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SECTION 1: Welcome 
1:1 Welcoming Statement 
Welcome to Building Restoration Corporation (BRC).  We are an energetic and creative 
company, dedicated to quality craftsmanship and high standards of excellence.  We value each 
one of our employees, and we hope that you find your work here rewarding and satisfying.  We 
believe that employees are happier and more valuable if they know what they can expect from 
BRC and what BRC expects from them.  In the following sections, we will introduce you to BRC’s 
history, values, and culture.  We expect you to incorporate that information into your day-to-day 
job performance, striving to align with the BRC values in everything you do.  The remainder of 
this Employee Handbook will familiarize you with the privileges, benefits, and responsibilities of 
being a BRC employee.  Please understand that this Employee Handbook can only highlight and 
summarize BRC’s policies and practices. In this company, and the rest of the world, 
circumstances are constantly changing. As a result, we may have to revise, rescind, or 
supplement these policies from time to time. As an at-will employer, nothing in this Employee 
Handbook constitutes a contract or promise of continued employment, or promise of employment 
for definite term (See Section 2:1). The policies herein apply to all associates who work for BRC 
or one of its subsidiary companies in the United States (e.g. BRC Rentals, etc.). The policies can 
change at any time, for any reason, without warning or notice.  However, any new policies or 
changes to existing policies must be in writing and produced by management of BRC. We are 
always looking for ways to improve communications with our employees.  If you have suggestions 
for ways to improve this Handbook in particular, or employee relations in general, please feel free 
to bring them to your immediate supervisor and/or Human Resources. When updates are 
implemented, they will be posted on the BRC website under the Employee Portal. 

1:2 History of Building Restoration Corporation 
Over thirty-five years of serving our customers and restoring some of the Midwest’s most historic 
buildings, BRC has earned a reputation for thoroughness and quality craftsmanship.  Founded in 
1984 by Dale Zoerb, BRC began in the basement of the Zoerb home. Early masonry restoration 
projects performed by BRC include St. Anthony Main, Mixed Blood Theatre, Energy Park, 
International Harvester Building, and the Minnesota State Capitol building. 
 
In 1989, BRC moved into our current main office location in Roseville, Minnesota.  Over the 
subsequent years, satellite offices opened in Rochester, Minnesota and Madison, Wisconsin.  In 
2012, a build out began that expanded the main office space and made more room available for 
future growth with an office staff of 25. In the future, we hope to open offices in other markets 
where our services and skills are needed.   
 
BRC also has several subsidiaries and affiliates. BRC Rentals’ main location is in Minneapolis 
with future growth potential in emerging markets. In 2015, BRC Rentals moved into our new, 
large shop facility at the 2811 Broadway St. building. In 2020 Our sheet metal shop, which 
focuses on architectural sheet metal, moved across the street from the main shop at 731 Harding 
St. NE.  BRC Graphics operates out of the main office in suite #3 and focuses on various full 
vehicle graphics and other signage projects.   

1:3 Purpose 
This Employee Handbook provides a set of guidelines for a variety of elements of the 
employment relationship between yourself and BRC. It is intended to provide you with answers to 
basic questions that you may have about your employment and workplace policies.  The terms 
and information contained in this handbook replaces and supersedes any and all employee 
handbooks dated prior to January 2021.  
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1:4 Mission Statement and Core Values 
Our dedication to maintain and preserve the historic and commercial buildings alike, is what 
has driven us to be the industry leader for masonry restoration. We strive to earn the trust of 
our clients with BRC’s commitment to superior quality, craftsmanship, transparent pricing, 
and overall honesty throughout the project. 
 
Our Core Values include: 
 
Teamwork: We promote and encourage teamwork in all facets of our organization – it is essential 
to the work we do. We share a commitment to our common goals, support every member of our 
team by embracing the learning curve and investing in the success of our employees.  
 
Integrity: At BRC we uphold the highest ethical standards in everything we provide to our clients.  
We believe in doing things the right way, the first time, every time; we are an honest and 
trustworthy partner to our customers and colloquies.   
 
Quality: We provide the highest level of services and craftsmanship by employing some of the 
most skilled masons in the Midwest and top performing executives and sales staff.   
 
Innovation: BRC embraces innovation in order to be a highly effective, nimble, and sustainably 
profitable corporation. We do the research, develop, and find new ways to make things better. We 
are motivated and take risks when necessary to learn and grow. We learn from both our failures 
and success, and we are able to respond to the changing demands of our industry.   
 
Customer Centered: Our customers are the center of why we do what we do at BRC and they 
are our most important stakeholders. We strive to develop relationships that make a positive 
difference in our customers' experience with us and our collaborations. We aim to exceed our 
client’s expectations on each and every job, as we have been given the privilege to not only work 
with them, but also on their buildings. 
 
Employee Oriented: We value our team, encourage their personal and professional 
development and recognize our success as a masonry contractor is dependent on the collective 
assets from all members of our team.    

1:5 BRC Contact List 
BRC is fortunate enough to have knowledgeable Project Managers, Foremen, and administrative 
staff who each have an open-door policy.  They are available to answer your questions and field 
your concerns.  Our goal is to make BRC the most efficient, safe, and enjoyable place to work 
possible.  If you ever have a question or concern, please reach out to any of these staff members.  
The BRC Information Technology (IT) Department will provide updated versions of an employee 
list as changes occur.  Those updates will be the primary resource for up-to-date contact 
information.  Some key phone numbers include: 
 
Main Office    612-789-2800 
BRC Shop    612-789-2900 
Finance/Payroll    612-638-1833 
Operations    612-638-1826 
Human Resources   612-638-1828 
Safety     612-638-1814 
Information Technology (IT)  612-638-1818 
BRC Madison Office   608-819-0137 
BRC Rochester Office   507-252-0800 
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SECTION 2: Employment Relationship 
2:1 At-Will Employer 
Employment at BRC is at-will.  This means that the Company reserves the right to terminate the 
employment of any Employee, at any time, with or without reason or cause. Any Employee also 
has the right to terminate his or her employment at any time, for any reason, with or without 
cause.  The employment could end through resignation, retirement, layoff, or termination.  No 
employee or company representative, other than President Dale Zoerb, has the authority to 
change the at-will employment relationship or to contract with any employee for different terms of 
employment.  Nothing in this Employee Handbook constitutes a contract or promise of your 
continued employment or employment for a definite term.   

2:2 Work Eligibility 
Within three (3) business days of the first day of work, every employee must complete a federal 
Form I-9 and provide documentation proving both identity and eligibility to work in the United 
States. The federal government requires all employers to do this.  If an employee has worked for 
BRC previously, they only need to provide this information if it has been more than three (3) years 
since the last I-9 Form was completed for BRC or if the most current I-9 Form is no longer valid.  
Failure to present the required documents within three (3) days of employment start could lead to 
suspension and/or termination. 

2:3 Commitment to Equal Opportunity 

BRC believes that all people are entitled to equal employment opportunity.  BRC prohibits 
discrimination of any kind based on race, color, creed, religion, ancestry, national origin, sex, 
marital status, familial status (including pregnancy and status as a prospective adoptive parent of 
a minor child), status with regard to public assistance, disability, sexual or affectional orientation, 
gender identity, local human rights commission activity, genetic information, or age (18 or over). 
The law protects all persons, including non-citizens, from unlawful discrimination. This policy 
relates to all phases of employment, including, but not limited to, recruiting, employment, 
placement, promotion, transfer, demotion, reduction of workforce, and termination, rates of pay or 
other forms of compensation, selection for training, the use of all facilities, and participation in all 
company-sponsored employee activities.  Provisions in applicable laws providing for bona fide 
occupational qualifications, the company will adhere to business necessity or age limitation where 
appropriate.  BRC prohibits discrimination, harassment, or retaliation by any supervisor, manager, 
co-worker, or third party that comes in contact with employees. An employee who violates these 
provisions may be subject to discipline, up to and including termination. As part of the company’s 
equal employment opportunity policy, BRC will also adopt affirmative action plans as required by 
applicable laws and Executive Orders to ensure that protected individuals (women, disabled 
veterans, recently separated veterans, active-duty wartime or campaign badge veteran, Armed 
Forces service medal veterans, and qualified individuals with a disability) are introduced into the 
BRC workforce and have equal employment opportunities suitable to their abilities. 

2:4 Non-Discrimination and Anti-Retaliation Policy 
Employees and applicants shall not be subjected to harassment, intimidation, or any type of 
retaliation because they have (1) filed a complaint; (2) assisted or participated in an investigation, 
compliance review hearing or any other activity related to the administration of any federal, state 
or local law requiring equal employment opportunity; (3) opposed any act or practice made 
unlawful by any federal, state or local law requiring equal opportunity; or (4) exercised any other 
legal rights protected by federal, state or local law requiring equal opportunity. 
 
The above-mentioned policies shall be periodically brought to the attention of supervisors and 
shall be appropriately administered.  It is the responsibility of each supervisor of the company to 
ensure affirmative implementation of these policies to avoid any discrimination in employment.  
All employees are expected to recognize these policies and cooperate with their implementation. 



 
Building Restoration Corporation 
Employee Handbook 
1298441.v1 Revised –March 2, 2021 

8 

 
If an employee has questions about this policy, or if they believe that they been subjected to any 
form of unlawful discrimination, they should inform BRC’s Human Resources using the Dispute 
Resolution Form.  All employees are welcome to discuss equal opportunity related questions with 
their immediate supervisor and/or BRC’s Human Resources at any time. 

2:5 Harassment Free Workplace 
BRC is committed to providing a work environment that is free from all forms of discrimination and 
conduct that can be considered harassing, coercive, or disruptive, including sexual harassment.  
Actions, words, jokes, or comments based on an individual’s sex, gender, race, color, creed, 
national origin, marital status, age, veteran status, religion, disability, sexual orientation, or any 
other legally protected characteristic under federal, state, or local law will not be tolerated in 
BRC’s workplace. 
 
Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or physical 
conduct of a sexual nature.  This definition includes any form of offensive behavior.  The following 
is a partial list of sexual harassment examples, which apply regardless of the gender of either the 
harasser or the harassed: 

● Unwanted sexual advances, verbal sexual advances, or propositions 

● Offering employment benefits in exchange for sexual favors 

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

● Visual conduct that includes leering, making sexual gestures, or displaying of sexually 

suggestive objects or pictures, cartoons, or posters 

● Verbal conduct that includes making or using derogatory comments, epithets, slurs, or 
jokes 

● Verbal abuse of a sexual nature, graphic verbal commentaries about an individual’s body, 
sexually degrading words used to describe an individual, or suggestive or obscene 
letters, notes or invitations 

● Physical conduct that includes touching, assaulting, or impeding or blocking movements 

 
Should any employee experience or witness sexual or other unlawful harassment in the 
workplace, it should be reported to an immediate supervisor or BRC’s Human Resource 
Department.  If the immediate supervisor is unavailable or it would inappropriate to contact that 
person, contact Human Resources.  All allegations of sexual or other harassment will be quickly 
and discreetly investigated without fear of reprisal or retaliation.  To the extent possible, 
confidentiality of the reporting employee, any witnesses, and the alleged harasser will be 
protected against unnecessary disclosure.  When the investigation is completed, the reporting 
employee will be informed of the outcome of the investigation, if appropriate.  Any employee 
and/or immediate supervisor who becomes aware of possible sexual or other unlawful 
harassment must inform Human Resources so it can be investigated in a timely and confidential 
manner.  Upon completion of the investigation, if necessary, appropriate measures will be taken.  
These measures may include, but are not limited to, training, counseling, warning, suspension, 
termination, and/or referral to appropriate law enforcement agencies. 
 
Anyone, regardless of position or title, found through investigation to have engaged in improper 
harassment will be subject to discipline, up to and including termination.  BRC prohibits any form 
of discipline or retaliation for reporting in good faith the incidents of harassment in violation of this 
policy, pursuing any such claim, or cooperating in the investigation of such reports. 
 
BRC employees are encouraged to avoid romantic relationships with coworkers. 

2:5:1 Third Party Harassment 
BRC is also committed to protecting its employees from third party harassment.  Third 
party harassment is unwelcome behavior of a sexual, racial, or derogatory nature 
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regarding any protected category that is directed at an employee during the course of his 
or her employment by a third party.  Third parties are individuals who are not employed 
by BRC, and may include customers, suppliers, subcontractors, or visitors, among 
others.  Should any employee experience or witness sexual or other unlawful harassment 
in the workplace, it should be reported to an immediate supervisor or Human Resources. 

2:6 Disabilities 
BRC is committed to complying with the Americans with Disabilities Act (ADA), Americans with 
Disabilities Act Amendment Act (ADAAA), and all applicable state laws, as well as ensuring equal 
opportunity in employment for qualified persons with disabilities.  All of BRC’s employment 
practices and activities are conducted on a non-discriminatory basis.  Reasonable 
accommodations for qualified individuals with known disabilities will be made unless to do so 
would be an undue hardship on BRC.  All employment decisions are based on the merits of the 
situation in accordance with defined criteria, not the disability of the individual.  Qualified 
individuals with disabilities are entitled to equal pay and other forms of compensation (or changes 
in compensation) as well as in job assignments, classifications, organizations structures, position 
descriptions, lines of progression, and seniority lists.  Legally mandated leaves of all types will be 
available to all employees on an equal basis.  Workplace accommodations will also be 
considered in the case of short or long term injury or illness, unless doing so would pose an 
undue hardship to the company. 
 
It is the responsibility of the employee to inform BRC in writing if they are disabled and feel that 
an accommodation is needed in order to perform the essential functions of the employee’s 
position.  Upon receiving a written request for accommodation, BRC will engage in an interactive 
process with the employee in order to determine how best to meet the needs of the workplace.  
BRC may require medical documentation to ensure that any requested accommodations are 
appropriate for the employee’s needs and that the accommodations meet the doctor or health 
care provider’s restrictions.  If any employee feels they are in need of accommodations, please 
discuss it with BRC Human Resources before preparing your written request. 
 
The safety of the employee, their coworkers and the general public are paramount in the 
selection of suitable job duties for disabled employees. 

2:7 Definition of Key Terms 
 

● Qualified individual with a disability.  An individual with a disability is qualified if he or she 
satisfies the requisite skill, experience, education and other job-related requirements of 
the position and can perform the essential functions of the position with or without 
reasonable accommodation.   
 

● Reasonable accommodation.  Any change in the work environment or in the way things 
are customarily done that would allow a qualified individual with a disability to enjoy equal 
employment opportunities. It is the responsibility of individual employees to identify 
themselves as an individual with a disability when seeking an accommodation or 
adjustment.  
 

● Essential functions.  Those job duties that are so fundamental to the position that the 

individual holds or desires that he or she cannot do the job without performing them.  A 
function can be essential if, among other things, the position exists specifically to perform 
that function; there are limited number of other employees who could perform the 
function; or the function is specialized, and the individual is hired based on his or her 
ability to perform it.  Determination of the essential functions of a position must be done 
on a case-by-case basis so that it reflects the job as it is actually performed and not 
simply the components of a job description. 
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● Undue hardship.  If a specific type of reasonable accommodation causes significant 
difficulty or expense, then the employer does not have to provide that particular 
accommodation.  Determination of undue hardship is always made on a case-by-case 
basis, considering factors that include the nature and cost of the reasonable 
accommodation needed and the impact of the reasonable accommodation on the 
operations of the employer. 
 

● Direct threat.  A direct threat is a significant risk of substantial harm to the health or safety 

of the individual or others that cannot be eliminated or reduced by reasonable 
accommodation. 
 

● Fitness for duty.  A fitness for duty examination may be requested of an employee or 
applicant if it is job related and consistent with business necessity.  

 
2:8 Dispute Resolutions 

BRC strives to encourage an open and frank atmosphere within which any problem, complaint, 
suggestion, or question receives a timely response from BRC’s management and administration.  
BRC strives to ensure fair treatment of all employees, and all employees are expected to treat 
each other with mutual respect.  If employees disagree with established rules of conduct, policies, 
or practices, they can express their concern through the dispute resolution procedure.  No 
employee will be penalized, formally or informally, for voicing a complaint in a reasonable, 
business-like manner, or for using the dispute resolution procedure. If he or she would like to 
make an anonymous suggestion/complaint they are welcome to submit a suggestion digitally on 
the BRC Employee Portal. Should an issue still remain unresolved after discussion between an 
employee and/or with their immediate supervisor, the employee may present the problem to 
Human Resources via the Dispute Resolution Form (available from Human Resources). As 
needed, the President and senior management of BRC may and should be included in the 
reviewal and consideration of the problem, and the President and senior management has full 
authority to make any adjustment deemed appropriate to resolve the problem.  Not every problem 
can be resolved to the total satisfaction of everyone, but through understanding and discussion, a 
reasonable solution will be found. BRC will do its best to investigate any condition, situation, or 
complaint brought to its attention. Final decisions and resolutions to the above noted items will be 
made in the best interest of BRC in keeping with the applicable laws and regulations. 

2:9 Probationary Period 
Each new hire BRC employee will go through a ninety (90) day probationary period.  Employees 
must successfully complete the probationary period before they are eligible for any discretionary 
benefits and leaves available based on employee classifications.  The probationary period may 
be extended if BRC decides that such an extension is appropriate.  Employees who are promoted 
or laterally transferred will also undergo a ninety (90) day probationary period for their new 
position.  Part time employees who have been promoted to full time status and have already 
successfully completed the new hire ninety (90) day probationary period, may be subject to an 
additional ninety (90) day probationary period after promotion to assess performance.  A 
secondary probationary period is waived for benefits eligibility for employees who are promoted, 
laterally transferred or who transition from part to full time status. Successful completion of any of 
these ninety (90) day probationary periods does not constitute a contract for continued 
employment or in any way change the at-will nature of employment at BRC.  An employee may 
also have his or her employment ended before the expiration of any probationary period. 
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SECTION 3: Employee Classification 
3:1 Temporary Employees 
Periodically, it becomes necessary for BRC to hire individuals to perform a job or work on a 
project that has a limited duration. Individuals hired for such work and are scheduled to usually 
work less than 30 hours/week are not eligible to participate in any of BRC’s benefit programs.  
BRC will provide temporary employees any and all benefits mandated by law. 

3:2 Periodic Employees 
Field Employees are classified as Periodic Employees.  (See pg. 17 chart 5:10 for details) 
Due to the seasonal nature of the work performed by BRC, many employees are Periodic 
Employees who are hired specifically for the main seasonal period of work (typically April to 
November) but who are not employed by BRC in other permanent positions during the remainder 
of the year, and for whom regular employment is cyclically discontinued: e.g. in the winter when 
BRC is unable to perform work in colder climates.  These employees are eligible for some, but 
not all, employee benefits, based on the average number of hours worked on an annual basis.  
BRC will provide to all Periodic Employees any and all benefits mandated by law. 

3:3 Regular Employees 
Employees who have been hired to perform a job or work on projects that have an ongoing 
duration are considered Regular Employees.  These employees are eligible for all employee 
benefits if they work at full-time status.  BRC will provide Regular Employees any and all benefits 
mandated by law. 

3:4 Part-Time and Full-Time Employment 
Depending on the number of hours an employee is regularly scheduled to work each week, an 
employee is either a part or full-time employee.  It is necessary that each employee understands 
which of these classifications apply to their employment, because it will be important in 
determining whether they are entitled to benefits and leave.  Employees who work an average of 
30 hours per week or more for 52 weeks per year are considered full-time.  If there are any 
questions regarding classification of the hours of work expected, please ask the BRC Human 
Resources department. 

3:5 Exempt and Non-Exempt Employees 
Entitlement to earn overtime pay depends on whether an employee is classified as an exempt or 
non-exempt employee.  Exempt (Salaried) employees do not earn overtime because they are 
exempt from the overtime provisions of the Federal Fair Labor Standards Act and applicable state 
laws.  To be exempt, the employee must be paid on a salary basis at the legally required rate and 
their duties must be of an executive, administrative, or professional nature that require the regular 
exercise of independent judgment and discretion.  Generally, managerial, supervisory, 
administrative, and artistic positions are considered exempt. Non-exempt are those who meet the 
criteria for being covered by the overtime provisions of the Federal Fair Labor Standards Act and 
applicable state laws.  Non-exempt hourly employees perform other work than executive, 
administrative, or professional work as defined by the Fair Labor Standards Act.  If there are any 
questions regarding exempt or non-exempt classification, please ask an immediate supervisor or 
Human Resources. 

3:6 Overtime 
The Minnesota Fair Labor Standards Act requires employers to pay hourly employees overtime 
for all hours worked in excess of 40 per workweek, unless the employee is specifically exempt 
under Minnesota Statutes 177.23, subdivision 7. Overtime pay is one-and-one-half times the 
employee's regular rate of pay. 
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The federal overtime provisions are contained in the Fair Labor Standards Act (FLSA). Unless 
exempt, employees covered by the Act must receive overtime pay for hours worked over 40 
hours in a work week at a rate of one and one-half their regular rates of pay (Base Pay Rate).  
 
On occasion, BRC may ask employees to work beyond their regular scheduled work hours.  BRC 
will try to give advance notice when overtime work is necessary; however, it will not always be 
possible.  Only time actually spent working counts as hours worked.  Verbal or written 
authorization from an immediate supervisor is required in advance for any overtime worked (office 
and field).  Foremen and hourly office staff must have verbal or written authorization from the 
supervising Project Manager or direct supervisor prior to approving any overtime for any and all 
employees. Blatantly working overtime to increase pay without prior approval may result in 
disciplinary action up to and including termination.   
 
When working on weekends, overtime pay (as previously defined) will only be given to employees 
when they have reached 40 hours worked during the work week. There is no special pay rate for 
working nights or weekends prior to reaching 40 hours worked.   
 
State and Federal laws do not require an employer to provide double-time pay for any hours 
worked.  However, an employee may receive double time pay under specific circumstances 
where Building Restoration Corporation is contractually obligated to provide double-time pay on a 
project specific basis. Otherwise at no time will double-time pay be offered.  

SECTION 4: Hours of Work 
4:1 Scheduled Hours of Work 
Most BRC Employees have set work schedules. All Employees are expected to be ready to work 
at their assigned work location at the beginning of their shift, and to remain at their work location 
until the end of their shift.  Schedules may vary depending on the assigned work site.  For 
example, most construction job sites will start at 7:00am and end at 3:30pm.  Workers are 
expected to be on their swing staging, scaffolding or work area with their tools ready to work in a 
timely manner after the start of their shift and to remain there until the end of their shift. Waiting in 
the job trailer for the workday to end is not allowed. 
 
Each employee will be notified by their immediate supervisor as to their expected work schedule, 
including what time they are expected to start, and finish work each day.  If an employee wishes 
to make schedule changes, they should contact their immediate supervisor.  Although all 
requests will be considered, BRC cannot guarantee that any particular request will be granted.  
For field workers, the typical schedule is Monday - Friday from 7:00am to 3:30pm.  Alteration to a 
4/10 shift (Monday - Thursday from 7:00am to 5:30pm) must be approved by the Project Manager 
prior to any schedule adjustments. Any unauthorized deviation from the designated working 
schedule, the employee will be disciplined based off of the BRC progressive disciplinary policy 
found in section 12:2. If any employee fails to arrive to work as scheduled for three (3) 
consecutive days without supervisor approval, this will be considered job abandonment and 
termination will be immediate and compulsory.  

4:2 Time Clock Usage 
The terms clock in, clock out, punch in or punch out refer to the digital time keeping system used 
by the company and such time punching may be performed on a GPS enabled iPad, Cell phone 
or computer.  All BRC jobs employees, and hourly office/shop employees are to have a 
designated start and end time (as specified by jobs project manager or direct supervisor), you 
should arrive early enough to be at your workstation in a timely manner ready to work upon 
clocking in. At clock in/punch in you will be asked if you are punching in early, punching in for a 
designated time (start time), or punching in late.  If you are punching in early for an approved 
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reason, then you will have to give an explanation as to why you are punching in at that time. The 
same goes for if you are punching in late.  When punching in, employees are required to be 
present at the job site with either the jobs trailer or building in the background.  These 
photos are monitored daily to ensure accurate time clock usage and clear up any GPS 
malfunctions.  For any questions, please ask your foreman or jobs project manager.   
 
For office and shop employees, your designated start and stop times are to be setup prior to your 
first day of work and will be monitored by your direct supervisor as defined by the BRC 
Organizational chart.  Failure to notify a direct supervisor of any deviation from the set hours of 
work may lead to disciplinary action and will not be tolerated if abused.   

4:3 Lunch Break  
Employers are required to allow employees time for an unpaid lunch break. Therefore, our 
system will automatically deduct 1/2 hour (30 minutes) unpaid lunch or dinner break during any 
shift of five and a half (5.5) or more consecutive hours for employees who eat lunch at their 
worksite.   
 
Any hourly employee who leaves the worksite or workstation (Office, Shop, Job Site) for lunch is 
required to punch out upon leaving and punch back in when he or she has returned to the job 
site/workstation and have completed eating lunch. If employee fails to adhere to BRC lunch break 
policy, disciplinary action could occur up to and including termination.   
 
Employees who take their lunch break at the jobsite or workplace are required to punch out for 
lunch. If an employee does not clock out for lunch, 1/2 hour (30 minutes) will be automatically 
deducted from their timecard.  
 
For hourly paid employees who leave their jobsite workplace, office, shop etc., they are required 
to punch out when leaving and punch back in upon returning. Punching out at the beginning and 
punching in at the end of each meal break is mandatory. Employees are required to punch out if 
on extended personal phone calls or for any other personal reasons that they are not performing 
company work (other than using the restroom). Immediate supervisors will notify employees of 
any rules for scheduling lunch breaks at each work location and/or within each department. 
 
If an employee is to be working through a mandatory lunch break (30 minutes), they must receive 
prior written approval from their supervisor, and have it submitted to the BRC accounting 
department prior to the end of the working week so adjustments can be made.   

4:4 Rest Breaks 
Employees may take rest breaks as needed to use the restroom, but not to exceed 15 minutes for 
every four hours of work. Rest breaks will be paid and do not require clocking out.  However, 
employees are required to clock out if they leave the worksite for any reason, or when making 
personal phone calls or dealing with other personal matters.  Immediate supervisors will notify 
employees of any rules for scheduling rest breaks at each work location and/or within each 
department. Rest Breaks are intended for only BRC filed and shop staff, as office employees 
have access to the restroom on an as needed basis.   

4:4:1 Breaks for Nursing Mothers 
Under the amendment to FLSA (29 U.S.C. Section 207(r)(1)), nursing mothers may take 
breaks as needed each time the employee needs to express breast milk during the 
workday.  If an employee is a nursing mother, contact Human Resources and provisions 
will be made for a place to express breast milk. This location will be one that is private 
and free from intrusion from coworkers and the public and is not a bathroom.  In 
establishing a reasonable amount of break time, immediate supervisors should consider 
the time it will take mothers to travel to the designated area from expressing breast milk. 
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SECTION 5: Compensation & Benefits 
5:1 Payday 
Workweeks are defined as starting on Sunday morning and ending Saturday evening unless a 
specific workweek is established for some jobs requiring back-to-back work shifts. 
 
Employees are paid every Friday for work performed the previous week. There are several ways 
employees can receive their weekly net paychecks:   
 

1. By direct deposit into their checking account (Preferred method by BRC) 
2. By direct deposit into a bank debit card (if employees do not have a checking account) 
3. By check mailed to the Employees preferred address 
4. By check available for pick up at the BRC office address front desk on Fridays at 4:00pm  

 
Paychecks (or pay stubs for those who elect direct deposit) will be mailed through the United 
States Postal Service USPS by the Thursday prior to payday.  Roseville office staff will receive 
them in their office mailbox. 
If an employee is interested in setting up, changing, or discontinuing their direct deposit bank 
account, contact Human Resources. Please utilize the employee portal on the BRC website or 
contact Human Resources or Accounting for more information.     

5:2 Per Diem 
Per Diem is an old Latin term meaning “per day.” Our Per diem benefit is given to employees to 
help cover hotel expenses when traveling out of town to work on a BRC job and have to stay 
overnight.   
  
Field Employees can be eligible for per diem for an overnight stay are paid at a current rate of: 
$ 85.00 per day and up to a maximum of $ 340.00 per week 
  
BRC employees are eligible to receive a non-taxable per diem payment under certain conditions 
which are based on the mileage to the job. The mileage is measured by GPS locating coordinates 
through the direct point to point locations in our Filemaker database and is “as the crow flies”.  
Mileage is NOT measured by whatever routes that may be traveled to get to the job.  Mileage 
eligibility requirements are as follows: 
  

1.     When the Shop that would normally service the job and the shop that the Employee 
normally work from are the same Shop, then the Employee may receive per diem if the 
Job is greater than 60 miles from its servicing Shop AND the Employee lives more than 
60 miles from the Job. 
  

2.     When the Shop that would normally service the job and the Shop that the Employee 
normally works from are different Shops, then the Employee may receive per diem if they 
live more than 60 miles from the job. 

  

An office employee is eligible for the full daily per diem rate of $ 85.00 per day and up to a 
maximum of $340.00 per week; when traveling to remote locations, bid or manage an out of town 
project when an overnight stay is necessary.  

5:2:1 Inclement Weather and Per Diem 

Rain-Out Day Weather Policy on Per Diem Jobs: 
 

Please note if you stay home on a rain-out day called for the first day of the work week 
there is no Per Diem for that day as you stayed home. 
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If you have already arrived at the job site and a rain-out day is called, you are eligible for 
Per Diem IF you stay overnight. Please notify Accounting/Payroll immediately by the 
jobsite’s foreman. This should be done via email (accounting@buildingrestoration.com) 
with a list of the affected employees. 

5:3 Payroll Deductions 
Mandatory deductions are deductions that BRC is legally required to withhold from your paycheck 
and forward to appropriate parties.   

 
5:3:1 Mandatory Deductions:  

1. Federal Income Tax,  
2. Social Security Tax (FICA),  
3. Any applicable state taxes,  
4. Any applicable city taxes, 
5. Garnishments as described in 5:4. 

 
Voluntary deductions are deductions that an employee has authorized. Such deductions might 
include: 

5:3:2 Voluntary Deductions: 
1. Health insurance premiums in full or in part, 
2. Pre-tax and post-tax insurance contributions, 
3. Dental Insurance, 
4. Vision Insurance, 
5. Life Insurance, 
6. 401k contributions, 
7. IRA contributions.    
8. Disability Insurance (Short Term, and Long Term)  

 
If an employee has any questions about deductions or wishes to change federal and/or state 
withholdings (via Form w-4), contact Payroll or Human Resources. 

5:4 Payroll Garnishments 
A wage garnishment is an order from a court or a government agency directing BRC to withhold a 
certain amount of money from an employee’s paycheck and send it to a designated person or 
agency.  Wages can be garnished to pay child support, spousal support or alimony, tax debts, 
outstanding student loans, or money owed as a result of a judgment in a civil lawsuit.  If BRC is 
instructed by a court or agency to garnish an employee’s wages, the employee will be notified of 
the garnishment as soon as possible by mail or recorded email.  Please note that BRC is legally 
required to comply with these orders.  If an employee disputes or has concerns about the amount 
of garnishment, they must contact the court or agency that has issued the orders. 

5:5 Employee Benefits 
BRC is committed to employees’ well-being.  Employees are provided with several benefits, such 
as an Employee Assistance Program, health and retirement plans.  Each employee should 
receive official plan documents for each of these benefit plans that the employee is eligible for at 
the time of hire and/or during the period of open enrollment.  Those documents and any updates 
will be the primary resource for information about the BRC benefit plan.  If any conflict between 
those documents and the information in this handbook exists, the official plan documents are 
what should be relied upon.  Medical and Dental benefit eligibility will be determined by job 
classification and will occur on the first (1st) of the month following the sixty (60) day probationary 
period.  The generous benefits provided are meant to help employees maintain a high quality of 
life both professionally and personally.  If an employee has any questions about the benefits 
offered, please contact Human Resources. 
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5:5:1 BRC Retirement Plan 
BRC offers a voluntary 401(k) Savings Employee Retirement Plan in which eligible 
employees may elect to participate beginning with the first payroll period after 
employment.  The “window” periods during which you may change the dollar amounts or 
percentages of your contributions are on or around the first of every month.  Notices of 
these “window” periods and other information regarding the Plan are circulated to all 
employees periodically throughout the year.  Additionally, BRC may contribute employer 
profit sharing contributions to eligible participant accounts.  These are up to the discretion 
of the employer. 

5:6 Employee Assistance Program 
BRC recognizes that a variety of personal issues or concerns can disrupt employees’ personal 
and work lives.  Although employees may solve their problems either on their own or with the help 
of family and friends, sometimes employees may benefit from professional assistance and 
advice.  Through the Employee Assistance Program (EAP), BRC provides confidential access to 
professional counseling services for help in confronting such personal problems as substance 
abuse, marital and family difficulties, financial or legal troubles, and emotional distress.  The EAP 
is available to all employees and their immediate family members, and offers problem 
assessment, short-term counseling, and referral to appropriate community and private services.  
The EAP is strictly confidential and is designed to safeguard the employees’ privacy and rights.  
Any employee, or an employee’s family members, may contact the Employee Assistance 
Program 24 hours a day, 7 days a week, at Health Partners # 866-326-7194. 

5:7 Workers’ Compensation 
If an employee suffers from an illness or injury that is work related, they may be eligible for 
workers’ compensation benefits.  Workers’ compensation may pay for medical care and lost 
wages resulting from job-related illness or injuries. BRC is not required to provide benefits to 
persons who intentionally self-inflict injuries or who are injured due to being intoxicated or 
impaired (if either was the proximate cause of the injury).  If an employee is injured by or 
becomes ill from performing work activities, it is required that you inform your immediate 
supervisor. The injured employee in conjunction with their supervisor should complete a first 
report of injury immediately, regardless of how minor the injury or illness might be.  In a case of 
workplace injury or illness, BRC has the right to request periodic recertification of employees 
return to work status.  In most cases, BRC may ask employees who take leave for their own 
serious health condition to provide a fitness-for-duty report from their doctor before they return to 
work.  To find out more about workers’ compensation coverage contact the BRC Human 
Resources department.   
 
BRC has implemented a program to find light duty work for employees injured on the job. This 
program will in many instances provide a continuation of employment and after sufficient medical 
treatment allows the employee to go back to work. BRC retains the right to vigorously investigate 
and prosecute false claims for workman's compensation benefits. 

5:8 Unemployment Insurance 
If employment with BRC ends, you may be eligible for unemployment benefits paid by the State. 
Determination of eligibility varies from state to state. Minnesota workers who live and work in 
Minnesota are typically considered Minnesota employees. Wisconsin workers who live in and 
work in Wisconsin are typically considered Wisconsin employees. Workers that live in one state 
and work in another state require a more complicated determination which is made at the state’s 
discretion.  It is the states who make the determination, and it is the states who make the 
payments directly.  
 
These benefits may provide a percentage of wages while an employee is temporarily unemployed 
and looking for work. To find out more about your eligibility, contact your local unemployment 
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office.  BRC maintains accounts with the states and deposits money into the state accounts on 
behalf of its employees. The state of Minnesota charges BRC’s account at the rate of 125% of the 
amounts that it pays to workers. Unemployment compensation received from the state is 
considered taxable income. 
 
It is the employee's responsibility to inform the unemployment office when you return to work so 
that they will stop making payments to you.  It is illegal to receive unemployment payments from 
the state while also receiving payment from BRC. The state performs audits on unemployment 
and will take action against offending employees that are double dipping. In that case, employees 
will be required to return any payment made by the state to the employee either in full or through 
wage garnishments along with any other penalties assessed by the state. 

5:9 Wage Disclosure Policy 
An employee’s wages are personal.  Each employee has the right to keep his or her wage 
information private or to choose to share his or her wage information with others. BRC will not take 
any adverse employment action against an employee who chooses to disclose his or her own 
wages to others, or who discusses another employee’s wages if the other employee has already 
disclosed those wages to the employee.   
 
However, nothing in this policy creates an obligation on the part of any employee to disclose his or 
her wages. Employees are free to refrain from such discussions and may not be subject to 
retaliation of any kind for choosing not to discuss his or her wages.   
 
Nevertheless, Nothing in this policy permits employees to disclose proprietary BRC 
information, trade secret information, or confidential information that is otherwise subject 
to a legal privilege or protected by law.  For example, nothing in this policy permits employees 
to disclose confidential company financial information, intellectual property or trade secrets.   
 
This policy does not permit an employee to disclose wage information of other employees to a 
competitor of BRC.  This policy also does not diminish any existing rights under the National Labor 
Relations Act. Any suspected violations of this policy by BRC or another individual should be 
reported immediately to BRC’s President.  Consistent with BRC’s Non-Retaliation Policy, 
employees who make good faith reports are protected from adverse employment action. 
An employee who believes his or her rights regarding wage disclosures have been violated may 
bring a civil action under Minn. Stat. § 181.172.  BRC will not retaliate against an employee for 
asserting rights or remedies pursuant to Minn. Stat. § 181.172. 

If you have any questions about this policy, please contact Human Resources. 

5:10 Summary of Benefits Available 
X = Benefits are offered to employee’s subject to Company's policies and employee’s acceptance 
of their portion of the cost thereof.  

BRC  
Employees: 

Office Staff 
Shop Staff 

Office Staff 
Shop Staff 

Field Crews Part-Time 
Office Staff 
Field Crews 

For Insurance 
classifications: 

Full Time 
Salary 

Full Time 
Hourly 

Full Time 
Hourly 

Hourly 
 more than 30 
hrs. per week 

Hourly 
less than 30 
hrs. / week 

Classification: Regular Regular Periodic Regular PT Temporary 

Medical Insurance X X X X  

Dental Insurance X X X X  

401(k) X X X X  

Life Insurance X X X   

PTO X X    
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The previous table is a listing of available benefits and does not distinguish whether the benefits 
offered are employer paid or only employee paid or a combination of both.  Refer to the individual 
benefits package for detailed explanation of the benefits.  

SECTION 6: Time Off 
6:1 Paid Time Off (PTO) 
BRC recognizes that employees occasionally need to take time off.  Instead of offering separate 
vacation, sick leave, and personal days, BRC offers a Paid Time Off (PTO) program that 
combines all of these benefits.  Employees who are classified as office or shop staff and who 
have completed the sixty (60) day probationary period are eligible to participate in the PTO 
program. Temporary employees (which indicates all field, and part time employees) are NOT 
eligible for PTO accrual.  Employees may use PTO for sickness, vacation, attend a child’s school 
activities, care for elderly or ill family members, etc.  Employees must schedule paid time off at 
least two (2) weeks in advance with their supervisor’s approval using the BRC PTO Request 
Form. PTO hours are accrued based off of regular hours actually worked and excludes, time on 
PTO, paid holidays, sick and safe time, and bereavement pay.  If circumstances, such as a 
medical or family emergency, prevent advanced scheduling, supervisors should be notified as 
soon as possible.  BRC will try to grant every employee’s PTO request for the days off they 
choose.  However, BRC must have enough coverage to meet the day-to-day needs of the 
business and ensure that vital responsibilities are covered.  This means that not every PTO 
request will be granted, and you may still have to work your regularly scheduled hours, especially 
during the peak business period.  An employee may take PTO in excess of what they have 
earned (i.e. negative accrual) with manager approval. Negative accrual will be capped at a total of 
twenty-four (24) hours, or three (3) days. If an employee were to have a negative accrual on the 
date of their working anniversary, BRC retains the right to garnish said employees’ wages until 
the negative balance is paid back.  If an employee is unable to pay back the negative sum 
immediately, a payroll garnishment payment plan may be set up with the approval of the BRC 
accounting department.  

6:1:1 Hourly Employees 
Hourly employees who are full-time, regular employees (office or shop only) will accrue 
PTO on an accrual schedule.  Accruals begin the first week of employment and are 
based on the employee’s anniversary, but accrued balances of PTO are only available for 
use after the successful completion of the probationary period of 60 days. If an employee 
has not used their accrued balance by the employee’s annual anniversary date, a rollover 
amount of not more than 80 hours will roll over to the following year. Any accrued 
balance beyond 80 hours will be lost. An employee who needs time off but has no 
accrued PTO may be eligible to take unpaid leave. When an employee is terminated 
involuntarily, accrued PTO will be paid out and sent on their last paycheck. If an 
employee voluntarily terminates/separates from their employment at BRC, their accrued 
PTO will be paid out only if the employee provides the company with a 2-week notice and 
works the full duration of the two-week notice.   

 
Hourly employees in the shop and office accrue PTO based on the following schedule: 
This DOES NOT APPLY to field workers. FIELD WORKERS DO NOT ACCRUE PTO. 

Years of 
Employment 

PTO Annual Accrual 

Up to 1 year Maximum 48 hours, at a rate of .033334 hours per hour worked  

1 to 4 years Maximum 80 hours, at a rate of .038462 hours per hour worked 

Over 4 years Maximum 120 hours at a rate of .057692 hours per hour worked 
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When an employee is requesting to use PTO, he or she must submit an approved PTO 
request form (provided by Human Resources Department) at least one (1) weeks in 
advance to either their direct supervisor or human resources at Building Restoration 
Corporation. At no point will PTO be counted as overtime pay on an employee’s 
paycheck. Employees who fail to provide one week notice on PTO requests may 
NOT have their PTO approved for days they have missed work but will be handled 
on a case by case basis.  

6:1:2 Salary/Exempt Employees 
Salary/Exempt employees are full-time, regular employees who have each been hired to 
achieve agreed-upon, measurable results.  Under a Results-Only Work Environment 
(ROWE) structure, these employees are paid for results (output) rather than the number 
of hours worked.  Therefore, salary/exempt employees may take paid time off at their 
own discretion with approval from their supervisor.  If an employee fails to achieve the 
measurable results they agreed to accomplish, then their performance will be examined 
rather than how many hours he/she is or is not putting in.  Since there is no limit or PTO 
accrual, there is no rollover amount, nor will any remaining PTO balance exist to be paid 
on the employee’s last paycheck at termination/separation. 

6:2 Sick and Safe Time 
Sick and safe time is a new law in Minneapolis, St. Paul, and Duluth regarding time off work.  The 
local laws create access to sick and safe time benefits for all non-exempt workers within the city 
limits of Minneapolis, St. Paul, and Duluth who experience a qualifying event.  Sick and safe time 
includes illness or injury, medical treatment or preventative care, domestic or sexual assault, and 
care of a family member.   
 
Field Employees who are not eligible for PTO but accrue sick and safe time while they work in 
the cities of Minneapolis, St. Paul, and Duluth, are ONLY eligible to use sick and safe time while 
scheduled to work in those cities during the requested time off.  
 
For more information please either visit either the respected cities website and search for “sick 
and safe time” or reach out to the BRC accounting department at (612) 789-2800. 
 
Because BRC’s PTO program fulfills the requirements set forth by the sick and safe time 
regulations required by law any employee that receives PTO is NOT eligible to also accrue sick 
and safe. If you have any questions about Earned Sick/Safe Leave, please contact the BRC 
Accounting or Human Resources Departments. 

6:3 Holidays 
Periodic Employees (Field Crew’s) are NOT eligible to receive holiday pay. 
Eight (8) hours of “holiday time” will be added to each full-time, regular hourly employee’s 
timecard for each of the following holidays regardless if the employee is normally scheduled to 
work that day and the employee is not on temporary layoff.  This time will not count toward 
overtime calculations. Periodic, part-time, and salaried/exempt employees are not eligible for 
holiday pay. If a BRC paid holiday falls on a weekend, the following workday will be considered 
as said holiday and will be a paid day off.  If an employee works on one of the holidays listed 
below, they will be paid both the 8 hours of holiday pay as well as whatever hours they worked 
that day but not overtime. Salaried/Exempt employees may, however, take an optional day off 
with regular pay on the day of the holiday or another day during the pay period in which the 
holiday falls. BRC observes the following holidays each year: 
 

● New Year’s Day 

● Memorial Day 

● Independence Day (4th of July) 
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● Labor Day 

● Thanksgiving Day 

● Christmas Eve 

● Christmas Day 

6:4 Family and Medical Leave 
Employees who have worked for BRC for at least one calendar year (12 consecutive months) and 
have worked at least 1,250 hours during the twelve (12) months immediately before the 
requested leave date are eligible to take unpaid family and medical leave for one or more of the 
following purposes: 

● Employee’s own serious health condition makes the employee unable to work; 

● Care for a spouse, child, or parent who has a serious health condition; 

● Care of a newborn, newly adopted child, or recently placed foster child; 

● Care of a covered service member with a serious illness or injury; or 

● Any “qualifying exigency” arising when a spouse, son, daughter, or parent of the 
employee is a “covered military member on covered active duty or has been notified of an 
impending call to covered active duty status in the Armed Forces. 

 
In general, a serious health condition is one that requires inpatient care or continuing treatment 
by a healthcare practitioner.  Not all conditions are covered; if an employee has questions about 
what qualifies as a serious health condition, contact Human Resources. 
 
Eligible employees may take up to twelve (12) weeks of unpaid leave in a calendar year period 
for any of the above purposes.  Eligible employees may request intermittent or reduced schedule 
leave when medically necessary due to the serious health condition of a covered family member 
or the employee, or the serious injury or illness of a covered service member.  Eligible employees 
may also take FMLA leave on an intermittent or reduced schedule leave when necessary 
because of a qualifying military exigency. 
 
A parent who takes leave to care for a newborn, newly adopted child, or recently placed foster 
child must complete this leave within a year after the birth, adoption, or placement.  Employees 
are required to give notice at least thirty (30) days in advance of their need for family and medical 
leave if their need for leave is foreseeable.  If an employee fails to do so, the leave may be 
delayed.  In emergencies and unexpected situations, employees must give as much notice as is 
practicable under the circumstances.  Leave should be requested by the employee in writing 
using both the BRC Leave Request form and a Physician Certification Form. 
 
When an employee returns from leave, they have the right to return to their former position or an 
equivalent position.  Employees have no greater right to reinstatement than would have had been 
available if they had not been on leave.  If their position is eliminated for any reason unrelated to 
their leave, the employee has no right to reinstatement, BRC may not be obligated to reinstate 
key employees – that is, those among the highest-paid (top 10%) of the BRC workforce if holding 
the job open during the leave would cause BRC substantial economic harm.  If BRC classifies an 
employee under this definition, they will be notified soon after the leave is requested. 
 
BRC may ask employees who take leave for their own serious health condition or to care for a 
spouse, parent, or child with a serious health condition to provide a doctor’s form certifying the 
need for leave.  BRC also has the right to seek clarification, a second opinion, and/or periodic re-
certifications.  BRC requires employees who take leave for their own serious health condition to 
provide a fitness-for-duty report form their doctor before they return to work.  BRC may also ask 
employees who take leave to care for a family member with a serious health condition or care for 
a new child to provide documentation or certification of their relationship. 
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Upon request, the first time employees seeking leave due to qualifying exigencies arising out of 
the active duty or call to active duty status of covered military members, BRC may require 
employees to provide: (1) a copy of the covered military member’s active duty orders or other 
documentation issued by the military indicated the covered military member is on active duty or 
called to active duty status and the dates of the covered military member’s active duty service; 
and (2) a certification from the employee setting forth information concerning the nature of the 
qualifying exigency for which leave is requested.  Employees shall provide a copy of new active 
duty orders or other documentation issued by the military for leave arising out of qualifying 
exigencies arising out of a different active duty or call to active duty status of the same or a 
different covered military member. 
 
If already enrolled, employee health insurance benefits will continue during the leave.  The 
employee on leave will be responsible for paying any portion of the premium ordinarily paid while 
working, and they must make arrangements to make these payments while on leave.  Employees 
who do not return from family and medical leave may be required to reimburse BRC for any 
premiums paid on the employees’ behalf during the leave. 

6:4:1 Additional Military Family Leave Entitlement (Injured Service Member Leave) 
In addition to the basic FMLA leave entitlement discussed above, an eligible employee 
who is the spouse, son, daughter, parent, or next of kin of a covered servicemember is 
entitled to take up to twenty-six (26) weeks of leave during a single twelve (12) month 
period to care for the service member with a serious injury or illness.  Leave to care for a 
servicemember shall only be available during a single twelve (12) month period and, 
when combined with other FMLA-qualifying leave, may not exceed twenty-six (26) weeks 
during the single twelve (12) month period.  The single twelve (12) month period begins 
on the first day of an eligible employee takes leave to care for the injured service 
member.  A covered servicemember is a member of the Armed Forces, including a 
member of the National Guard or Reserves, who is undergoing medical treatment, 
recuperation, or therapy, is otherwise in outpatient status, or is on the temporary retired 
list, for a serious injury or illness. 

6:4:2 State Family Medical Leave Laws 
The FMLA does not supersede any state or local law that provides greater or different 
leave rights.  FMLA leave runs concurrently with any other leave as permitted by law.  
Employees should review the bulletin boards at their work locations to ascertain their 
rights under state law, and they may contact Human Resources with any questions 
relating to specific State Leave Regulations.  Depending on the location where the 
employee works and on various other eligibility criteria, an employee may also be eligible 
for leave under current state statutes covering their permanent work location.  Please 
contact Human Resources for more about eligibility to take leave pursuant to these laws. 

6:5 Parental Leave and Pregnancy Related Absences 
If you qualify for leave rights protected under FMLA and applicable state laws after the birth of a 
child, BRC also provides each full-time parent employee forty (40) additional hours of paid 
vacation time to use in the twelve (12) months following the birth or adoption of a new child.  
Further, BRC will not discriminate against any employee who requests an excused absence for 
medical disabilities associated with pregnancy.  Such leave requests will be evaluated according 
to the medical leave policy provisions outlined in this Employee Handbook and all applicable 
federal and state laws.  Requests for time off associated with pregnancy and/or childbirth, such 
as bonding with child, that are not related to medical disabilities for those conditions will be 
considered in the same manner as other requests for unpaid family or personal leave. 
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6:6 Time Off for School Activities 
Employees whose children have not yet graduated from high school may take up to 16 hours of 
unpaid leave for school activities each year.  This time may be used to attend school conferences 
and school-related activities that cannot be scheduled during non-work hours.  If the conference 
or activity can be scheduled in advance, the employer is entitled to receive reasonable notice of 
the need to be away from work.  This leave is generally unpaid; however, employees may use 
accrued PTO leave to be paid for this time off. 

6:7 Bereavement Leave 
BRC will allow for up to three (3) paid days of leave for full-time employees, whether regular 
hourly or field employees, who have lost an immediate family member (defined as only the 
employee's child, spouse, parent, or sibling) to attend the funeral. Bereavement leave must be 
approved by the employee’s immediate supervisor and only after successful completion of the 
new hire probationary period. Dishonest use or abuse of this policy may result in discipline, up to 
and including termination, and/or revocation of this leave benefit. 

6:8 Military Leave 
BRC supports those who serve in the Armed Forces.  In keeping with this commitment, and in 
accordance with USERRA and other applicable state and federal laws, employees who must be 
absent from work for military service are entitled to take a military leave of absence.  This leave 
will be unpaid.  When an employee’s military leave ends, that employee will be reinstated to the 
position he or she formerly held, or to a comparable position, as long as the employee meets the 
requirements of federal and state law.  Employees who are called to military service must tell their 
immediate supervisor as soon as possible that they will need to take military leave.  For 
information about continuing insurance coverage during and reinstatement after Military Leave, 
please contact Human Resources. 

6:9 Time Off to Vote 
BRC encourages employees to exercise their right to vote.  If an employee’s work schedule and 
polling location will make it difficult for the employee to get to the polls before they close (usually 
at 8:00pm), They may be entitled to take sufficient time off work at the beginning or end of their 
shift as necessary to cast a ballot.  This time will be paid time if Employees who take time off to 
vote and supply their immediate supervisor with proof that they voted. Employees who finish their 
work shift between 3:30 and 5:00 pm are expected to be able to make it to a polling place with 
sufficient time to vote. 

6:10 Jury Duty 
If an employee is called for jury duty, they are entitled to take time off, as necessary, to fulfill their 
jury obligations.  This leave will be unpaid.  No employee will face discipline or retaliation for jury 
service.  Employees must immediately inform their immediate supervisor and Human Resources 
when they receive a jury duty summons.  If the employee is chosen to sit on a jury, they must 
inform their immediate supervisor how long the trial is expected to last.  They must also check in 
with their immediate supervisor periodically during jury service so BRC knows the employee’s 
expected date of return to work.  On any day when jury service ends before the end of the usual 
workday, the employee must check in with their immediate supervisor to find out whether they 
need to return to work for that day. 

6:11 General Leave of Absence 
An employee who is ineligible for leave under the Family and Medical Leave Act or other state or 
federal legislation, or who has exhausted his/her FMLA leave, may be granted an unpaid general 
leave of absence.  This leave is based upon BRC senior management discretion.  If granted, it 
shall be without pay and will be limited to a maximum period of six (6) weeks, although requests 
for longer leaves will be considered if the time off is requested for medical reasons.  An employee 
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must contact Human Resources to obtain a BRC Leave Request form.  This form must be 
completed and indicate the date of leave commencement, the probable duration and information 
regarding the reason for the request.  When an unplanned situation occurs that does not permit 
the employee to provide an advanced notice, the employee must notify their immediate 
supervisor and Human Resources within two working days of absence.  Failure to notify within 
that time frame will be considered voluntary termination in accordance with the Scheduled Hours 
of Work policy unless the employee provides documentation of the physical inability by the 
employee and/or his or her family to provide such notification.  Holiday benefits are not available 
during an unpaid general leave of absence and may not be utilized to extend the length of the 
leave.  Any Paid Time Off must be exhausted prior to the leave being unpaid.  The period of 
unpaid general leave of absence will not be treated as credited service for the purposes of 
eligibility and vesting for certain benefits, and the length of the leave may adjust an employee’s 
pay review if the leave is longer than 30 days.  If an employee is enrolled in any BRC sponsored 
insurance plans, the employee may be required to pay the entire amount of the applicable 
premiums.  Employees who are granted an unpaid general leave of absence should contact the 
Human Resources Department prior to the leave to make arrangement for prepayment of their 
premiums for the plan.  Although efforts will be made to return an employee to his/her former 
position or a similar position upon return from an unpaid general leave of absence, the employee 
may be terminated if BRC determines that an appropriate position is not available at the end of 
the leave. 

6:12 Other Protected Leave 
The Company will provide eligible employees with any other leave required by federal, state, or 
local law.  Any leaves will run concurrently to the greatest extent possible. 
 
If you have any questions, please do not hesitate to contact Human Resources. 

SECTION 7: Company Property 
7:1 Company Vehicles 
Use of BRC vehicles is governed by a separate appendix and is restricted to certain employees. 
See Appendix B for full policy regarding Company Vehicles. 

7:2 Company Credit Cards 

Use of BRC credit card is governed by a separate appendix and is restricted to certain 
employees. 
See Appendix C for full policy regarding Company Credit Cards. 

7:3 Equipment 
BRC has invested a great deal of money in the property and equipment used to perform BRC 
business.  BRC requires all employees to take care of company property and to report any 
problems to their immediate supervisor.  If a piece of equipment is unsafe for its use, please 
report it immediately.  BRC does not allow personal use of company equipment or property 
unless specifically authorized in this Employee Handbook.  Inappropriate use of company 
property and/or failure to report problems or unsafe conditions may result in disciplinary action, up 
to and including termination.  For information on employee use of computers, the Internet, and 
software, see Section 8 of this Employee Handbook. 



 
Building Restoration Corporation 
Employee Handbook 
1298441.v1 Revised –March 2, 2021 

24 

SECTION 8: Technology 
8:1 Computer and Internet Usage 
BRC has made a large investment in computer equipment, software, cellular Devices and more. 
As such, BRC owns the rights to all data stored on the Device.  Occasional personal use of 
Internet by Employees is permitted but shall not conflict with BRC’s primary business purpose or 
violate any applicable laws and regulations.  Excessive personal use of the Internet can reduce 
company productivity and be distracting to others.  BRC reserves the right to use Internet content 
filtering that may restrict access to sites that are not deemed necessary for business purposes. 
Requests for access-restricted sites can be forwarded to the Information Technology Department 
for review and implementation as appropriate.   
 
At any time and without prior notice, BRC management reserves the right to examine e-mail, 
personal file directories, contact lists and other information stored on BRC owned Devices.  This 
examination helps to ensure compliance with internal policies, supports the performance of 
internal investigations, and manages all information systems. As such, the IT Director and/or 
President may monitor Usage. Use of the Internet constitutes acceptance of such monitoring. 
Employees should not expect that the use of the Internet will be private (including, but not limited 
to, the sites visited, the amount of time spent online, and the communications which occur).  
 
This policy should be read and interpreted in conjunction with all other BRC policies including but 
not limited to policies prohibiting harassment, discrimination, offensive conduct, or inappropriate 
behavior.  Employees are prohibited from accessing the Internet for any unethical purposes, 
including, but not limited to, external business or profit-making activities, pornography, violence, 
gambling, racism, harassment, or any illegal activity. Employees must abide by all federal and 
state laws with regard to information sent through the Internet. In general, employees should 
exercise professionalism, tact, and forethought in drafting and transmitting messages over the 
Internet and should assume that their message will be saved and reviewed by someone other 
than the intended recipients.   

8:2 Phones and Electronic Communication 
BRC has made a large investment in cellular devices and owns the rights to all data stored on the 
Devices.  BRC recognizes that occasionally it is necessary for employees to make or receive 
personal telephone calls during working hours, whether on their personal phones, the BRC phone 
system and/or via a company issued mobile Device (e.g. smartphone or tablet).  Employees 
should restrict their personal telephone usage to emergency situations. Employees may not 
charge personal long-distance calls to the company. Employees are responsible for the cost of 
any data and voice overage charges after two non-consecutive monthly warnings, and or 
overages from personal use. Excessive personal telephone usage or charges may result in 
progressive discipline and or forfeiture of Device. 

8:3 Software 
It is BRC’s policy to use licensed software in accordance with the terms of its license agreement.  
Violating a license agreement is not only unethical, it is also illegal and can subject the company 
to avoidable legal and financial risk.  BRC may audit company owned computers and mobile 
Devices and any time to ensure compliance with this policy. To help BRC adhere to this policy, 
employees may not do any of the following without the permission of the IT Department: 
 

● Make a copy of any company software program, for any reason 

● Install company software program on a home computer 

● Install a personal software program (that is, software owned by the employee) on any 
company computer  

● Download any software program from the Internet to a company computer 
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8:4 Social Media 
Social media can be a fun and rewarding way to share life experience and opinions with family, 
friends, and co-workers around the world.  However, use of social media presents certain risks 
and carries with it certain responsibilities.  Social media includes all means of communicating or 
posting information or content of any sort on the Internet, including web logs or blogs, journals or 
diaries, personal websites, social networks or affinity web sites, web bulletin boards or chat 
rooms, whether or not associated or affiliated with BRC, as well as any other form of electronic 
communication. The same principles and guidelines found in BRC policies apply to an 
employee’s activities online.  Ultimately, each employee is solely responsible for what they post 
online.  Keep in mind that any conduct that adversely affects job performance and performance of 
fellow employee or otherwise adversely affect customers, suppliers, people who work on behalf of 
BRC or BRC’s legitimate business interests may result in disciplinary action up to and including 
termination.  To assist in making responsible decisions about the use of social media, BRC has 
established these guidelines for appropriate use of social media: 
 

● Refrain from using social media while on work time, unless it is work-related as 

authorized by an immediate supervisor.  Do not use BRC e-mail addresses to register on 
social networks, blogs, or other online tools utilized for personal use. 

● Do not post inappropriate content.  Inappropriate postings include discriminatory remarks, 
harassment, and threats of violence or similar inappropriate or unlawful conduct. Posting 
inappropriate content will not be tolerated and may be subject to disciplinary action up to 
and including termination. 

● Always be fair and courteous to fellow employees, customers, members, suppliers, or 
people who work on behalf of BRC.  If an employee decides 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, 
fellow employees, 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. 

● Maintain the confidentiality of BRC trade secrets and private or confidential information.  

Trade secrets may include information regarding the development of systems, processes, 
products, know-how and technology.  Do not post internal reports, policies, procedures or 
other initial business-related confidential information. 

● Do not create a link from a personal blog, website or other social networking site to a 
BRC website without identifying as a BRC Employee. 

● Express only personal opinions.  No employee should represent themselves as a 
spokesperson for BRC unless authorized to do so as part of their work duties.  If BRC is 
the subject of any content created, be clear and open about the fact that the views 
expressed do not represent those of BRC, fellow employees, customers, suppliers, or 
people working on behalf of BRC.  If an employee does publish a blog or post online 
related to the work performed at or subjects associated with BRC, make it clear that the 
views expressed are not speaking on behalf of BRC. 

8:5 Remote Access 

Remote access to BRC data/networks is governed by a separate appendix and is restricted to 
certain employees on an “as needed” basis. 
See Appendix E for full policy regarding End User Remote Access.  
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SECTION 9: Job Performance & Codes of Conduct 
9:1 Performance Expectations 
Each and every employee contributes to the success or failure of BRC.  If one employee allows 
performance and productivity to slip, then co-workers might follow suit and the company also 
suffer.  BRC expects everyone to perform to the highest level possible.  Poor job performance 
can lead to discipline, up to and including termination.  Employees’ performance is vital to the 
success of BRC; therefore, the company will conduct annual reviews of individual employee 
performance.  BRC hopes that through these reviews employees will learn what is expected of 
them, as well as share what they expect of their employer and management. 

9:2 Attendance for Employees 
Punctual and regular attendance is an essential responsibility of each employee at BRC, whether 
hourly or salaried.  Any tardiness or unplanned absence causes difficulties for fellow employees 
and managers who rely on your being at work doing your job. 
 
All employees are expected to report to work as scheduled, be on time, and be prepared to start 
their work.  Employees are also expected to remain at work for their entire work shift if weather 
permits.  Late arrival, early departure, or other absences from scheduled hours are disruptive.  
Employees who are unable to be at work on time or who are unable to work as scheduled must 
notify their supervisor as soon as possible in advance of the tardiness or absence via telephone, 
email, text, or other means.  Tardiness and/or poor attendance may lead to disciplinary action, up 
to and including termination of employment at the sole discretion of BRC. 

9:2:1 Absences and Tardiness 
An absence occurs when an employee misses any part of a normal workday.  An 
employee is considered late if he or she reports to work after the scheduled starting time; 
an early departure is when an employee leaves before the scheduled end of their shift.  If 
any employee is scheduled to work overtime and fails to do so, it is also deemed an 
absence. 

9:2:2 Discipline 
Employees with attendance problems, unscheduled absences, or a pattern of tardiness 
may be subject to disciplinary action, up to and including termination.  Employees with a 
pattern of absences, such as routinely calling in sick on Mondays and/or missing work on 
Fridays may also be subject to disciplinary action, up to and including termination. 

9:2:3 No Call/No Show 
Not reporting to work and not calling to report the absence before the employee’s 
schedule start time is a no call/no show and is a serious matter, which may subject the 
employee to disciplinary action, up to and including termination. 

9:2:4 Job Abandonment 
Any employee who fails to report to work without notification to their supervisor for a 
period of three (3) workdays may be considered to have abandoned their job and 
voluntarily resigned from their employment (quit).   

9:3 Professional Conduct 
BRC expects hard work and professionalism from all its employees.  People who work together 
have an impact on each other’s performance, productivity, and their personal satisfaction with 
their jobs.  In addition, how employees act toward customers and suppliers will influence whether 
those relationships are successful for BRC’s future jobs. An employee’s conduct affects many 
people. Therefore, employees are expected to act in a professional manner when they are on 
BRC property or BRC Job Sites, when they are representing BRC at business or social functions, 
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and when they are interacting with BRC co-workers outside of work hours. Employees who act 
unprofessionally may face disciplinary action, up to and including termination. Professional 
conduct includes, at a minimum, the following: 
 

● Follow all of the policies, procedures, and safety rules in this Employee Handbook; 

● Treat all customers, suppliers, co-workers, and management with patience, courtesy, and 

respect; 

● Be helpful and courteous toward customers, suppliers, co-workers, and management; 

● Refrain from rude, offensive, or outrageous behavior; 

● Refrain from threatening, abusive, hostile, or vulgar behavior, language, or jokes; 

● Refrain from dishonesty, theft, or engaging in conflicts of interest (as described in Section 
9:5); 

● Maintain clean and orderly work and communal spaces; and 

● Communicate openly with immediate supervisors and Human Resources when problems 
arise. 

 
Office Staff Dress Code: Building Restoration Corporation expects employees to dress 
appropriately in business casual attire. Potential clients make decisions about the quality of our 
services based on their interactions with you, which makes professional attire essential. It is wise 
to dress better than the competition.   
 
Examples of appropriate business attire include a polo shirt with pressed khaki pants, a sweater 
and a shirt with suit pants, a jacket with skirt or slacks and a blouse or a sweater with a skirt or 
pants. Building Restoration Corporation branded, and approved apparel (excluding PPE apparel) 
is also acceptable for day to day wear in the office. 
 
Jeans, t-shirts, shirts without collars and footwear such as flip-flops, sneakers, and sandals are 
not appropriate for business casual attire. *Jeans without holes or dirty hems may be worn on 
Fridays or to site visits. 
 
Filed staff are to wear cloths appropriate for the job in which they are performing.  Please see the 
BRC Safety Manual for specific details.  
 
Employees who wear attire that does not follow the above guidelines will be dealt with on an 
individual basis, rather than subjecting all employees to a more stringent dress code. 

9:4 Confidentiality 
Information is part of what makes BRC competitive.  During employment with BRC, employees 
will periodically learn proprietary and confidential information, either because the employee helps 
to develop that information or because they need that information to do their job or have access 
to the confidential data and information. It is important for the health of BRC’s business – and for 
the well-being of employees who depend on this business for their livelihood – that the 
information learned through employment at BRC be kept confidential. 
 
During and after employment with BRC, employees are obligated to uphold and protect BRC’s 
proprietary and confidential information.  Specifically, an employee may not disclose or 
communicate any of this information to any competitor or other third party.  An employee may not 
use or refer to any of this information for any purpose, including but not limited to, in the course of 
future employment for themselves or any entity other than BRC. An employee may not remove or 
destroy material concerning any of this information from or on BRC’s premises, except as 
necessary to properly perform services for BRC during employment. This includes any and all 
digital files, such as email, documents, etc. If an employee has any questions concerning whether 
information is considered confidential, please contact an immediate supervisor. Failure to 
maintain confidentiality may result in disciplinary action, up to and including termination. 
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9:5 Conflicts of Interest 
Employees may not engage in any activities or relationships that create either an actual conflict of 
interest or the potential for a conflict of interest. An actual or potential conflict of interest occurs 
when an employee is in a position to influence a decision that may result in a personal gain for 
the employee, or for a relative, as a result of BRC’s business dealings. Although BRC cannot list 
every activity or relationship that would create either an actual or potential conflict of interest, 
examples of activities that violate this policy include the following: 
 

● Working in any capacity for a competitor, a BRC customer or vendor; 

● Owning an interest in a current or potential competitor, customer, or vendor; and/or 

● Using the resources of or position in BRC for personal gain above and beyond earnings 
as an employee. 

 
If an employee is faced with a situation that may cause or appear to cause a conflict of interest 
with BRC, the employee should report the situation to the Company president. BRC expects that 
all employees to be loyal to BRC and will act in the best interest of BRC in all aspects of their 
duties. Failure to avoid potential conflicts of interests may result in disciplinary action, up to and 
including termination. If an employee becomes aware of a conflict of interest by another 
employee they should report the situation to the Company president. 

9:6 Employment of Relatives 
BRC encourages employee referrals and recognizes the value those referrals can bring.  There 
are times, however, when employing relatives is inappropriate and has the potential to adversely 
affect the morale of other employees and to create conflicts of interest for the relatives involved. 
As such, no BRC employee will be allowed to make the decision to hire or supervise any member 
of his or her immediate family. 

9:7 Insubordination 
Employees are expected to perform their work as directed by their supervisor.  Failure to comply 
can be construed as insubordination.  Please contact management or Human Resources if your 
supervisor instructs you to do something that you strongly feel is improper or not in the best 
interests of BRC. Any employee conduct that violates BRC policy or interferes with or adversely 
affects BRC operations and/or business is sufficient grounds for disciplinary action. Disciplinary 
action can range from coaching (verbal or written) to immediate termination. BRC reserves the 
right to alter the order of disciplinary actions, to skip disciplinary steps, to eliminate disciplinary 
steps, or to create new and/or additional steps. 

SECTION 10: Workplace Safety & Environmental Considerations 
10:1 BRC Safety Manual and Workplace Safety 
To assist in providing a safe work environment for employees, customers, and visitors, BRC has 
established workplace safety guidelines, work site updates, departmental updates, and The BRC 
Safety Manual.  The BRC Safety Manual should be the primary resource for information about 
workplace safety, safety policies, and procedures. Failure to abide by BRC’s safety policies and 
procedures may result in disciplinary action, up to and including termination. 

10:2: What to do in an Emergency 
In the case of any emergency, the first priority is safety. Employees should keep themselves safe, 
and if able, alert an immediate supervisor and EMS.  In the case of an accident which results in 
any serious injury, IMMEDIATELY DIAL 911 to alert police and rescue workers of the situation.  
In the case of a fire, exit the building immediately via the nearest exit.  If a fire alarm is triggered, 
or in case of an emergency that requires evacuation of a building, please proceed quickly and 
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calmly to the emergency exits.  BRC will hold fire drills to familiarize everyone with the routes they 
should take from a BRC building.  Remember that every second may count.  Do not return to the 
unsafe workplace to retrieve personal belongings or work-related items.  In the case of conditions 
such as a tornado, take shelter in designated areas. 

10:3 First Report of Injury 
If an employee is injured or becomes ill through work, please inform an immediate supervisor and 
complete a First Report of Injury Report immediately, regardless of how minor the injury or illness 
might be.  First Report of Injury Forms are found in each worksite trailer and in each office 
location, or by contacting either Human Resources or the Safety Director. 

10:4 Violence in the Workplace 
BRC will not tolerate violence in the workplace.  Violence may include, but is not limited to, 
physical altercations, coercion, pushing, shoving, horseplay, intimidation, stalking, and threats of 
violence.  Any comments about violence will be taken seriously and may result in termination.  
Please do not joke or make offhand remarks about violence.  Verbal or physical fighting among 
employees is absolutely prohibited.  Employees shall not engage in, provoke, or encourage a 
fight.  Those who violate this policy may be disciplined, up to and including termination. If a 
violent incident is observed or an incident or threat of violence that is immediate and/or serious is 
perceived, IMMEDIATELY DIAL 911 and report it to the police. 

10:5 Smoking (Edited) 
For the health, comfort, and safety of employees, compliance with state law, and the flammable 
nature of some of the products used in the field, smoking or tobacco usage is not allowed in BRC 
offices, trailers, on scaffolding, lifts, in company owned vehicles, or jobsites.  BRC encourages 
those who wish to pursue smoking cessation.  If any employee is interested in accessing a 
smoking cessation program, they may contact Human Resources. Employees may smoke 
outside in designated areas during breaks. When smoking or otherwise using 
tobacco or similar products outside, do not leave cigarette butts or other traces of 
litter or tobacco use on the ground or anywhere else. No additional breaks 
beyond those allowed under the Company’s break policy may be taken for the 
purpose of using tobacco or similar products. Dispose of any litter properly in the 
receptacles provided for that purpose. 

10:6 Controlled Substances and Alcohol Use Policy 
BRC is committed to providing a safe, comfortable, and productive work environment for its 
employees.  BRC recognizes that employees who abuse drugs or alcohol at work, or who appear 
at work under the influence of alcohol or drugs, harm both themselves, the work environment, 
and the reputation of BRC.  As a result, the following is prohibited: 
 

● Appearing at work under the influence of alcohol or illegal drugs; 

● Using alcohol or illegal drugs on BRC property or a BRC worksite; and  

● Possessing, buying, selling, or distributing illegal drugs while conducting BRC business. 

 
Illegal drug use includes more than just outlawed drugs such as marijuana, cocaine, meth, speed, 
LSD, opioids or heroin.  It also includes the misuse or abuse of otherwise legal prescription and 
over-the-counter drugs.  If an employee has legally obtained a prescription for a controlled 
substance that may impair their judgment and or ability to perform their job, said employee must 
notify their supervisor to explain their prescription restrictions.  This policy covers time when 
employees are on-call but not working and time when employees are driving company vehicles or 
using company equipment.  Employees who violate this policy may face disciplinary action, up to 
and including termination.  For further information, see the BRC Company Drug and Alcohol 
Abuse Testing Policy on Appendix D. 
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10:7 OSHA Inspectors on the Jobsite 
Occasionally an OSHA inspector may appear on a BRC jobsite.  BRC has taken a hard stance on 
OSHA randomly appearing on the jobsite and we require all field personnel to immediately direct 
them to the BRC Safety Coordinator or BRC President and deny any immediate access to the 
jobsite until a warrant is obtained and presented.  Upon that you are not required to converse with 
any inspector or allow any sort of continued inspection of the jobsite.   
 
Remember, immediately following an OSHA inspector arriving on site to notify the BRC 
President, Director of Operations and the BRC Safety Coordinator.  

SECTION 11: Personnel Records and Separations 
11:1 Employee Personnel File 
BRC maintains a personnel file for each employee.  The purpose of this file is to allow BRC to 
make decisions and take actions that are personally important to each employee, including 
notifying family members in case of an emergency, calculating income tax deductions and 
withholdings, etc.  Because the information in each personnel file is by its nature personal, these 
files are kept as confidential as possible.  Access to employee personnel files is allowed only on a 
need-to-know basis.  If an employee would like to review their personnel file, they may do so by 
written request with 7 days advance notice. Unless otherwise required by applicable law, BRC will 
grant a request for access to an employee’s own personnel file once every six months or twice 
per calendar year. 

11:2 Personnel Data Changes 
It is the responsibility of each employee to promptly notify BRC of any changes to personnel data. 
This can be done via the self-service BRC Employee portal on the company website, or through 
completion of the proper change forms. Verbal notification will not be accepted.  Personal mailing 
addresses, telephone numbers, names of dependents, individuals to be contacted in the event of 
an emergency, banks routing numbers, educational accomplishments, and other such status 
reports should be accurate and current at all times.  If any personal data has changed, please 
notify Human Resources, and complete an updated Employee Information Forms (available from 
Human Resources). 
 
BRC is expanding the Employee Portal on the company website to assist with updating personal 
data changes.  It is the employee’s responsibility to make sure BRC has your most up to date 
information.  BRC will also be sending out surveys on a periodic basis to gather accurate data 
and to remind employees to update their data on the employee portal.  

11:3 Medical Records 
Due to the particularly sensitive nature of an employee’s medical records all records, both digital 
or hard copies are held in either a secure server or under lock and key with BRC Human 
Resources to protect the confidentiality of employees and the privacy of the information contained 
in them.  If you have any questions, please reach out to the Human Resources Department for 
further details.  

11:4 Employment Separations 
Given the at-will nature of employment at BRC, at some point an employee may leave the 
company for one reason or another.  Resignation is a voluntary act initiated by the employee to 
terminate employment with BRC.  BRC requests at least two (2) weeks written resignation notice 
from all employees.  Employees who resign from their employment will receive their final 
paycheck on the next regular payday following their last week of work.  Generally, employees 
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who separate from BRC through involuntary termination will receive their final paycheck on the 
next payday following their last week of work. 

11:4:1 Voluntary Termination 
Voluntary termination of employment occurs when an employee informs their manager of 
their retirement or resignation. 

11:4:2 Retirement of Employee 
Employees who wish to retire are asked to notify their manager and Human Resources in 
writing at least one (1) month before the planned retirement date.  All individuals should 
review their retirement options with their financial advisor or a retirement planner prior to 
giving notice. 

11:4:3 Involuntary Termination for Employees 
BRC reserves the right under employment-at-will to terminate an employee when it 
considers the termination to be in the best interests of the company.  Involuntary 
termination may occur for a number of reasons including but not limited to lack of work, 
end of seasonal temperature sensitive work or limited term position, organizational 
restructuring, or for unacceptable performance, personal conduct, and reasons 
specifically listed under the discipline policy. 

 
In some cases, where employees are being terminated for performance reasons, the 
employee may be offered the option to resign in lieu of termination.  Progressive 
disciplinary steps may be used, prior to termination, to correct a performance deficiency 
or behavioral problem.  However, certain types of misconduct are such that one incident 
of misconduct will result in immediate dismissal without prior disciplinary steps.  It is BRC 
policy to ensure that employee terminations are handled in a professional manner with 
minimal disruption to ongoing work functions. 

11:4:4 Health Insurance Continuation for Employees 
All employees who are actively enrolled in BRC’s health, dental, vision, or life insurance 
plans may be eligible to continue those benefits at their own cost after separation of 
employment through COBRA (the Consolidated Omnibus Budget Reconciliation Act).  
For information regarding the termination of health and dental benefits upon separation 
from BRC, contact Human Resources. 

11:5 Return of Property 
Employees are responsible for all BRC property, materials, digital files, and/or written information 
issued to them or in their possession or control.  When employment with BRC ends, employees 
must promptly return all company property and to return it clean and in good repair.  This 
includes, but is not limited to, all manuals and guides, documents, cell phones, tablets, iPads, 
computers, equipment, keys, tools, credit cards, and gas cards.  Digital files, such as company 
email correspondence, files, and other media are also considered company property.  Where 
permitted by applicable laws, BRC may withhold from the employee’s check or final paycheck the 
cost of any items that are not returned when required and/or returned in disrepair.  BRC may also 
take all action deemed appropriate to recover or protect its property. 

11:6 Employment Verification 
Prospective employers, financial institutions, and residential property managers routinely contact 
employers requesting verification of information on former or current employees’ work history and 
salary. All requests for information on current or former employees must be referred to Human 
Resources. 
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Information given by telephone will be limited to public information, which includes dates of 
employment, position title, and current employment status. No information beyond the public 
information listed above will be released without a signed release from the employee.  If you are 
applying for a mortgage or rental and wish the company to provide additional earnings 
information, please make arrangements to sign a release with the Human Resources department. 
 
Representatives of government or law enforcement agencies may be allowed access to file 
information in response to a legal subpoena or court order. Such cases will be handled on an 
individual basis. 

11:7 Providing Employment References 
Current or former employees may ask their manager or work colleagues to serve as a reference 
for future jobs. Any requests of this nature should be submitted in writing by email, fax, or letter 
and is deemed as a written release for the manager or colleague to answer questions.  

SECTION 12: Performance and Development 
12.1 Position Descriptions/Job Duties for Employees 
There are many practical uses for position descriptions, including job evaluation, pay structure, 
performance evaluations, legal compliance, staff planning, employment orientation, training and 
development, and career planning. 
 
A job description is beneficial for every position. A job description is a written statement of the 
main objectives of the position. It describes essential and nonessential functions, job 
qualifications, duties, skills, responsibilities, physical conditions, as well as required education 
and experiences. It also includes information on tools and equipment used and relationships with 
other positions. 
 
Every employee is to review and sign their appropriate job description. The signed job description 
indicates understanding of the elements of the job and becomes a part of the employee's 
personnel file. As a part of the employee’s annual performance evaluation, the 
supervisor/manager and employee will review the job description and make necessary updates to 
be forwarded to Human Resources for final approval. 
 
A manager may require an employee to perform work assignments outside of the duties and 
responsibilities outlined in the job description. In addition, managers may request that an 
employee accept additional responsibilities, work or training, outside regular business hours.  A 
manager may temporarily or indefinitely alter work hours to best meet the needs of BRC. 

12:2 Progressive Discipline Policy for Employees 
The progressive discipline policy is a tool for clear and predictable communications between 
management and employees when disciplinary action is pursued. Occasionally, situations occur 
in the work environment that challenge the spirit of cooperation or result in an unacceptable level 
of job performance. To assist employees in meeting the expectations of BRC, managers provide 
instruction to employees on proper procedure and remind them of appropriate behavior. It is 
expected that in the normal course of manager and employee interaction, adequate and timely 
information about job expectations and regular feedback is provided. 
 
It is the policy of BRC to use a progressive discipline policy tailored to the facts and 
circumstances of each situation to address concerns regarding employee work performance or 
conduct whenever appropriate. Progressive discipline is intended to be a tool to help employees 
understand the expectations for their positions as well as provide a path for improvement.  
Progressive discipline is appropriate when BRC believes that concerns related to performance or 
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conduct can be corrected. The level of discipline will vary depending on various factors, including 
the severity of the problem and the employee’s work record. Some offenses will warrant 
immediate termination of employment. 
 
Prior to initiating the progressive discipline process, managers may address performance issues 
through informal counseling or by utilizing a Performance Improvement Plan (PIP) which outlines 
the areas of concern, sets clear expectations for improvement, and establishes a timeline the 
manager may initiate formal corrective action. Before imposing discipline, managers are expected 
to consult with Human Resources. 
 
When disciplinary action is taken, the employee will be informed of the specified work 
performance deficiency and/or behavior and will be provided constructive feedback, expectations 
for improvement, and additional training where warranted.  An employee receiving disciplinary 
action is expected to correct the deficiency, ask their manager for feedback when needed and 
sustain improvement over time. 
 
There are instances where BRC determines that its business needs or specific circumstances of 
any individual situation requires immediate action by BRC without any form of progressive 
discipline. 
 
The language used in this policy does not create a binding contract. BRC reserves the right to 
vary from the policy at any time based on the specific circumstances and may revise the contents 
of the policy at any time in whole or in part. 

12:3 Levels of Progressive Discipline 
There are three (3) levels of disciplinary actions: verbal warning, written warning, suspension, and 
involuntary termination. In determining the proper course of disciplinary action, BRC may repeat, 
modify, or omit a level of discipline based upon the circumstances of the situation in the BRC’s 
sole discretion. 

Step 1: Verbal Warning: A verbal warning is the typical first step of the disciplinary process. 
Verbal warning refers to a meeting between the supervisor/manager and employee in which 
the employee is told about performance or conduct concerns and warned that they will receive 
additional discipline if the concern is not corrected. The manager should confirm the content of 
the verbal warning in writing form to be submitted to Human Resources for the employee’s 
personnel file.  

Step 2 Written Warning: The written warning is the typical second step of discipline that often 
follows a verbal warning if the concern regarding performance or conduct has not been 
corrected. A written warning is provided in a meeting between the supervisor/manager and 
employee in which the employee is told about a performance or conduct concern and warned 
that they will receive additional discipline if the concern is not corrected. The warning is 
recorded in writing, the employee is given a copy, and the original is placed in the employee’s 
personnel file. If the employee’s opinion differs from their manager, they can write a response 
to the written warning that will be placed in the employee’s personnel file. In addition to the 
Warning BRC Retains the right to reduce the employees’ rate of pay. 

Step 3: Involuntary Termination: If the concern regarding performance or conduct continues 
despite earlier discipline and/or counseling, or if the concern is so serious that the 
supervisor/manager believes that termination is warranted, employment may be terminated. 
This step will be reviewed by the President and Human Resources prior to taking action. 

 
Progressive discipline is not appropriate in every case.  Examples of offenses for which 
progressive discipline may not be appropriate include but are not limited to: 

● Illegal activity, theft, time theft, mishandling or unauthorized removal or destruction of 

confidential or sensitive information. 
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● Dishonesty, or other unethical behavior; 

● Possession or consumption of alcohol on BRC premises or while performing BRC duties 

unless during BRC-sponsored events where alcohol is served.  Use or possession of 
federally designated illegal drugs on BRC premises; 

● Impaired faculties from the consumption or use of alcohol or illegal drugs on BRC 
premises or while performing BRC duties; 

● Blatant disregard for safety regulations; 

● Abuse, neglect, mishandling, destruction, or unauthorized removal or use of BRC 

property; 

● Verbal abuse, including bullying and threats or acts of physical abuse; 

● Sexual or racial harassment or violence; and 

● Arrest or conviction of an illegal act, on or off the job, which adversely affect the job 
performance or BRC’s reputation. 

As an at At-will employer BRC retains the right to circumvent the levels of progressive 
discipline in any and all cases of disciplinary action at the sole discretion of BRC. 
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Appendix A: Building Restoration Corporation 

Handbook Policies Acknowledgement Form 
 
 

By signing this form, I acknowledge that I have received a copy of Building Restoration 
Corporation’s Employee Handbook.  I acknowledge that my employment is governed by 
the policies and guidelines contained in the Employee Handbook, and that it is my 
responsibility to comply with the policies described and referenced therein, as well as 
any subsequent revision to the Employee Handbook or the policies, which may 
supersede, modify, or eliminate existing information, policies, and/or benefits.  I 
understand that Building Restoration Corporation may change, suspend, or revoke the 
policies in the Employee Handbook at any time, with or without notice to me. I 
understand that I can access the Employee Portal on the Company website for the 
current version of this handbook at any time while I am employed. 
 
By signing this form, I acknowledge further that neither the Employee Handbook nor any 
of its contents shall constitute or be construed as a contract of any kind.  I further 
acknowledge that my employment is at-will.  I understand that I have the right to end the 
employment relationship at any time and for any reason, with or without notice, with or 
without cause, and that Building Restoration Corporation has the same right. 
 
I acknowledge that neither Building Restoration Corporation nor I have entered into an 
employment agreement for a specified period of time, that only the Building Restoration 
Corporation President may make any agreement contrary to the at-will policy, and that 
any such agreement must be in writing, signed by myself and, Building Restoration 
Corporation President. 
 
 
 
_____________________________________ 
Employee’s Name (Print) 
 
 
 
____________________________________   ______________________ 
Employee Signature      Date Signed 
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