should be made in writing 
at least thirty (30) days before the beginning of the requested vacation period.

Paid Time Off (PTO), Vacation, Personal Days
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Standards of Conduct

The standards of conduct for the Company 
are important and the Company regards them 
seriously.  All employees must become famil-
iar with rules, standards, and expectations.  
In addition, employees are expected to follow 
the rules and standards faithfully in doing 

their own jobs and conducting the Compa-
ny’s business.  Please note that any employee 
who deviates from these rules and standards 
will be subject to corrective action, up to 
and including termination of employment.

“Every person in the Company is in some degree a representative of the Com-
pany. He or she must demonstrate conduct in all matters that the Company’s 

prestige and efficiency will be favorably noted by the public.”
-Excerpt from the original Hendry Corporation Employee Handbook.

The Company holds each of its employees to certain standards of conduct and work rules.  
When an employee deviates from these standards, the Company will take corrective action. 
Disciplinary Warnings and Performance Improvement Plans (PIP) are documented in the 
employee’s personnel file.

Corrective action within the Company is progressive.  The action taken in response to a 
violation of standards follows a pattern of consequences increasing in seriousness until the 
infraction or violation is corrected.  Employee Disciplinary Warnings will be issued for safety, 
attendance, performance, and conduct violations.   Employees are required to sign and date an 
acknowledgment of the Warning or PIP.  If the employee refuses to sign the Disciplinary Warn-
ing, two supervisors must witness the refusal and sign the Disciplinary Warning as witnesses. 
The employee may attach a written rebuttal/explanation to the Disciplinary Warning or PIP. 
Failure to sign/acknowledge a Disciplinary Warning or PIP acknowledgment may (depending 
upon circumstances) be grounds for immediate termination. 

Though committed to a progressive approach to corrective action, the Company considers 
certain violations of standards as grounds for immediate termination without any prior disci-
pline.  The Company reserves the right to suspend an employee (with or without pay), pending 
an investigation of any workplace incident. Upon conclusion of an investigation, the suspend-
ed employee will be notified whether or not they are terminated; and, if not, conditions for 
returning to work.



16

Corrective Action

The Company’s Corrective Action Policy and Procedures are designed to provide a progressive 
structured corrective action process to improve and prevent a recurrence of undesirable employee 
behavior and performance issues.  It has been developed consistent with the Company’s organiza-
tional values, Human Resources best practices, and employment laws.

Employees receive documented written warnings for violations of Company policies for SAFETY, 
ATTENDANCE, PERFORMANCE, and CONDUCT.

While not intended to list all the forms of behavior that are considered unacceptable in the work-
place, the following are examples of rule infractions or misconduct that may result in disciplinary 
action, including termination of employment.

• Serious safety or environmental violations

• Causing bodily injury or damage to property

• Patterns of inconsistency in attendance (frequent unscheduled, unanticipated absences or 
tardiness)

• Failure to appear for a scheduled shift without notifying the Company

• Theft in any form 

• Insubordination (failure to comply with a task-related directive by one’s Supervisor)

• Vandalism or destruction of company/customer property

• Being on company property during non-business hours

• Unauthorized use of company equipment or company vehicles

• Material misrepresentation of personal work history, skills, or training

• Breach of confidentiality involving Company’s or customers’ proprietary information 

• Misrepresenting the Company’s capabilities to a customer, a prospective customer, the 
general public, or an employee contractor

SAFETY

ATTENDANCE

PERFORMANCE

CONDUCT
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Harassment & Sexual Harassment
HMI is committed to providing a work environment that is free of unlawful harassment.  The Company 
strictly prohibits harassment of employees based on race, color, sex, age, genetic information, disabil-
ity, religion, national origin, marital status, sexual orientation, status as a veteran or any other protect-
ed status or classification under federal, state or local law in any form (written, verbal, physical, etc.).  
Written, verbal or physical conduct that creates an intimidating, hostile, or offensive work environ-
ment is strictly prohibited. Examples of actions that may constitute harassment in violation of this 
policy include epithets, slurs, or negative stereotyping.

HMI strictly prohibits sexual harassment of employees.  Unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment 
when (1) submission to such conduct is made either explicitly or implicitly a term or condition of an 
individual’s employment, (2) submission to or rejection of such conduct by an individual is used as 
the basis for employment decisions affecting such individuals, or (3) such conduct has a purpose or 
effect of unreasonably interfering with an individual’s work performance or creating an intimidating, 
hostile or offensive working environment.

As an employee, if you are not sure if an action or statement might be interpreted as harassing, 
please refrain from doing the action or making the statement. Any employee who is the recipi-
ent of an action, statement, or graphic representation which could be interpreted as harassing in 
nature is encouraged to self-report to a Human Resources Team Member or make a referral to the 
confidential Red Flag Reporting communication channel. If you witness an incidence of harassment 
directed toward a fellow Team Member you are encouraged to make a confidential incident report 
to the Red Flag Reporting communication channel. HMI will make a prompt, thorough, and impartial 
investigation of any referrals or incident reports.

A complaint made in good faith under this policy will not result in adverse action against the 
complainant because of that complaint. HMI will not condone or authorize any retaliation against 
anyone who has made a good faith incident report or participated in investigating such an inci-
dent report. No person who participates in good faith in an investigation will be treated adversely 
because of that participation. Any complaint alleging retaliation because of reporting of a violation 
of this policy or participation in an investigation report should be promptly reported and will be 
investigated and resolved as described above.  

Referrals made under this policy will be kept confidential to the extent consistent with the need to 
conduct a fair, complete, and responsive investigation.

As part of our on-going efforts to ensure that we have strong 
internal controls and set a positive tone, we have implemented 
an ethics and compliance hotline called Red Flag Reporting.  Red 
Flag Reporting is an independent organization that is dedicated to 
protecting organizations and thier employees, assets and reputa-
tions.  Our intent and motivation is to protect you, our clients, our 
assets and reputation.

Simply put, this service allows people to report any concerns 
regarding improper activity within the workplace. This could 
range from financial concerns such as theft or misstated financial 
statements to workplace concerns such as harassment, care 
issues, discrimination, safety issues, substance abuse, compliance 
issues and the like.

We encourage you to speak directly with your supervisor when 
you identify concerns; however, you will also have the option of 
Red Flag Reporting.   

Report concerns safely, securely and 
anonymously 24/7 via the toll free 
number or online submission form.

• Harassment
• Discrimination
• Safety Violations
• Substance Abuse

www.RedFlagReporting.com 
Toll free: 1-877-647-3335 

Code: Hendry

Red Flag Reporting
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Workplace Violence 
The Company is committed to a work environment that does not tolerate workplace violence 
committed by or against employees. The Company prohibits employees from making threats or 
engaging in violent acts. The Company has adopted the following guidelines to deal with intimi-
dation, harassment, or other threats of or actual violence that may occur on-site or off-site during 
work-related activities.

To maintain workplace safety and the integrity of its investigation, the Company may suspend 
employees suspected of workplace violence or threats of violence, either with or without pay, 
pending investigation.  Anyone found to be responsible for threats of or actual violence or other 
conduct that violates these guidelines will be subject to prompt corrective action up to and including 
termination of employment.

Prohibited conduct includes, but is not limited to:

• Injuring or attempting to injure another person physically; 

• Engaging in behavior that creates a reasonable fear of injury in another person;

• Engaging in behavior that subjects another individual to emotional distress;

• Possessing, brandishing, or using a weapon while on the Company premises or engaged in 
company business;

• Damaging property intentionally; 

• Threatening to injure an individual or damage property; and

• Committing injurious acts motivated by, or related to, domestic violence or sexual harass-
ment.

The Company encourages employees to bring their disputes to the attention of their supervisors or 
the HR Department before the situation escalates. The Company will not discipline employees for 
raising such concerns. 

Non-Disclosure & Confidentiality of Proprietary Information

The protection of confidential business information and trade secrets is vital to the interests and 
success of the Company.  Such confidential information includes, but is not limited to, the following 
examples:

• Compensation data 

• Financial information 

• Marketing strategies

• Pending projects and 
proposals  

• Proprietary production 
processes

• Personnel/Payroll records

• Conversations between any 
persons associated with 
the company related to 
company business

Employees who improperly use or disclose trade secrets or confidential business information will be 
subject to disciplinary action, including termination of employment and legal action, even if they do 
not benefit from the disclosed information.
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Any individual who conducts business for, 
is applying for a position, or is conducting 
business on any Company worksite is subject 
to our Drug-Free Workplace Policy. Our 
policy includes, but is not limited to, exec-
utive management, managers, supervisors, 
full-time employees, part-time employees, 
off-site employees, contractors, temporary 
employees, volunteers, interns, and appli-
cants.

Covered Persons
The HMI drug-free workplace policy is 
intended to apply whenever anyone 
represents or conducts business for the 
organization. Therefore, this policy applies 
during all working hours, whenever 
conducting business or representing HMI 
while on call or paid standby, while on 
organizational property or worksite, and at 
company-sponsored events.

The Company is committed to protecting employees and other individuals’ safety, health, and 
well-being in the workplace.  We recognize that alcohol abuse and drug use pose a significant 
threat to our goals.  The Company has established a drug-free workplace program that balances 
our respect for individuals with the need to maintain an alcohol and drug-free environment. The 
Company encourages employees to seek help with drug and alcohol problems voluntarily.

Applicants are required to participate in pre-employment testing. Each employee, as a condition 
of employment, will be required to participate in pre-duty, random, post-accident, reasonable 
suspicion, return-to-duty, and follow-up testing upon selection or request of management and/
or in accordance with the Company’s testing policies (which may be revised from time to time). All 
drug testing information will be maintained in separate confidential records. Please see the stand 
alone Drug Free Workplace Policy for further information regarding the aforementioned testing 
circumstances.

Employees who test positive for controlled substances will be provided an opportunity to provide a 
legitimate medical explanation, such as a physician’s prescription, for the positive result. However, 
for the safety, health, and well-being of all employees, the Company reserves the right to perform an 
individual assessment of an employee who is taking a prescribed controlled substance to determine 
whether the employee can perform the essential functions of the job while taking the controlled 
substance without posing a direct threat to others in the workplace. An employee or applicant who 
fails a drug test may also request a repeat test, at the employee’s or applicant’s expense, to be 
administered the same day.

An employee will be subject to the same consequences of a positive test if he or she refuses the 
screening or the test, will not sign the required forms, tampers with the test, adulterates the spec-
imen, or refuses to cooperate in the testing process in such a way that prevents completion of the 
test.  If an employee violates the policy, tests positive for illegal use of drugs, or tests for BAC of 
0.2% or greater, he or she will be subject to disciplinary action ranging from a letter of reprimand, 
to suspension from work without pay, up to and including termination.  If an applicant violates the 
policy, the offer of employment will be withdrawn.

PROHIBITED BEHAVIOR:  It is a violation of the drug-free workplace policy to use, possess, sell, 
trade, and/or offer for sale alcohol, illegal drugs or intoxicants. 

Drug Free Workplace

Applicability

DRUG TESTING
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NOTIFICATION OF CONVICTIONS:  As a condition of employment, the employee is to abide by the 
terms of the Policy and notify the Company (HR Team) of any misdemeanor or felony drug arrest or 
conviction no later than five (5) calendar days after the conviction.  An employee’s failure to report 
(misdemeanor or felony drug charges) within the specified time period may result in immediate 
termination.  The Company will take appropriate action within ten (10) days of notification. Federal 
contracting agencies will be notified when appropriate. 

SEARCHES: Entering any HMI or UES worksite constitutes consent to searches and inspections. If an 
individual is suspected of violating the drug-free workplace policy, he or she may be asked to submit 
to a search or inspection at any time. Searches can be conducted of pockets and clothing, lockers, 
wallets, purses, briefcases and lunchboxes, desks and work stations, and vehicles and equipment. 

CONSUMPTION OF ALCOHOL DURING SHIFT: Consumption of alcohol at any time during an active 
shift, including consumption during meal breaks, is prohibited for all employees.  Possession of an 
open container of alcohol is prohibited within any HMI/UES worksite or office, within any HMI/UES 
production facility, and anywhere on HMI/UES Company premises including in parking lots. 

CONSEQUENCES: One of the goals of the Company’s drug-free workplace program is to encourage 
employees to voluntarily seek help with alcohol and/or drug problems. With that being said, serious 
consequences shall be levied in the event of individual violations of the policy.

In the case of an applicant, if he/she violates the drug-free workplace policy, any offer of employ-
ment will be withdrawn.  The applicant may reapply after ninety (90) days and must successfully 
pass a pre-employment drug test.  Employees laid off or on leave in excess of thirty (30) days are 
considered job applicants for purposes of drug testing.

ASSISTANCE: The Company recognizes that alcohol and drug addiction are treatable illnesses.  The 
Company also realizes that early intervention and support improve the success of rehabilitation. 

To support our employees, our drug-free workplace policy: 

• Encourages employees to seek help if they are concerned that they or their family members 
may have a drug and/or alcohol problem.

• Encourages employees to utilize the services of qualified professionals in the community to 
assess the seriousness of suspected drug or alcohol problems and identify appropriate sourc-
es of help.

• Offers all employees and their family members assistance with alcohol and drug problems 
through the Employee Assistance Program (EAP).

• Allows the use of accrued paid leave/vacation while seeking treatment for alcohol and other 
drug problems.

While treatment for alcoholism or other drug use disorders may be covered by the employee bene-
fit plan, the ultimate financial responsibility for recommended treatment belongs to the employee.

Drug Free Workplace
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A professional appearance is important anytime that you come into contact with customers or 
potential customers.  Employees should be well groomed and dressed appropriately for our business 
and for their position in particular.  The following items are considered inappropriate working attire:

• Clothing that is unsafe for an employee’s assigned duties

• Shorts with a hemline falling above the knee

• Mini-skirts

• Spaghetti or thin strapped tops or dresses that have a revealing neckline

• Midriff revealing shirts

• Open toed shoes (yard employees only)

• Clothing with inappropriate or offensive words, gestures or advertising

Personal Appearance Public Image

CONFIDENTIALITY:  All drug-testing information will be maintained in separate confidential records. 
All information received by the organization through the drug-free workplace program is confiden-
tial communication. Access to this information is limited to those who have a legitimate need to 
know in compliance with all relevant laws and management policies.

SHARED RESPONSIBILITY:  A safe and productive drug-free workplace is achieved through cooper-
ation and shared responsibility and employees have an important role to play.  All employees are 
prohibited from reporting to work or being subject to duty while their ability to perform job duties 
is impaired due to on- or off- duty use of alcohol or other drugs.

 Employees are encouraged to:

• Be concerned about working in a safe environment

• Support fellow workers in seeking help

• Use the Employee Assistance Program

• Report dangerous behavior to their supervisor

Tobacco/Vaping Products

Employees are prohibited from smoking/vaping in areas designated as non-smoking, most critical-
ly in areas where smoking/vaping is prohibited under applicable law.   Smoking/vaping is strictly 
prohibited on any vessel or tug boat.   Employees found smoking/vaping on a vessel/barge or tug 
boat will be subjected to corrective action as follows: 

 First Offense:   Employee will receive a written Disciplinary Warning.

 Second Offense:   One day suspension without pay. 

 Third Offense:   Termination.

Drug Free Workplace
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Computers, E-Mail and Internet Use
The Company provides all technology-related devices, servers, and networks for usage during 
business hours for business purposes. Therefore, any data created, transmitted, received, printed, 
copied from, or contained in the system, including all e-mail correspondence, is the Company’s 
exclusive property.

Employees should have no expectation of privacy whatsoever for any messages, files, data, docu-
ments, telephone conversations, social media posts, messages, or any other kind or form of infor-
mation or communications transmitted to, received, printed from, stored, or recorded within the 
system. The Company reserves the right to monitor, intercept and review all system-related data and 
activity on the system and any connected device as needed, without notice. This non-privacy expec-
tation extends to any company-paid or company-issued portable electronic device, including cellular 
phones, tablets, or laptops. In the case of company-paid cellular phones, the employee should not 
expect privacy with respect to call records, call logs, browser history, images, voice messages, or text 
messages.

The practice of sharing individual user names, passcodes or passwords with any other employee 
(excepting dedicated IT support personnel) is prohibited. From time to time, supervisors may 
encounter the necessity of accessing an employee’s e-mail account to resolve a time-sensitive 
business issue.  Should responding to a message through a colleague’s e-mail account become 
necessary, the addressee should be specifically informed of the identity of the person responding.  

Do not use company-issued devices or systems for any communications that you desire to be kept 
private or confidential from the Company. Any employee who attempts to disable, defeat or circum-
vent the Company’s security measures is subject to corrective action up to and including termination. 
Employees should not expect privacy whatsoever for web browser history or files and images stored 
on company computers. The Company prohibits the uploading of infringing, defamatory, obscene or 
otherwise unlawful or offensive content to Company computers and devices. The IT Manager may 
remove any user-generated content from company devices at his/her discretion.

Using the Internet (including social media) to access pornographic, sexually explicit, obscene, “hate” 
sites, or any other websites that might violate the law or the Company’s policies against harassment 
and discrimination are never permitted.   Employees are not permitted to transmit, receive, or retain 
communications or data that contain obscene, profane, pornographic, or threatening material.
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At HMI, we understand that social media can be a fun and rewarding way to share your life and 
opinions with family, friends and co-workers around the world. However, use of social media also 
presents certain risks and carries with it certain responsibilities. To assist you in making responsible 
decisions about your use of social media, we have established these guidelines for appropriate use 
of social media.

In the rapidly expanding world of electronic communication, social media can mean many things.  
Social media includes all means of communicating or posting information or content of any sort on 
the Internet, including to your own or someone else’s web log or blog, journal or diary, personal 
web site, social networking or affinity web site, web bulletin board or a chat room, whether or not 
associated or affiliated with the Company, as well as any other form of electronic communication. 

Ultimately, you are solely responsible for what you post on-line. Before creating on-line content, 
consider some of the risks and rewards that are involved. Keep in mind that any of your conduct 
that adversely affects your job performance, the performance of fellow employees or otherwise 
adversely affects employees, customers, suppliers, people who work on behalf of the Company may 
result in disciplinary action up to and including termination.

BE RESPECTFUL

Always be fair and courteous to fellow employees, customers, suppliers or people who work 
on behalf of the Company.   Also, keep in mind that you are more likely to resolve work-related 
complaints by speaking directly with your co-workers or speaking to an HR Team Member than 
by posting complaints to a social media outlet. Nevertheless, if you decide to post complaints or 
criticism, avoid using statements, photographs, video or audio that reasonably could be viewed as 
malicious, obscene, threatening or intimidating, that disparage customers, members, associates or 
suppliers, or that might constitute harassment or bullying. Examples of such conduct might include 
offensive posts meant to intentionally harm someone’s reputation or posts that could contribute to 
a hostile work environment on the basis of race, sex, disability, religion or any other status protected 
by law or company policy. 

BE HONEST AND ACCURATE

Make sure you are always honest and accurate when posting information or news, and if you make 
a mistake, correct it quickly. Be open about any previous posts you have altered.  Remember that 
the Internet archives almost everything; therefore, even deleted postings can be searched. Never 
post any information or rumors that you know to be false about the Company, fellow employees, 
customers, suppliers, people working on behalf of the Company or competitors. 

Social Media
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Solicitation/Distribution

Solicitation is prohibited during the employee’s work time doing 
the soliciting and the employee(s) being solicited. Distribution of 
literature is prohibited in working areas and non-working areas 
(such as break rooms) during the work time of the employee 
engaging in distribution and the employee(s) to whom literature 
is distributed. Employees may not use company equipment for 
purposes of solicitation or distribution. Solicitation and distri-
bution of literature by non-employees on company property is 
strictly prohibited.

Social Media
POST ONLY APPROPRIATE AND RESPECTFUL CONTENT

Maintain the confidentiality of the Company’s trade secrets and private or confidential information. 
Trade secrets may include information regarding projects, processes, products, know-how and 
technology. Do not post internal reports, policies, procedures or other internal business-related 
confidential communications. Respect financial disclosure laws.  It is illegal to communicate or give 
a “tip” on inside information to others. Do not create a link from your blog, website or other social 
networking site to a the Company’s website without identifying yourself as a Company employee.

Express only your personal opinions.  Never represent yourself as a spokesperson for the Company. 
If the Company is a subject of the content you are creating, be clear and open about the fact that you 
are an employee and make it clear that your views do not represent those of the Company, fellow 
employees, customers, suppliers or people working on behalf of the Company.  If you do publish a 
blog or post on-line related to the work you do or subjects associated with the Company, make it 
clear that you are not speaking on behalf of the Company. 

Refrain from using social media while on work time, unless it is work-related as authorized by your 
manager.  Do not use the Company’s email addresses to register on social networks, blogs or other 
on-line tools utilized for personal use.

It is a violation of the Company’s social media policy to video-record or take pictures of in-yard 
work activities unless prior approval is received from your supervisor. The objective of this limita-
tion is to protect sites where secret or proprietary equipment and processes might be involved. 
Notwithstanding the foregoing, videos and photos taken in furtherance of a protected concerted 
activity, such as photographing health and safety violations or documenting unfair labor practices, 
are permitted.

Retaliation is prohibited.  The Company prohibits taking negative action against any employee for 
reporting a possible deviation from this policy or for cooperating in an investigation. Any employee 
who retaliates against another employee for reporting a possible deviation from this policy or for 
cooperating in an investigation will be subject to disciplinary action, up to and including termination.

Inappropriate postings that may include discriminatory remarks, harassment, and threats of 
violence or similar inappropriate or unlawful conduct will not be tolerated and may subject you to 
disciplinary action up to and including termination.
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All scheduled team members are expected to report on-time as scheduled, ready to begin 
work at the start time of the scheduled shift. Please check with your supervisor regarding your 
schedule.

The Company plans its daily production activities with the expectation that the scheduled 
workforce will report to work as scheduled. For this reason, consistent attendance and on-time 
arrival are necessary to maintain operational efficiency within the Company. Team members 
must exercise care to minimize the occurrence of unexpected daily absences. Unanticipated 
staff absences, while understandably unavoidable at times, disrupt workflow scheduling and 
slow the completion of customer work items.

Attendance; Punctuality

Attendance Policy
Employees must report same-
day (unscheduled) absences or 
late arrivals no later than one 
hour before the start time of 
the scheduled shift by contact-
ing his or her supervisor.  

Failure to report for a sched-
uled shift without notification 
to the Company is never an 
acceptable practice. One occur-
rence may result in immediate 
disciplinary action up to and 
including termination.  

Employees must clock out 
(non-exempt employees) or 
notify a Supervisor (exempt 
employees) when leaving the 
workplace before the end of 
the shift.  

Overtime 
Overtime compensation is paid to non-exempt employees 
in accordance with federal and state requirements, includ-
ing the Fair Labor Standards Act.  In all cases, non-exempt 
employees will receive one and a half times their regular 
rate of pay for all hours worked in excess of 40 hours per 
week.  Due to the nature of the Company’s business, 
employee availability to work overtime is mandatory. 
Employees should understand that availability to work 
overtime includes weekend and holiday shifts. Work hours 
are established as required by workload, production flow, 
customer needs and the efficient management of personnel 
resources.  When possible, the Company will first attempt 
to fill overtime slots on a volunteer basis.  Refusal to work 
assigned overtime is grounds for discipline or termination. 

Overtime will be paid at 1 ½ times the employee’s hourly 
rate on any hours over the first 40 hours worked in a given 
week (Monday through Sunday).

Hourly employees must obtain supervisor authorization 
prior to working overtime.
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Wage and Salary

Paydays

Employees are paid weekly on or before Friday of the following week.  In the event that a regularly 
scheduled payday falls on a holiday, employees will receive pay on the prior (non-holiday) day of 
operation falling Monday through Friday.  All Company payroll is distributed via direct deposit. No 
paper checks or pay stubs are distributed. The web-based Paperless Pay system provides itemized 
detail including hours paid, rate, gross, deductions and net. Employees are encouraged to register 
for and utilize the Paperless Pay resource. 

Employees should contact the Accounting Department immediately if an error is discovered in a pay 
notification.

 “It is acknowledged that the Company owes its existence in a large measure to 
the loyalty and co-operation of the individuals who comprise its personnel.”

-Excerpt from the original Hendry Corporation Employee Handbook

Accurately recording time worked is the responsibility of every employee.  Time worked is the time 
actually spent on a job(s) performing assigned duties.  Non-exempt employees should clock in 
before performing any work.

Authorized personnel will review time records each week.  Any changes to an employee’s time 
record must be approved by his/her supervisor. 

Time Cards.  Non-exempt employees will be issued a time card on their first day of employment.  The 
employee will be given thorough instructions on usage and instructions for remediating common 
malfunctions.  The time clock is a legal instrument.  Altering, falsifying, tampering with time cards, 
time records, or recording time on another team member’s time record will result in serious disci-
plinary action, including termination of employment.

Reporting Time and Minimum Pay.  Whenever an employee is called back to work after finishing 
his/her work shift, he/she will receive a minimum of two hours pay even if he/she works less time 
than that. If the employee works more than two hours, then the employee will be paid for the 
number of hours worked.  For a regularly scheduled work day, an employee will be paid only for the 
actual time worked. There is no minimum two hour pay for regularly scheduled work days. 

If at any time you believe that an error has been made in calculating your pay, or if your pay does 
not include all hours worked, contact your supervisor or the Accounting Department immediately.

Timekeeping
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The Company utilizes a paperless payroll pay-stub service.  You are required to create a login 
and sign into Paperless Pay to view pay stubs, wage and tax information, and PTO balances. 
 
Instructions for registration are located at the back of this Handbook.

Paperless Pay E-Stub; W-2 Tax Form

Eligibility for increases to each employee’s hourly wage or annual salary will 
be determined based on his or her skill level and performance. Performance 
includes, without limitation: (1) behavior through adherence to this Handbook 
and Company policies, systems, procedures and rules; (2) the ability to meet or 
exceed duties per the job description and related goals; and (3) personal devel-
opment.  Although the Company’s salary ranges and hourly wage schedules will 
be adjusted on an ongoing basis, annual increases are not guaranteed.

Wage and Salary Increases
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Performance Review and Planning Sessions
The Company reserves the right to conduct performance reviews and planning sessions with regular 
full-time and regular part-time employees.  Supervisors may conduct informal performance reviews 
and planning sessions more often if they choose. Performance review schedules, format, and proce-
dures vary by worker classification.

Performance reviews and goal-setting sessions are designed for the supervisor and the employee to 
discuss his/her current job tasks, encourage and recognize attributes, and discuss positive, purpose-
ful approaches for meeting work-related goals.  Together, the employee and supervisor discuss how 
the employee can accomplish goals or learn new skills.  These planning sessions are designed for the 
employee and his/her supervisor to make and agree upon new goals, skills, and areas for improve-
ment.

In general, the Company links wage and salary increases with a job-related combination of factors 
related to skills, behavior, performance, and development. Production employees may achieve 
increases in hourly rates upon demonstration of proficiency in newly acquired skills or processes.  For 
Supervisory and Administrative team members, the performance review and goal setting sessions 
will directly affect any changes to your compensation.  For this reason, among others, it is important 
to prepare for these reviews carefully and to participate in them fully.

Training & Professional Development
The Company recognizes the value of professional development and personal growth for employees. 
Production team members are encouraged to take advantage of in-house training opportunities to 
enhance and broaden their skill sets.  Administrative and managerial team members are encouraged 
to discuss any interest in training or continuing education with their supervisors, and to structure a 
formal professional development program into each year’s professional goals. 

Cross-Training may also be availalbe with our sister companies,  
Gulf Marine Repair and Anchor Sandblasting and Coatings. 



Enroll and Access Benefits 24/7 
www.employeenavigator.com 

Company Id: Gulf1

Auditing provider claims 
assuring fair and  
reasonable costs.  
1-(800) 977-7381  

www.elapservices.com

Telemedicine 
Routine, non-urgent illness.  

No co-pays and no cost to you. 
1-(877) 999-7349  

www.swiftmd.com 
Passcode: Hendry17

Employee Assistance 
Program, Management 
Assistance, Work/Life 

and Wellness programs.

Disability/Worksite (Long Term/Short Term) 
Life and Accidental Death and Dismemberment

Guardian Dental  
Routine checkups, x-rays, cleanings

Vision Care Plan 
1-(800) 999-5431 

www.davisvision.com 

Health Savings Accounts 
1-(866) 234-8913 

www.optumhealthbank.com401(k) Grow money tax free 
Mass Mutual Participant 

Services 
1-(800) 395-0647 

www.massmutual.com

Guardian Member Services 
1-(888) 482-7342 

www.guardiananytime.com

1-(800) 765-8263 
www.careplussolutions.com

HMI is a self-insured Company 
Member Information, Claim Status 

and Nurse Navigator 
1-(800) 827-7223 
www.gpatpacom



STEP 1. Employee Portal Login.    
You can access your account from any Internet 
conncected computer by typing the website 
https:/lwww.my-estub.com into the address 
bar.

Click on Employee Portal.    Enter your UserlD: 
UNVI + 010 + Employee Number+ First 4 
letters of your first name with the first letter 
capitalized.

Enter your Default Password: UNIV001

STEP 2.  Create your own Secure Password.  
To format your new password, use following 
guidelines:

Between 8 - 20 CharacterS 
At least 1 Capital Letter 
At least 1 Lowercase Letter 
At least 1 Number 
Must have 1 Special Character: !@#$%"&*()-
=+,./<>?

Your New Password is Case Sensitive to assist in 
keeping your information secure.

STEP 3. Choose your Security Questions.  
Click on the Choose a question drop down 
menu to choose from the list of questions. 
Once you select your question, type your 
answer in the Security Answer box below.

Repeat the same for the Second Security 
Question and click Next.

STEP 4.  Choose your Email Delivery Options. 
You have the option to receive email alerts 
notifying you when your pay stub is ready to 
view. We can also send your stub as a secure, 
password protected PDF file to your email.

Choose Email.

• Enter your email address.

• Confirm Email Address.

• Click Submit.

• An email has been sent to the address with a 
confirmation code.

Confirm your email address by inserting the 
following code into the Confirmation Code box: 
XY67DF@@^%&. 

Click Ok.

Enter another email address in Secondary 
Email Address and Confirm Email Address.  
-or- Select No 2nd Email.   Click Finish.

Choose one of the following options:

Do not send my stub, notify me when it's 
available or, send my stub as a password 
protected PDF file.

Click Next.

W2s are not available for selection.

STEP 5.  Choose your Text Message Noti-
fications.  If you'd like to receive your pay 
information directly to your cell phone:

Choose Activate Text Message Notifications.

Pick up to 6 Options.

Select your Cellular Provider.  Enter your 
Cellular Number.   
Click Finish!

STEP 6.  View your Pay Stubs.

Your Electronic Pay Advice Listing is a menu of 
all your available pay stubs.

Each pay stub is listed on your account for 36 
months or as long as your company partners 
with us. To select a stub to view, click on the 
blue Trans ID number next to the Payment 
Date.

The Company may utilize the Paperless 
Pay notification for important company 

information.

Easy Setup .. 


