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MISSION STATEMENT



Mechanical Rubber Products Is To Maintain A High Standard



Of Quality Through Communication, Customer Service, Production, And 

Cost Reduction.





            VISION STATEMENT



We prefer our customers to come to us for all of their 



rubber needs.



We are to provide superior service for our customers.  We 



promise to deliver a prompt response to any situation that 



may arise.



In maintaining superior service, quality is the forthright responsibility


of each employee demonstrated in production, but also in communication



through information and technology.



Whether written or verbal, we take the time to analyze a 



customer’s need.  An experienced team works toward the



correct solution to ensure our customer that we are



concerned about their success.

   QUALITY POLICY

Mechanical Rubber is to Manufacture to Customer Product Conformity.

Each Mechanical Rubber Employee is encouraged to suggest Continual Improvements to the Quality Management System, where overall Customer Satisfaction is their main objective.

QUALITY OBJECTIVES
Product Conformity

Customer Satisfaction

Delivery Performance

Supplier Performance
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I.
Introduction

Everyone who works at Mechanical Rubber Products comes to learn that our Company is not ordinary, there is something special about it.  Our goal is to be the best in everything that we do, and we believe completely in good people.  We are convinced that our success is the result of having good people working together as a team.  If you think about it, this is what is really important about the way you spend your working life - to be associated with people whom you like and respect.


We want you to be aware of two major obligations we recognize and assume:

(1)
To The Customer - Although the Company provides products to its customers, we firmly believe that we are a service business.  The timely, reliable, courteous way in which we provide our products is as much a service as are our design and technology and our manufacturing flexibility.  All of our relations with those who purchase our products are distinguished by our commitment to service.  In all that we do, we must show that we merit the confidence and trust our customers place in us.

(2)
To Our Employees - Since we believe that our employees are our most important resource, we are committed to - paying wages and salaries in all respects just and equitable, - providing good working conditions, - taking a genuine interest in employee’s personal problems and extending every reasonable effort to help resolve them.  Making sure that individual merit is recognized, - ensuring equal opportunity for all qualified persons without regard to race, color, creed, sex, age, disability, ancestry, national origin, or other grounds prohibited by law.

Hiring, work assignments, rates of salary and promotions will be based on skill and ability, productivity and quality of work, length of service, satisfactory attendance, and conduct.


While it is the Company’s hope to retain the services of all of its employees who perform their duties efficiently and effectively, we recognize that it may well become necessary under certain conditions to terminate employees for a variety of different reasons.  Accordingly, it is expressly understood that both the Company and the employee have the right to terminate the employment relationship at any time, for any reason.


We trust you will read this manual carefully, as it is important to you and supersedes all prior employee manuals.  However, the manual is not intended to be a contract between you and the Company.  Rather, the Company may, at any time, alter the policies and benefits described in this manual, with or without actually updating these pages. These types of changes will be accompanied by a Revision Statement that will be distributed to all employees and must be signed and dated. Any such changes will be made only after giving due consideration to their impact on the Company and our employees.

We welcome and will consider suggestions you may have for improving our relationships for better understanding and mutual respect.

I.a.
How We Work


Our success or failure is in great measure dependent upon the supervisory personnel.  


The Supervisors are the backbone of our organization.  Every one of these highly skilled and dedicated people not only has a recognized talent in their specialty, but has learned through experience how to manage their department efficiently.


They assign and coordinate work and train their staff, as well as act as the main instrument of communication between staff and management.


Your Supervisor will help you build a successful career.  You are not alone.  You have a partner in your successes as well as your momentary disappointments.

I.b.
Career Planning


Every person who starts working with us has an opportunity to move forward in job and in pay.  As you continue working you are eligible to receive periodic pay increases depending upon your performance.  After you perfect your job, you may be qualified to work in a higher job category and continue on the ladder of pay raises.  Good work is always recognized.

I.c.
Promotions and Transfers


When vacancies occur, present employees will be first considered for promotion within a department or transfer from another department.  Consideration will be made on the basis of merit and seniority.  The Company will always consider present employees who are qualified for a job before hiring from outside the Company.


Anyone with an interest in such a promotion should make this known to his or her Supervisors in writing.


Check our bulletin board for posting of job vacancies.

I.d.
New Employees – “Probationary Period”

During the first ninety (90) days of your employment, also known as your probationary period, your performance, productivity, attendance and general ability to perform the work will be evaluated. Your probation period ends 90 days after your employment began. Once your probation period has been met, the employee then becomes eligible for all benefits and bonuses provided by the company.  If your performance conduct fails to meet Company standards at any time during this period or if you thereafter fall below acceptable standards, you may be terminated.

I.e.
Seniority


If a lay-off become necessary, we will, whenever possible, try to preserve the principle of seniority, provided the remaining employees can do the work efficiently.


Recall will be in reverse order of lay-off, whenever feasible.

II. REQUIREMENTS

II.a.
Reporting To Work


You are expected to make adequate arrangements for transportation so as to be able to report for work promptly.  Hourly employees will be required to punch their time card four times daily, as follows:



1.
Immediately before starting the work day;



2.
Immediately after finishing work before lunch;



3.
Immediately before resuming work after lunch;



4.
Immediately after finishing the work day.


You must be at your work station ready to start to work before the start of your work shift.


Pay for hourly employees will be computed on the basis of their time card, in fifteen (15) minute increments.  If at any time you forget to punch your time card, call it to the attention of your Department Supervisor immediately.


If for some reason you arrive at work later than your scheduled starting time, you should not punch your time card any more than five (5) minutes before the quarter hour which begins after you arrive, since your pay will be computed beginning with the next quarter hour.


For example:  If you do not arrive until 8:02 - you should not punch your time card before 8:10.  You will not start working until 8:15 and your pay will be computed from 8:15.

II.b.
Attendance


Perfect attendance and promptness when reporting to work are vital in a small company like ours.  We can’t over stress the importance of this practice to you.


If you are going to be late or absent, you must call and tell your Supervisor before the start of your work shift.  For an absence or lateness to be excused and not count against you as unexcused, you must have a reason acceptable to the Company.  Note: Employees with less than two years of service must provide verification of that reason in the form of a doctor’s note including a release to return to full duty.  Employees with more than two years of service, who have demonstrated a pattern of excessive absenteeism, may also be asked to provide such doctor’s notes prior to returning to work on their third consecutive absent day.


II.b.1.  Warnings 

Warnings for unexcused tardiness and/or absenteeism will result in the following actions:

Regular Employees



Probation Employees


2 Days - Verbal Warning


1 Day  - Written Warning



3 Days - Written Warning


2 Days - Termination



4 Days - 1 Day Suspension






5 Days - 3 Days Suspension



6 Days
- Termination

II.c.
Safety


All Mechanical Rubber employees are responsible for observing safe working practices.  The following practices must be observed by all.  Note that these precautions are for your safety and failure to comply with these practices will result in disciplinary action (see Safety Manual).


II.c1.
Safety Glasses

Protective eyewear (goggles) must be worn at all times when in the factory.  This includes clocking in and out for lunch and going to the soda machines.


II.c.2.
Ear Plugs



All operators while using punch presses or molding presses must wear earplugs.


II.c.3.
Respirators


When air contaminants exceed permissible exposure limits, use an air purifying or filtering respirator coded to protect against specific job hazards, as required by Mechanical Rubber Products Respiratory program.

II.c.4.
Steel Toed Boots



Steel toed boots or shoes will be required when working in both Molding and Maintenance departments.  It is essential that they are worn on your first day of hire.  The company will offer a reimbursement of $50.00 per year after your first year of employment.


II.c.5
Back Support Belts



Any employee who is involved with lifting, pushing, or pulling of materials or equipment may want to consider the use of a back support belt.  The belt should not be considered as protective equipment and will not prevent injury.  It should be considered as a back support aide.  There will be an employee contribution of $5.00 per belt.

II.d.
Wages


Our wages are competitive with wages paid to people with similar skills.  In many cases, they are higher, and we firmly believe that our benefit program is unsurpassed.  At least once every year we make a careful review of your pay.  In addition, we may give merit increases from time to time in special circumstances. 

At any time, if you feel that you are treated unfairly, you can come in and talk to our Internal Complaint Officer.  However, we do ask that you try to resolve any situation through your immediate supervisor first.

II.e.
Travel Expenses

All employees that are asked to travel for the purpose of a business function, for example seminars, sales meeting, trade show, etc., will be reimbursed for travel expenses as well as mileage on a per diam basis at the rate of $0.45 / mile. Employees must keep receipts and records in regards to these travel expenses and must submit a detailed expense report in order to be reimbursed for these travel expenses.
II.f.
Dress Code


Effective January 1, 2001, Mechanical Rubber Products will establish a casual dress code in the office for Monday through Thursday.  The following attire will be suitable:

1. Casual slacks (no jeans, no sweats) 

2. Shirts, whether button-down or pullover, must have a collar.

3. Ties are optional

4. No sneakers or open toed shoes

When meeting with customers (visiting or otherwise) a blazer, shirt & tie or suit must be worn. Casual Friday will remain with its guidelines of jeans, sneakers or shorts. Halter tops, tube tops, and sandals are unacceptable.

II.g.
Overtime


From time to time you may be asked to perform overtime work.  Your Supervisor will endeavor to give you as much advance notice as possible whenever overtime is to be needed, and will expect your availability as required.  Failure to perform reasonable overtime may result in disciplinary action.


Overtime is paid at the rate of time-and-a-half for hours actually worked in excess of forty hours of work in any work week, and in excess of eight hours of work in any workday and for the first eight hours worked on the seventh day of work in any work week.  Overtime is paid at the rate of double time for all hours worked in excess of twelve hours of work in any workday and for all hours worked in excess of eight hours on the seventh day in any work week.

II.h.
Pay Day


On payday, you will be paid for all work performed during the previous workweek, both regular and overtime.  Our workweek starts on Saturday morning and ends Friday evening.  Payday for each workweek will be on the following Friday.  If this is a recognized holiday, the pay will be given out on Thursday.


Pursuant to applicable laws, the Company is required to withhold a portion of your pay for taxes.  These include without limitation:  Federal Withholding Taxes, FICA (Social Security), State Disability, and State Withholding Taxes.


Direct deposit is available to those employee’s that have completed their 90 day probation period.


Final pay check(s) will be held for 2 weeks once an employee quits or is terminated.  Direct deposit will also be cancelled on employees last day of employment.  Final payroll check(s) will be mailed out via U.S. postal service on the 2nd Friday of the last day of employment.
· Do not come in to pick up your pay check(s).
II.i.
Jury Duty


The Company recognizes jury duty as an obligation of all citizens, and provides employees with an approved leave of absence for jury service.  

Those who expect to be called to jury duty should inform their supervisor immediately.  To be eligible for this leave, the employee must notify the company prior to the commencement of jury service.  The Company also pays a partial wage subsidy to employees who are on approved jury duty leave.  For the first three days of such leave, the employee will receive $40.00 per day toward lost wages from the Company in addition to any amount paid for jury service.  Employees who are dismissed early or are otherwise able to work at least four hours of their normal shift after their jury service is completed are expected to report to work.  Such employees will earn their regular pay with no set-off for jury compensation.  

The Company reserves the right to ask employees to request a postponement of jury duty if their absence would cause hardship to the Company.  Employees requesting jury duty pay are required to provide acceptable proof of actual time spent serving jury duty. **Please note that a request for postponement does not guarantee postponement.
III. BENEFITS

III.a.
Medical and Hospitalization Insurance


On the first of the month following 90-day probation period, each full time employee will be eligible to have Company contributions made towards medical insurance or other benefits provided through the Company.  The Company contributes an amount equal to 80% of the individual employee’s health insurance costs and 50% of the employee’s family health insurance costs.  The employee is responsible for paying the difference between the total monthly premium and the Company’s contribution.  The amount of the employee’s contribution will be deducted from the employee’s paycheck on a weekly basis if coverage is chosen.



Employees who are not actively at work will be eligible for the following benefits:

Employees on an approved personal leave of absence are eligible for a Company contribution toward this insurance for the remainder of the month during which the leave of absence began and an additional month.  Employees on an approved Family Leave of Absence will have their coverage maintained until the employee returns to work or until the date the coverage would have expired had the employee not been on leave, whichever expires sooner.

Employees who have been laid off or terminated and who have not waived medical insurance coverage will be eligible for a Company contribution through the end of the calendar month in which the layoff or termination occurred.  Employees who are laid off in excess of one month will be eligible for Company contributions on the first day of the month following 30 days after a recall from layoff.

III.a.1
Medicare
Medicare provides health insurance to adults who are 65 years or older, and people of any age who suffer from kidney disease and certain disabilities.

In order to be eligible for Medicare you must fit into one or more of these categories:

· You or your spouse must have worked for at least 10 years in Medicare-covered employment and are over 65 years old.

· You are already receiving retirement benefits from Social Security or the Railroad Retirement Board.  Or if you are eligible to receive benefits from either.

· You or your spouse had Medicare covered government employment.

· If you are under 65 and have been receiving Social Security or Railroad Retirement Board disability for the past 24 months.

· If you are a kidney dialysis or transplant patient.

Enrollment for Medicare is automatic for both parts when you begin to receive Social Security.  Three months before your 65th birthday you should receive a packet of information about your enrollment.  If you are 65 or older and have not received this booklet try calling 1-800-633-4227.

III.b.
Vision Benefits


Our current vision plan is paid 100% by the employee and covers your eye exam, lenses, frames, and professional services.  You can choose from participating optometrists located throughout the service area. This service is provided every 12 months with a low co-pay.

III.c.
Dental Program

Our current dental plan is paid 100% by the employee.  The amount of the employee’s contribution will be deducted from the employee’s paycheck on a weekly basis if coverage is chosen.

An employee may participate in our current dental and vision plan without participating in our current medical plan.

III.d.
Well Pay Bonus


Good attendance is vital to the Company’s success.  When an employee is absent or late, our production plans are disrupted and the job of everyone who works here is made more difficult.  An employee’s poor attendance is an indication that he or she does not share the pride we have in our Company and the concern we have for fellow employees.  One of the best ways for you to show that you care about your job, the Company and your fellow employees is to be at work on time every day.


In recognition of the importance of good attendance, we have established a Well Pay Bonus system to reward employees with perfect attendance records.  For those special circumstances, Personal Days have been established under section (III.e.).

An hourly employee who does not miss any scheduled work time (excluding company shutdowns and earned vacations) for any reason, including requested overtime, during any calendar quarter shall be eligible for the well pay bonus.  The amount of the Well Pay Bonus granted to a qualifying employee will increase with each calendar quarter that the employee has a perfect attendance record during any one calendar year (January 1 - December 31), although the calendar quarters or which the employee qualifies need not be consecutive.  The bonus for 2001 will be calculated beginning January 1, 2001 as follows:



1st qualifying quarter:
 quarterly salary X 1.0%



2nd qualifying quarter: 
 quarterly salary X 2.0%



3rd qualifying quarter:     quarterly salary X 4.0%



4th qualifying quarter:     quarterly salary X 8.0%


For example, if an employee with gross pay of $5,000 per calendar quarter ($20,000 per year), has no absences, latenesses and does not refuse any requested overtime for an entire calendar year, the well pay bonus would be computed as follows:

1st qualifying calendar quarter (Jan.1 - Mar. 31) $5,000 x 1.0% =      50.00

2nd qualifying calendar quarter (Apr. 1- June 30) $5,000 x 2.0% =  100.00

3rd qualifying calendar quarter (July 1- Sept. 30) $5,000 x 4.0% =   200.00

4th qualifying calendar quarter (Oct. 1- Dec. 31) $5,000 x 8.0% =    400.00














Yearly Total  $750.00

Or for example, if the employee in the above example had absences, latenesses or refused overtime only during the 2nd quarter (April 1 - June 30) and had a perfect attendance record during the rest of the calendar year (for three non-consecutive calendar quarters i.e. Jan. 1 - March 31, July 1 - Sept. 30, Oct. 1 - Dec.31), the well pay bonus would be computed as follows:

1st qualifying calendar quarter (Jan.1 - Mar. 31) $5,000 x 1.0% =     50.00

2rd qualifying calendar quarter (July 1- Sept. 30) $5,000 x 2.0% =  100.00

3th qualifying calendar quarter (Oct. 1- Dec. 31) $5,000 x 4.0% =    200.00














Yearly Total  $350.00

Note:
The employee did not qualify during the 2nd calendar quarter (April 1 - June 30).

In computing the Well Pay Bonus, the Company will include as salary all straight time and overtime earnings and all bonus payments, except for Christmas and Performance bonuses.  An employee must be actively employed on the date the Well Pay Bonus is actually paid to be eligible for that bonus (e.g., not on a leave of absence or layoff).
III.e.
Personal Days


Effective February 1, 1999, after one year of full time employment each hourly employee will be eligible for (2) two personal days per year (January through December). You must advise your supervisor with an advanced notice when using a Personal Day.  You may also choose to apply your Personal Day towards a sick day.


Personal Days may not accumulate from year to year.  Note that Personal Days cannot be used in correlation with our Well Pay Bonus (III.d.).  If a Personal Day is used within a quarter, then an employee is automatically disqualified from a perfect attendance record, which would have earned them the Well Pay Bonus.  Thus, the next Well Pay Bonus will restart from the 1st Qualifying Quarter.

III.f.
Holidays


Each full time employee is entitled to up to eight (8) paid holidays per year as follows:



1.
With 30 Days Service



New Year’s Day




Good Friday




Memorial Day




4th of July




Labor Day

Thanksgiving




Christmas




Floating holiday (Company will designate)


In the case of full time employees who are put on a temporary reduction of hours schedule, due to production slowdown, will be entitled to receive full holiday pay.

III.g.
Vacations


The eligibility date for vacations is July 1st of each year.  In 1995, no employee will earn any paid vacation.  For 1996 and beyond, full-time hourly employees who are actively employed on July 1 earn paid vacation according the schedule set forth below.  Employees with less than six months of service on any July 1st will not have their vacation time calculated until the following July 1st of the upcoming year.  For example, an employee who is hired in May, 2002 is not eligible for vacation on July 1, 2002.  Their vacation time is calculated on July 1st, 2003 from their date of hire. They are then eligible for their (3) days vacation based on thirteen (13) months of employment. You must advise your supervisor with an advanced notice when requesting Vacation time and may not be used within the same week unless extenuating circumstances or a personal emergency arises.  No two employees of the same department may request time off during the same week unless pre-approved by production supervisor and operations manager.



Length of


Annual Paid




Employment


Vacation



6 months


1 day




9 months


2 days




12 months


3 days




15 months


4 days




18 months


5 days




21 months


6 days




24 months


7 days




27 months


8 days




30 months


9 days




33 months


10 days




36 months


11 days




39 months


12 days




42 months


13 days




45 months


14 days




48 months


15 days


Employees who are on layoff or leave of absence for 30 calendar days or more during the year preceding any July 1, and are otherwise eligible for vacation, will have their vacation for that year prorated, and have their length of employment date adjusted in subsequent years.  For example, an employee on leave for more than 30 but less than 60 days will receive 11/12’s of the annual paid vacation for that year.


In the case of eligible full time employees who are put on a reduction of hours schedule due to production slowdown they will also be entitled to their earned vacation.


It is mandatory that all vacations must be taken during plant shutdowns, unless we request otherwise.  Employees who have been requested to work during plant shutdowns will be granted vacation at a mutually agreeable time. Historically, plant shutdowns typically happen the week of the July 4th (1st week in July) and the week of December 25th (Last week in December).
III.h.
Life Insurance


A significant part of our Employee Benefit Program is 100% Company paid Life Insurance.  Each employee becomes eligible for this benefit on the 1st of the month following 90 days of full-time employment.  This insurance provides a cash payment to a beneficiary named by the employee in case of the employee’s death for any cause.  Additionally, it provides a cash payment for accidental death and dismemberment.

III.i.
Long Term Disability Insurance


We also provide a 100% Company paid Long Term Disability Benefit package. Effective November 1, 2000, once an employee has met their 90 day probation period they become eligible for this benefit. This additional coverage partially replaces your income if you become totally or partially disabled while employed.

III.j.
Annual Christmas Bonus 

At Christmas time each year employee will also receive an Annual Christmas Bonus.


The amount of the bonus will be equal to $25 times the number of complete years of continuous service that the employee has worked for the Company, up to the maximum pay out of $250.00.


An employee must be employed for (9) nine months prior to December 25th of that year to be eligible for this bonus.

III.k.
Production Team Bonus System


Our Production Team Bonus System is based on team effort.  This team effort makes us aware of our purpose of doing business.  There are four major areas of concern that enhances the strength of our Company.  It is a combination of On-Time Shipments, Production Efficiency, Customer Rejections and Overtime & Temporary Help hours.  The bonus amount is paid monthly and on an individual basis for individuals available for such bonus. This bonus is available to all production employees and to those classified as production support, including Maintenance, Production Supervisor, Laboratory, and Quality Control.
III.l.
Sales Bonus System


The Sales Bonus System is calculated on an individual basis and based on orders generated and accepted.

Bonus amounts are paid in the first week of each month once all sales have been determined and computed from the prior month.

III.m.
Purchasing Bonus System


Our Purchasing Bonus System is based on a monthly percentage of  “On-Time” production  materials only.

III.n.
Bereavement Days


In the event of a death in your immediate family, if you have been employed for at least 90 days you will be paid for up to 2 days from the date of death through the day after the funeral for working time actually lost because of the death.  Immediate family includes parent, siblings, spouse and children.  One day off with pay during this same time period will be granted to employees with at least 90 days service for time lost as a result of the death of a grandmother, grandfather, mother-in-law or father-in-law.  Employees requesting this paid leave may be required to provide proof of the death and/or proof of the family relationship between the deceased and the employee.  

III.o.
Suggestion Program


We feel that there is a real need for our employees to have input and involvement in decisions on how this plant runs.  While you are performing your jobs, we are certain that ways to save time or material or make our operations more effective, safer or more efficient come to mind.  We need to hear your suggestions.  Please make sure you write them down on the Employee Participation Program sheets that are provided at our purple suggestion box located by the time clock in the factory.  All information is only accessible and reviewed by the President on a monthly basis.
III.p.
Personal Leave of Absence


The Company may grant you a short emergency leave of absence for urgent personal reasons such as personal illness.  The length of such leave will be at the option of the Company and should not be abused.


Longer leaves of absence may be granted at the discretion of the Company for medical disability or other good and necessary reasons.  Disability due to pregnancy or pregnancy related medical conditions will be treated on the same basis as any other non-job related illness of disability.  


The Company recognizes that on occasion employees may be unable to report to work for a short period because of illness or injury and their return will be on a day-to-day basis.  In those circumstances, employees are not expected to request a leave of absence.  However, employees are required to obtain a leave of absence whenever it can be determined that some illness or injury will prevent them from working for an extended period (in excess of one week).  This is required because it is necessary for the Company to make plans to continue its operations during these periods.  Employees who are absent in excess of three days due to illness or disability are required to notify the Company of their return at least 24 hours prior to the shift when they will return to work.


Efforts will be made to cover the job of an employee on leave without hiring a new employee.  Employees must realize, however, that operations must continue during a leave and that their job may be filled when they are able to return to work.  In that event, the Company will attempt to place the returning employee in a comparable open job and if one is not available, the employee will be placed on layoff status.


All leaves of absence are without pay, and benefits cease during a leave except as specifically provided otherwise in this handbook.  Employees will, however, continue to accrue seniority during their leave of absence, except as provided otherwise in this handbook.


Any request for a leave of absence should be presented to your Supervisor at the earliest possible opportunity.

III.q.
Family Leave of Absence – Family Medical Leave Act

Employees with one year of service who worked at least 1,000 hours, excluding overtime, in the last 12-months, are eligible to receive an unpaid family leave.  Family leave may be taken only if it is made necessary by reason of:



(1)
the birth of a child of the employee;



(2)
the placement of a child with the employee in connection with adoption; or



(3)
a serious health condition of the employee’s child, parent or spouse.


Any leave granted to an eligible employee because of a serious health condition of a family member may be taken consecutively or intermittently depending upon the legitimate needs of the employee.  The employee must make a reasonable effort to schedule such leave so as not to disrupt the Company’s business.


Any leave granted due to the birth or adoption of a child must be taken consecutively unless otherwise agreed to by the Company and must commence within one year of the adoption or birth.  Family leave may be taken up to 12 weeks in any 24 month period.


Eligible employees must provide reasonable prior notice to the Company when requesting a leave of absence under this law.  An employee must provide a certification issued by a licensed health care provider in order to ensure that s/he meets the eligibility requirements.


The Company may deny a request for leave made by an otherwise eligible employee, if the employee is among the five percent highest paid or is one of the seven highest paid employees of the Company, whichever is greater, if allowing the leave would cause substantial and grievous economic injury to its operations.


For more details about family leave, contact the personnel department.

III.r.
Military Leave

If you leave the Company to enter military service, special provisions will be made so that you may return to your job if you return to work promptly after being discharged from the military.  Employees entering the military should consult with the Personnel Department.

III.s.
401(K) Plan


Mechanical Rubber Products offers a voluntary 401(K) plan to employees meeting the following requirements:

1. Employee must have worked for Mechanical Rubber Products for one (1) full calendar year.

2. Employee must have worked over 1,000 hours during that calendar year.

3. Employee must be over 21 years of age.

Employees become eligible on the day of their one (1) full calendar year anniversary and can enroll at anytime on or after that day. 

Mechanical Rubber Products 401(K) is currently offered through Paychex payroll service and contribution amounts will be deducted on a weekly basis from employees’ paycheck. Contributions made to this plan use pre-tax dollars, meaning that the amount specified by employees is taken from their salary before federal income taxes are taken out. 

Mechanical Rubber does not offer employer matching contributions, however, Mechanical Rubber does offer profit sharing contributions based on the net profit for the previous year.

This plan is currently administered by an Edward Jones Financial Advisor. Contributions can be invested in a variety of funds within the 401(K) plan. It is recommended that you speak with a financial advisor before choosing how to invest your funds. Please see the Human Resource Manager for information regarding how to contact Edward Jones in regards to contribution amounts, investment advice, and any other questions about the plan.

III.t.
COBRA

Upon termination or resignation from Mechanical Rubber Products, or if your work hours are reduced, and this event makes you or your dependants no longer eligible to participate in our health insurance plan, you and your eligible dependants may be able to continue to participate in the health plan for up to 18 months at your (or your dependant’s) expense. This continuation is commonly referred to as COBRA (Consolidated Omnibus Budget Reconciliation Act). For more information regarding COBRA benefits, please contact our Human Resources Department.

IV.
REGULATIONS

IV.a.
Minimum Age Requirement


We desire to operate our business in the safest manner possible and so have determined that no person under the age of eighteen (18) years should be permitted to work in our production areas, due to New York State legal requirements for working with machinery.  Any applicant for employment who we believe may not be eighteen (18) years of age will be asked to submit proof that he/she is at least eighteen (18) and will not be considered for hire unless acceptable proof is provided.

IV.b.
Conflict of Interest


Outside employment may result in a conflict between the interests of the Company and an employee’s personal interest or the interests of another employer.


For that reason, employees are discouraged from engaging in outside employment, and may do so only if prior written approval is obtained from the division president.  Such approval will be withheld only if it is determined that the outside employment will result in a conflict of interest or interfere with the employee’s work at the Company or any of its subsidiaries.  Approval may be withdrawn if circumstances change.

IV.c.
Rules of Conduct


In every organization where many people work together some specific rules and regulations are necessary to promote the smooth functioning of the organization as a whole and to assure that applicable laws are observed.  The basic purposes of these rules are to assure safety and fairness in our cooperative efforts and to maintain uninterrupted production which helps to safeguard the job security of all employees.


We expect that these rules will be read carefully and observed by all employees.


Engaging in any of the following activities will be deemed grounds for appropriate disciplinary action, including suspension or termination of employment.  It should be recognized that it is impossible to list all of the kinds of conduct or activity that may result in harm to the interests of the Company and that this is not intended to be an all-inclusive list of standards of conduct for employees.

1.
Falsification of personnel, production, quality control or any other Company records, reports or documents.


2.
Repeated tardiness or repeated absence from work.

3.
Failure to promptly report an absence from work or failure to return to work at the time the Company was advised to expect return.

4.
Leaving work areas to wash up or dress or otherwise prepare for departure before the end of the work period, except during designated wash-up time, or when so authorized.

5. Repeated failure of an hourly employee to punch his/her card.

6. Any defamatory remarks in regards to the company or coworkers, whether orally or written, will not be tolerated.

7.
Deliberately punching another employee’s time card.


8.
Neglect of duty, loafing, idling or wasting time during work hours.


9.
Gambling on Company premises at any time.

10.
Distributing printed matter during working time or in working areas, soliciting (including collecting money) during working time or in working areas during the work-time of those being solicited.  Working time does not include lunch and break periods.

11.
Abuse or waste of tools, equipment, materials, supplies, products or any other property of the Company.


12.
Destroying or defacing Company property or the property of a fellow employee.


13.
Creating or contributing to unhealthy or unsanitary conditions.  

14.       Violation of safety rules or common safety practices.

15.
Disorderly conduct, rowdyism, or use of abusive or provocative language on Company premises.

16.
Fighting, including agitating a fight, or threatening bodily injury when such action either takes place on Company premises or is directed toward a fellow employee or a supervisor or other manager.


17.
Insubordination to an employee’s assigned Supervisor or any other Supervisor.


18.
Refusal to follow instructions or to perform designated assignments.

19.
Interfering with the work of other employees, or preventing others from performing their duties.

20.
Leaving Company premises during working hours without permission from the Department Supervisor.


21.
Theft or dishonesty.


22.
Bringing in or working on unauthorized work on the Company premises.
23.
Entering or remaining in the interior of the Company’s plant or other working areas other than during your assigned work shift or when so authorized.

24.
Inviting non-employees onto Company property at any time without permission of the Chief Operating Officer or his designee.


25.
Violation of the Company’s Conflict of Interest policy.


26.
Bringing firearms or other weapons onto company property.


27.
Violating the Company’s policy on sexual harassment or other forms of harassment.

28. Disclosing confidential information regarding the Company or its business operations without authority.

29. No drinks or food allowed on production floor.

30. No sitting allowed while working with exception to trimming and punch press areas.

31. No pagers or cell phones allowed on production floor.

32. Day time computer usage will not be used for personal entertainment.  Computers are to be used for data collection and data entry.

We expect that common sense will be applied and all Governmental Laws and other proper standards of conduct will be observed, and we hope that there will be no occasion for disciplinary action.


The Company recognizes the principle of progressive discipline, and attempts to give employees fair warning of its expectations both with regard to conduct and work performance.  Depending on the circumstances, including the employee’s length of service, the nature of the unsatisfactory conduct or performance and the employee’s record, it may be appropriate to give one or more verbal or written warnings and/or a suspension prior to termination of employment.  Employees should understand, however, that serious violations of the Rules of Conduct or other unsatisfactory performance or conduct of a serious nature are grounds for termination without prior disciplinary action.  Furthermore, during the first 90 days of service employees may be terminated without prior warning or notice if their performance or conduct does not meet Company standards.  


An employee who is suspended or discharged shall be provided an explanation of the reason for the action.


An employee who has been suspended or discharged may file a grievance.  The grievance must be in writing, signed by the employee, and it must be filed within 72 hours after receipt by the employee of the Company’s explanation of the suspension or discharge.  Within five working days after receipt by the Company of the employee’s written grievance, a hearing shall be held at which time the employee may present his or her case.  The employee shall be notified of the time and place of the hearing, sufficiently in advance to afford the employee the opportunity to arrange for witnesses, if desired, with the understanding that the Company will not compensate any such witnesses for time spent at the hearing.  The hearing shall be before the Chief Operating Officer of the Company or such person as he may designate, whose decision shall be final and binding.  After such hearing, or if no hearing is requested, the Company shall conclude whether the suspension or discharge shall be affirmed, modified, or revoked.  If it is found that the suspension discharge of any employee was unwarranted, the employee shall be reinstated with full compensation and rights less all compensation received elsewhere during the period of suspension or discharge.

IV.d.
Ethics


Every person who works here is expected to be scrupulously honest in all dealings with the Company, to handle all of his or her responsibilities in an manner that places the interests of the Company first. He or she is to refrain from any conduct that will reflect poorly on the Company or harm its interests in any way.  Every position in the Company is a position of trust.  Any breach of this trust, including furnishing false information, concealing material information or reporting it in a manner intended to mislead, self-dealing in the handling of responsibilities or conduct reflecting poorly on the Company, is a serious matter because it destroys the confidence which we believe the Company must have in each of those who work here.

IV.e.
Sexual Harassment or Other Forms of Harassment


Sexual harassment in the workplace is unacceptable and will not be tolerated.  Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when such conduct:


a.
is made explicitly or implicitly a term or condition of employment, or


b.
is used as a basis for employment decisions, or

c.
has the purpose or effect of interfering with work performance or creating an otherwise offensive work environment.

Other Forms of Harassment

Harassment in the workplace on the basis of race, color, religion, gender, national origin, age, or disability is unacceptable and will not be tolerated.  Such harassment is defined as unwelcome verbal or physical conduct that denigrates or shows hostility toward an individual because of his/her race, color, religion, gender, national origin, age or disability, of that of his/her relatives, friends or associates and that:

a.
has the purpose or effect of interfering with work performance, creating an otherwise offensive work environment, or otherwise adversely affects an individual’s employment opportunities.


All managerial personnel, including Supervisors, will take prompt corrective action whenever they become aware of sexual harassment or other forms of harassment in the workplace.  Such action may include discipline up to and including termination of the offending employee or employees.  All employees are expected to comply strictly with this policy.  The Company reserves the right to bring a legal action against any person violating this policy to recover any losses or expenses that the Company incurs by reason of such a violation.


Any employee who feels he or she has been the victim of sexual harassment or other forms of harassment shall notify the Chief Operating Officer of the Company.  Alternatively, the grievance procedure described in this manual may be used.  The complaint will be investigated and appropriate corrective action will be taken.  The employee making a complaint and the employee identified in the complaint will be notified of the results of the investigation.


All information concerning such complaint will be kept confidential, except to the extent that disclosure is necessary for purposes of investigation or corrective action.  Employees will not be retaliated against for making complaints of sexual harassment or other forms of harassment.

IV.f.
Grievances


The relationship between the Company and its Employees is firmly based on a foundation of fair play.  If you have a problem concerning your job or your relationships with other employees, or if you feel that you have not been fairly treated or that your situations not understood, discuss the matter first with your Supervisor.


If you and your Supervisor cannot resolve the problem, bring the matter to the attention of the internal complaint officer of the Company.  At a mutually convenient time and place, she will meet with you and others who may be involved.  She will make every reasonable effort to bring the matter to a fair and equitable conclusion.


If you are still unsatisfied, or if the matter is a confidential one, you may ask to see one of the officers of the Company, each of whom has an “open-door” policy and takes an active personal concern in the well-being of all the Company’s employees.  He will do everything he can to help you.


In any event, however, it is your duty to comply with authorized rules, regulations, requests and orders, even when you believe them to be unfair, until they can subsequently be discussed and resolved.

IV.g.
Work-Related Accidents and Injuries 

Safety is a matter of paramount concern to us both because we recognize that human beings are dignified creatures whose well being must be protected and because the absence of employees who have been injured disrupts production or other operations causing harm to the Company and those who work here.  If an employee is injured, however slightly, in the performance of duties, the injury must be reported to the appropriate supervisor or manager.  All required medical assistance will be promptly provided.  Follow up medical visits should be scheduled, whenever possible, during non-working time.

IV.h.
Controlled Substances
Bringing, using, having or being under the influence of controlled substances, illicit drugs or alcohol on Company premises will not be tolerated. Consuming alcoholic beverages during normal business hours, including lunch periods will also not be tolerated.
IV.i.
Smoking


Smoking will be permitted only in designated areas outside of the factory. Because of serious fire hazards and insurance regulations, there is to be ABSOLUTELY NO SMOKING in any area of our property which is not specifically posted to allow smoking.
IV.j.
Parking


There is a parking lot for the convenience of our visitors.  Employees are permitted to park in this lot at their own risk, as the Company does not assume liability for vehicles or personal property left on the parking lot.  Employees are reminded that there is no parking allowed in the street in front of our building.


When parking, please keep in mind, however, that access to our shipping dock must be maintained for truck deliveries and pick ups.
IV.k.
Other Regulations

1.
SAFETY FIRST – You have a responsibility to conduct yourself in a safe manner and to be alert to the

possibility of accidents, or to the presence of hazards, and to avoid or control them.  You also have a responsibility to report any unsafe condition or action.  Your cooperation and suggestions for improvements regarding safety in the plant are earnestly solicited.  All injuries or illnesses which occur while you are at work must be reported to your Supervisor immediately

2.
PRODUCTION RECORDS are required to be kept completely and accurately by your Department Supervisor.  In most instances you will be required to prepare these records yourself and hand them in to the designated person.


3.
COMPANY ISSUES that pertain to an employee must be handled by the employee and management only.  No other party may address any such issues.
4. PERSONAL TELEPHONE CALLS are not permitted on Company telephones.  Most of our business is 

transacted on phones -- we must keep them open for that purpose.  You will only be allowed to receive calls in the event of an EMERGENCY or an urgent situation.  Other phone messages will be attached to your time card.


5.
CELLULAR PHONE USAGE is not permitted during working hours unless otherwise approved by management. You will only be allowed to receive calls in the event of an EMERGENCY or an urgent situation.

6. PERSONAL MAIL should be directed to your home and not in care of the Company.  Such mail is most 

likely to be opened in the course of opening general mail.

7. LUNCH TIME consists of either a 30 minute or a 1 hour period.

8.
THE BULLETIN BOARD is one means to communicate.  It should be referred to regularly.  You may not post notices on the bulletin board.

9.
ALLOCATION AND DISTRIBUTION OF WORK throughout the plant is the sole responsibility of Management.  You are expected to make all of your skills and time available to any department when so requested.

10.
CHANGE OF ADDRESS OR TELEPHONE NUMBER should be brought to the attention of the office promptly.
















11.
YOUR SUPERVISOR is your guide and instructor in all matters regarding your work.  S/He must check all the work you perform.  Seek their advice whenever you have doubts or difficulties.  S/He is as eager to make a success of your career with our Company as your are.

V.
CONCLUSION


The success of any endeavor is measured by the total skills, abilities and efforts of the people involved.  That you have a great deal to offer is obvious, or you would not have been employed by our Company.  That our Company has a great deal to offer is evidenced by the fact that you selected employment with us.


When Management and Employees faithfully observe both written and understood responsibilities, then it is possible to maintain a business enterprise at its highest and most mutually beneficial level.


Together we can continue to make the success of our Company even greater in the future for our mutual benefit.

VI.
AMENDMENTS and ADDITIONS:

III.u.
COBRA







Revision Date: 11-27-2012

Change: Added definition of COBRA benefits

III.t.
401(K) Plan







Revision Date: 11-21-2012

Changes: Added eligibility requirements and information regarding Mechanical Rubber Products 401(K) Plan.
I.d.
New Employees






Revision Date: 11-21-2012

Change: Added definition of probation period and length of probation period.
AFFECTIVE: 06-01-2012

Quality Policy as per AS9100C

III.a.
Medical and Hospitalization Insurance



Revision Date: 01-01-2011

Change: Mechanical Rubber Products contribution for family health insurance from 45% to 50%.

.

IV.c. 
Rules of Conduct






Revision Date: 06-22-2001


Changes:

29. No drinks or food allowed on production floor.

30. No sitting allowed while working with exception to trimming and punch press areas.

31. No pagers or cell phones allowed on production floor.

HANDBOOK ACKNOWLEDGEMENT STATEMENT
(Employee Copy)

I acknowledge that I have received and read a copy of Mechanical Rubber Products employee handbook, and understand its contents.  

I understand that the handbook is a general guide and is not an expressed or implied contract of employment.  I further understand that I am employed at will, that both the company and I are free to terminate the employment relationship at our discretion, at any time, with or without giving reason or notice, and that no supervisor or other employee has the authority to alter this relationship. I also understand that the company reserves the right to change, modify, amend, or delete any polices/procedures or benefits in this handbook, or to increase employee contributions, at its sole discretion, at any time, without notification.  

     Signature                               



         Date

________________________________________                         ____________________

__  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  

HANDBOOK ACKNOWLEDGEMENT STATEMENT
Employer Copy

Please detach and turn in to Personnel office 

I acknowledge that I have received and read a copy of the Mechanical Rubber Products employee handbook, and understand its contents.  

I understand that the handbook is a general guide and is not an expressed or implied contract of employment.  I further understand that I am employed at will, and that both the company and I are free to terminate the employment relationship at our discretion, at any time, with or without giving reason or notice, and that no supervisor or other employee has the authority to alter this relationship. I also understand that the company reserves the right to change, modify, amend, or delete any policies/procedures and benefits in this handbook, or to increase employee contributions, at its sole discretion, at any time, without notification. 

 Signature                              




          Date

____________________________________                                  _________________

REVISED HANDBOOK ACKNOWLEDGEMENT STATEMENT





Employee copy
I understand and agree that this revised version of Mechanical Rubber Products Handbook 

employee handbook supersedes all prior versions that have been issued 

by MRP and that it will be effective on                                                        .
Signature


                                       
     Date

_______________________________________                       _________________

__  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  

REVISED HANDBOOK ACKNOWLEDGEMENT STATEMENT

Employer copy



                Please detach and turn in to the office 
I understand and agree that this revised version of Mechanical Rubber Products 

employee handbook supersedes all prior versions that have been issued 

by MRP and that it will be effective on                                                        .
Signature                                        




 Date                        

___________________________________________                        __________________
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