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IMPORTANT NOTICE  
  
  

 An interesting and challenging experience awaits you as an employee of Hager 
Oil Company, Inc. ("Hager Oil"). To answer some of the questions you may have 
concerning the company and its policies, we have written this handbook. Please 
read it thoroughly and retain it for future reference. The policies stated in this 
handbook are subject to change at the sole discretion of Hager Oil, as are all 
other policies, procedures, benefits, or programs of the Company. From time to 
time, you may receive updated information concerning changes in policy. If you 
have any questions regarding any policies, please ask your supervisor or a 
member of our human resources department for assistance.  
  
 With the exception of the Mandatory Arbitration Agreement, this Guide is 
not a contract, express or implied, guaranteeing employment for any 
specific duration. Although we hope that your employment relationship 
with us will be long term, either you or Hager Oil may terminate this 
relationship at any time, for any reason, with or without cause or notice. 
Please understand that no supervisor, manager, or representative of Hager 
Oil other than the President of the Company has the authority to enter into 
any agreement with you for employment for any specified period or to 
make any promises or commitments contrary to the foregoing. Further, any 
employment agreement entered into by the President shall not be 
enforceable unless it is in writing.  
  
 We wish you the best of luck and success in your position and hope that your 
employment relationship with Hager Oil will be a rewarding experience.  



  
WELCOME TO HAGER OIL COMPANY, INC.  

  
  
  

We are pleased that you have decided to pursue your career here at Hager 
Oil. At Hager Oil you will have many opportunities to increase your knowledge 
and exceed expectations. We believe it is our duty to equip you with the 
necessary tools to help you become successful. You are now part of a team 
that is dedicated to helping Hager Oil become a premier Fuel supplier and 
C-store operator in the Southeast.  
  
We believe that commitment is a two way street. We expect you to continue to 
learn and grow personally and professionally, and in so doing increase your 
value to Hager Oil. However, we also take very seriously our commitment to 
you. We are committed to creating a company that increases in value and 
stature. By doing this we will continue to provide opportunity for development 
and growth.  
  
Hager Oil is a family oriented company and we desire to be a good corporate 
citizen in our community. We encourage you to take the time to be with your 
families and to take advantage of the many local volunteer opportunities.  
  
I am personally very excited about the future here at Hager Oil and am glad 
that you have made the decision to join us in our venture.  
  
Yours truly,  
  

James L Eidson  
  
President  
  



Section 2  
  

EMPLOYMENT POLICIES  
 
  

EQUAL EMPLOYMENT OPPORTUNITY 
  
 Hager Oil Company, Inc. provides equal employment opportunities to all employees and 
applicants for employment without regard to race, color, religion, sex, national origin, age, 
disability, genetic information, or status as a Vietnam-era or special disabled veteran in 
accordance with applicable federal laws. In addition, Hager Oil Company, Inc. complies with 
applicable state and local laws governing nondiscrimination in employment in every location 
in which Hager Oil Company, Inc. has facilities. This policy applies to all terms and 
conditions of employment, including but not limited to hiring, placement, promotion, 
termination, layoff, recall, transfer, leaves of absence, compensation, and training.  
  
Each of us shares in the responsibility of assuring that our policies are effective and apply 
uniformly to everyone. Thus, Hager Oil expects each employee to treat colleagues, 
customers and vendors with respect and sensitivity.  Any employee who engages in a 
violation of this policy will be subject to disciplinary action, up to and including termination of 
employment.   
  
Any employee who wants additional information about Hager Oil's policy against unlawful 
discrimination or has a complaint about unlawful discrimination should contact her/his 
supervisor, a member of the corporate management team or the President of Hager Oil at 
(205) 384-3422.  

  
 

  



NO HARASSMENT POLICY  
  

Hager Oil Company, Inc. (Hager Oil) has adopted a policy of ñzero-toleranceò with respect 
to unlawful employee harassment. In this connection, Hager Oil expressly prohibits any 
form of unlawful employee harassment based on race, color, religion, sex, national origin, 
age, disability, status as a Vietnam-era or special disabled veteran, or status in any group 
protected by state or local law. Improper interference with the ability of Hager Oil's 
employees to perform their expected job duties is not tolerated.  
  
Hager Oil is committed to maintaining a work environment that is free from illegal 
discrimination so that all employees are able to devote their full attention and best efforts to 
the job.  Harassment, either intentional or unintentional, has no place in the work 
environment.  Accordingly, Hager Oil does not authorize and will not tolerate any form of 
harassment of or by any employee (i.e., supervisory or non-supervisory) or non-employee 
based on race, sex, religion, color, national origin, age, disability, or any other factor 
protected by law.  The term "harassment" for all purposes includes, but is not limited to, 
offensive language, jokes, or other verbal, graphic or physical conduct relating to an 
employee's race, sex, religion, color, national origin, age, disability, or other factor protected 
by law which would make the reasonable person experiencing such harassment 
uncomfortable in the work environment or which could interfere with the person's job 
performance.  
  
 SEXUAL HARASSMENT PROHIBITED - No employee, supervisor, manager or other person, 
whether or not employed by Hager Oil, shall engage in sexual or gender-based conduct that 
creates an intimidating, hostile, or offensive work environment.  No supervisor, manager or 
other member of management, regardless of title, shall threaten or suggest that another 
employee's refusal to submit to sexual harassment will adversely affect that person's 
employment, work status, evaluation, wages, advancement, assigned duties, shifts, or any 
other terms or conditions of employment.  Similarly, no supervisor, manager or other 
member of management, regardless of title, shall promise, imply, or grant any preferential 
treatment in return for another employee's acceptance of conduct that is sexually harassing.  
  
 SEXUAL HARASSMENT DEFINED - Sexual harassment may be overt or subtle.  Some 
behavior which is appropriate in a social setting may not be appropriate in the workplace.  
Sexual harassment does not refer to behavior or occasional complements of a socially 
acceptable nature.  It refers to behavior that is sexual or gender-based, not welcome and 
which unreasonably interferes with an individual's job performance or creates a work 
environment that is intimidating, hostile or offensive.  Sexual harassment can occur in a 
wide variety of circumstances that do not involve the persons, actions or results that are 
stereotypically associated with this conduct.  Whether or not a particular action constitutes 
sexual harassment depends on the circumstances surrounding the event.  
  
 EXAMPLES OF SEXUAL HARASSMENT - Because sexual harassment may occur in a variety of 
forms, Hager Oil cannot and will not attempt to provide an exclusive list of conduct that will 
be considered to be sexual harassment.  The following list is provided, however, to identify 
some examples of conduct that may constitute sexual harassment:  



  
 A. Making unwelcome statements of a sexual nature directed at another person or group of 
persons.  Such statements include, but are not limited to: sexual innuendo or sexually 
suggestive comments; sexually oriented kidding, teasing or practical jokes; jokes about 
gender specific traits; foul or obscene language; references to a person's anatomy; catcalls; 
whistles; demeaning name-calling; remarks about intimate details of one's private life or 
sexual preferences; and, if unwelcome, invitations for a meal, drinks, date or other social 
activity.  
  
 B. Posting or otherwise displaying sexually oriented visual or graphic materials such as 
magazines, pictures, photographs, videos, drawings, cartoons, or posters (including 
calendars).  
  
 C. Making obscene gestures, exposing one's genitals or other displays of nudity.  
  
 D. Sending, posting, displaying or otherwise publishing written, typed, or 
computer-generated notes, letters, memos, e-mail or other messages containing sexual or 
obscene words, phrases or graphics.  
  
 E. Initiating unwelcome physical contact with another person such as hugging, kissing, 
pinching, patting, fondling, brushing up against another's body, unnecessary touching, or, in 
some instances, close physical positioning.  
  
This list does not include all the possible behaviors that could constitute sexual harassment.  
Other behavior, depending on the circumstances of such conduct, might also constitute 
sexual harassment.    
  
 OTHER FORMS OF HARASSMENT PROHIBITED - All Hager Oil employees are entitled to work 
in an atmosphere free of harassment of any kind.  Employees may occasionally make 
statements or display or use words, objects or pictures that others could interpret as being 
insulting, derogatory, or slurs towards persons based upon their race, color, national origin, 
religion, sex, age, or disability.  Such conduct may make a reasonable person 
uncomfortable in the work environment or could interfere with an employee's ability to 
perform his job.  Comments or actions of this type, even if intended as a joking matter 
among friends, are always inappropriate in the workplace and will not be tolerated.  No 
supervisor, manager or other member of management should participate in such behavior 
and must take immediate action, including discipline up to and including discharge, if 
necessary, to stop others who are known or suspected of being involved in such conduct.  
  
 HOW TO REPORT INSTANCES OF HARASSMENT - Hager Oil cannot resolve matters that are 
not brought to its attention.  Any employee, regardless of position, who has a complaint of 
or who witnesses harassment at work by anyone, including supervisors, managers, 
employees or even non-employees, has a responsibility to immediately bring the matter to 
Hager Oilôs attention.  A complaint may be made orally or in writing.  A written report may 
be submitted in a letter or memo that fully describes the employee's harassment complaint.  



  
Employees may bring their complaint of or observation of harassment to their supervisor or 
manager.  If an employee is uncomfortable discussing the matter with these individuals, or 
if the complaint or observation of harassment involves someone in the employee's direct 
line of command, the employee is urged to go to the president or another company 
manager or the employee may contact a Human Resource Representative at 205.701.2633 
at any time.  
  
 HOW THE COMPANY WILL INVESTIGATE COMPLAINTS - Hager Oil will thoroughly and promptly 
investigate all claims of harassment.  The company will meet with the complaining 
employee to discuss the results of the investigation and, where appropriate, review the 
proposed resolution of the matter.  
  
Complaints of harassment will be kept as confidential as possible.  Information will be 
released on a "need to know" basis only and no employee will be subjected to retaliation by 
Hager Oil because he or she has reported what he or she believes to be an incident of 
harassment.  
  

CORRECTIVE ACTION - If an investigation confirms that harassment has occurred, the 
company will take prompt corrective action, up to and including termination of the harasser's 
employment.  Claims of assault or the threat of assault, if proven, will result of dismissal of 
the harasser.  
  
Hager Oil prohibits any form of retaliation against any employee for filing a bona fide 
complaint under this policy or for assisting in a complaint investigation. However, if, after 
investigating any complaint of harassment or unlawful discrimination, Hager Oil determines 
that the complaint is not bona fide and was not made in good faith or that an employee has 
provided false information regarding the complaint, disciplinary action may be taken against 
the individual who filed the complaint or who gave the false information.  
  
 OUR COMMITMENT TO AN EFFECTIVE NO HARASSMENT POLICY - Finally, if you feel that the 
company has not met its obligations under the policy, you should contact the President of 
Hager Oil Company, Inc. at (205) 384-3422.  
  
An effective No Harassment Policy depends on all of us, working together, to 
address this very important subject.  

  
    

SUBSTANCE ABUSE POLICY 
  
 Hager Oil is concerned about its employees' and visitors' safety.  As part of Hager Oil's 
employment procedures, an applicant may be required to undergo a drug and/or alcohol 
screening.  Any offer of employment that an applicant receives from Hager Oil is contingent 
upon, among other things, satisfactory completion of this screening.  
  
 As a condition of continued employment, employees may also be required to undergo 
periodic alcohol and drug screenings, at times specified by Hager Oil and to submit to a 
drug and alcohol test in the event of an on-the-job accident that requires professional 
attention or results in lost time.  A positive test will result in disciplinary action up to and 
including termination and may impact your ability to receive Worker's Compensation 



benefits. All company-required alcohol and drug screenings are paid in full by Hager Oil.  
Operators of company vehicles will comply with all federal 
and state qualification requirements.  
  
 If you are coping with a substance abuse problem personally 
or with a family member, you can obtain assistance about 
drugs and alcohol from the Substance Abuse and Mental 
Health Services Administration (SAMSHA) at www.samsha.gov or 1-800-662-4357.  
  
 Questions about alcohol and drug screenings should be directed to your supervisor or 
Human Resource Representative.  
  
  

EMPLOYMENT OF RELATIVES 
  
 Hager Oil permits the employment of qualified relatives of employees and uses its 
reasonable efforts to ensure that assignments do not create actual conflicts of interest. For 
purposes of this policy, "relative" is a spouse, child, parent, sibling, grandparent, grandchild, 
aunt, uncle, first cousin, or corresponding in-law or "step" relation. Hager Oil will exercise 
sound business judgment in the placement of related employees.  :  
  
Å Individuals who are related by blood or marriage are permitted to work at Hager Oil and 
typically they are assigned positions that do not require direct reporting or 
supervisory/management relationships.     
  
Å No relatives are permitted to work or to continue to work in the same department or in any 
other positions in which Hager Oil believes an inherent conflict of interest may exist.  
  
Å Employees who marry while employed are treated in accordance with these guidelines.   

 

 

http://www.samsha.gov/


 Å In addition, Hager Oil recognizes that at times, employees and their ñclose friends,ò 
ñdomestic partners,ò of ñsignificant othersò may be assigned to positions that create a 
coworker or supervisor-subordinate relationship. Hager Oil will, in its discretion, exercise 
sound judgment with respect to the placement of employees in these situations in order to 
avoid the creation of a conflict or the appearance of a conflict of interest, avoid favoritism or 
the appearance of favoritism, and decrease the likelihood of sexual harassment in the 
workplace.  
  
 This policy applies to all categories of employment at Hager Oil, including regular, 
temporary, and part-time classifications.  
  
   

ORIENTATION PROGRAM 
  
 During your first few days of employment, you will participate in an orientation program 
conducted by various members of the company.  During this program, you will receive 
important information regarding the performance requirements of 
your position, basic Hager Oil policies, your compensation and 
benefits programs, plus other information necessary to acquaint 
you with your job and Hager Oil. You will also be asked to complete 
all necessary paperwork at this time, such as medical benefits plan 
enrollment forms, beneficiary designation forms, and appropriate 
federal, state, and local tax forms. At this time, you will be required 
to present Hager Oil with information establishing your identity and 
your eligibility to work in the United States in accordance with 
applicable federal and state laws if you have not already done so.  
  
 Please use this orientation program to familiarize yourself with Hager Oil and our policies 
and benefits. We encourage you to ask any questions you may have during this program so 
that you will understand all the guidelines that affect and define your employment 
relationship with us.  
  
   

PERSONNEL FILES 
  
 Hager Oil maintains personnel files on each employee. These files contain documentation 
regarding all aspects of the employee's tenure with Hager Oil, such as performance 
appraisals, beneficiary designation forms, disciplinary warning notices, and letters of 

commendation. You may review your personnel file by 
appointment but no electronic copying is permitted. If you 
are interested in reviewing your file, contact the Human 
Resource Department to schedule an appointment.  
  

 

 



 To ensure that your personnel file is up-to-date at all times, notify your supervisor or the 
Human Resource Department of any changes in your name, telephone number, home 
address, marital status, number of dependents, beneficiary designations, scholastic 
achievements, the individuals to notify in case of an emergency, and so forth.  
  
  

INDIVIDUALS WITH DISABILITIES 
  
 Hager Oil complies with the Americans with Disabilities Act and 
applicable state and local laws providing for nondiscrimination in 
employment against qualified individuals with disabilities. Hager Oil also 
provides reasonable accommodation for such individuals in accordance 
with these laws. In this connection, Hager Oil has established an 
accommodation assessment committee (AAC) that evaluates the 
feasibility of requested accommodations in light of the ADA's guidelines, 
determines whether such accommodations will create an undue 
hardship on Hager Oil, and establishes a corporate budget for 
accommodations. It is Hager Oil's policy to, without limitation:  
   
1. Ensure that qualified individuals with disabilities are treated in a nondiscriminatory 

manner in the pre-employment process and that employees with disabilities are 
treated in a nondiscriminatory manner in all terms, conditions, and privileges of 
employment.  

  
2. Administer medical examinations to employees only when justified by business necessity  
  
3. Keep all medical-related information confidential in accordance with the requirements of 

the ADA and retain such information in separate confidential files.  
  
4. Provide applicants and employees with disabilities with reasonable accommodation, 

except where such an accommodation would create an undue hardship on Hager 
Oil.  

  
5. Notify individuals with disabilities that Hager Oil provides reasonable accommodation to      

qualified individuals with disabilities, by including this policy in Hager Oil's employee 
handbook and in its corporate policies and procedures manual and by conspicuously 
posting the Equal Employment Opportunity Commission's poster on not 
discriminating against individuals with disabilities and other protected groups  

   
Procedure for Requesting an Accommodation  

  
 Qualified individuals with disabilities may make requests for reasonable accommodation to 
Hager Oil's Human Resource Department. On receipt of an accommodation request, the 
Human Resource Department will meet with the requesting individual to discuss and identify 
the precise limitations resulting from the disability and the potential accommodation that 
Hager Oil might make to help overcome those limitations.  

 



  The Human Resource Department, in conjunction with the Secretary of Hager Oil and, if 
necessary, appropriate management representatives identified as having a need to know 
(e.g., the individual's supervisor) will determine the feasibility of the requested 
accommodation, considering various factors, including, but not limited to, the nature and 
cost of the accommodation, the availability of tax credits and deductions, outside funding, 
the facility's overall financial resources and organization, and the accommodation's impact 
on the operation of the facility, including its impact on the ability of other employees to 
perform their duties and on the facility's ability to conduct business.  
  
 The Human Resource Department will inform the employee of Hager Oil's decision on the 
accommodation request or on how to make the accommodation.  If the accommodation 
request is denied, employees will be advised of their right to appeal Hager Oil's decision to 
the AAC by submitting a written statement to the Human Resource Department along with 
the reasons for the request.  
  
 The AAC will review all employee appeals. After reviewing an employee's appeal, the AAC 
will notify the Human Resource Department of its decision. The Human Resource 
Department will then inform the employee of the AAC's decision, which will be final.  
  
 The Human Resource Department maintains a list of the current members of the AAC.  



  

SECTION 3  
  

COMPENSATION POLICIES  
  

 
  
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CLASSIFICATIONS OF EMPLOYMENT 
  
 
 
 For purposes of salary administration and eligibility for overtime payments and employee 
benefits, Hager Oil classifies its employees and other workers as follows:  
  
Å Introductory Period employees.  All employees are on a 90 day trial period starting on 
their date of hire and normally ending at the completion of their third month of employment, 
unless extended.  This period allows your supervisor to observe your performance and 
progress and allows you to learn about the Company and the opportunities that are 
provided.  At the end of this period, your performance will be reviewed and your status 
changed.  Once you become a regular, full-time employee, you will be eligible for benefits.  
   
Å Full time regular employees. Employees regularly scheduled to work forty or more hours 
per week.  Such employees may be "exempt" or "nonexempt" as defined below.  
  
Å Part-time regular employees. Employees hired to work fewer than forty hours per week on 
a regular basis. Such employees may be "exempt" or "nonexempt" as defined below.  

  



Å Temporary employees. Employees engaged to work full-time or part-time on Hager Oil's 
payroll with the understanding that their employment will be terminated no later than on 
completion of a specific assignment. (Note that a temporary employee may be offered and 
may accept a new temporary assignment with Hager Oil and thus still retain temporary 
status.) Such employees may be "exempt" or "nonexempt" as defined below. (Note that 
employees hired from temporary employment agencies for specific assignments are 
employees of the respective agency and not of Hager Oil.)  
  
Å Nonexempt employees. Employees who are required to be paid overtime at the rate of 
time and one half (i.e., one-and-one-half times) their regular rate of pay for all hours worked 
beyond forty hours in a workweek, in accordance with applicable federal wage and law 
hours.  
  
Å Exempt employees. Employees who are not required to be paid overtime, in accordance 
with applicable federal wage and hour laws, for work performed beyond forty hours in a 
workweek. Executives, professional employees, commissioned salespeople, and 
employees in some administrative and Information Systems positions may be exempt.  
  
 You will be informed of your initial employment classification as an exempt or nonexempt 
employee during your orientation session. If you change positions during your employment 
as a result of a promotion, transfer, or otherwise, you will be informed by the Human 
Resources Department of any change in your exemption status.  

  
  

WORK HOURS  
  
 The work week at Hager Oil begins at 12:01 a.m. Thursday and ends at midnight on 
Wednesday.  Office and warehouse hours are typically 6:00 
a.m. to 5:00 p.m., Monday through Friday.  Delivery drivers 
may begin their shifts earlier to avoid traffic congestion but 
should end their day 8 or 10 hours after they begin, including a 
30 minute meal break.  Your work schedule will be given to 
you by your supervisor.  Daily and weekly work schedules 
may be changed from time to time at the discretion of Hager 
Oil to meet the varying conditions of our business. Changes in 
work schedules will be announced as far in advance as 
practicable.    
  
Inclement Weather.  In the event of severe weather conditions, Hager Oil's corporate 
management team will determine whether to close the business for the day or delay the 
opening of a location.  You should call your supervisor for information regarding any 
change in our normal work schedule. You should monitor the news media regarding travel 
conditions, between the hours of 6 a.m. and 7 a.m.    
 

 



 All employees are expected to make every reasonable effort to safely reach the office at 
the appropriate time.  If you are unable to report to work, you must notify your supervisor 
so that arrangements can be made to cover your responsibilities.    

  
  
  

RECORDING WORK HOURS  
  
 It is the policy of Hager Oil to comply with applicable laws that require records to be 
maintained of the hours worked by our employees. To ensure that accurate records are 
kept of the hours you actually work (including overtime where applicable) and to ensure that 
you are paid in a timely manner, you will be required to record your time in the time keeping 
system in use at your worksite.   
  
   

Please ensure that your actual hours worked are recorded accurately. Falsification of 
a time record is a breach of company policy and the bond of trust we expect from our 
associates.  Such behavior will prevent us from continuing our employment relationship.  

  
  

REGULAR PAY PROCEDURES  
  
 All Hager Oil employees are normally paid by check or direct deposit each Thursday. If a 
scheduled payday falls on a holiday, you will usually be paid on the day preceding the 
holiday, if possible. All required deductions, such as for federal, state, and local taxes, and 
all authorized voluntary deductions, such as for voluntary benefits, will be withheld 
automatically from your paychecks.  
   

Employees will receive payment for all hours worked in a period which ends seven 
(7) days before each pay date.  When you receive your paycheck, 
please review it for errors. If you find a mistake, report it to your 
supervisor immediately. Your supervisor will assist you in taking the 
steps necessary to correct the error.  Please retain your copies for 
your records.  Additional copies are available for a fee from our 
payroll processing vendor.   
   

In the event that your paycheck is lost or stolen, please notify your supervisor 
immediately. Your supervisor will, in turn, notify our payroll supervisor who will attempt to 
put a stop-payment notice on your check. If we are able to do so, you will be issued another 
check. Unfortunately, however, Hager Oil is unable to take responsibility for lost or stolen 
paychecks, and if we are unable to stop payment on your check, you alone will be 
responsible for such loss.  

 



  
  

OVERTIME PAY PROCEDURES  
  
 If you are classified as a nonexempt employee (see the classifications of employment 
policy section for the definition of nonexempt employee), you will receive compensation for 
approved overtime work at one-and-one-half times your regular hourly rate of pay for all 
hours actually worked beyond the fortieth hour in any given workweek.  Vacation, Personal, 
or Holiday time cannot be coupled with hours worked to create an overtime situation.  

  
 Your supervisor must approve all overtime before it is incurred and will attempt to provide 
you with reasonable notice when the need for overtime work arises. Please remember, 
however, that advance notice may not always be possible.  
   
   

SALARY ADMINISTRATION PROGRAMS  
  
 To attract and retain outstanding employees, Hager Oil endeavors to pay salaries 
competitive with those paid by other employers in our industry and in our local labor market. 
In line with this objective, Hager Oil monitors its wage scales to ensure that they are kept in 
line with local as well as national economic conditions.  
  
 Your total compensation at Hager Oil consists not only of the salary 
you are paid but also of the various benefits you are offered, such as 
group health and life insurance and your retirement plan.  
  
 Questions regarding our salary administration program or your 
individual salary should be directed to your supervisor or the Human 
Resources Department.  
  
  
  

PERFORMANCE REVIEWS  
  
 To ensure that you perform your job to the best of your abilities, it is important that you be 
recognized for good performance and that you receive appropriate suggestions for 
improvement when necessary. Consistent with this goal, your performance will be evaluated 

by your supervisor on an ongoing basis. You will also 
receive periodic written evaluations of your performance. If 
you are a nonexempt employee (as defined under 
classifications of employment earlier in this section of the 
handbook), such evaluations will normally occur after you 
have been employed for six months and annually thereafter 
in January. In addition, if you are promoted or transferred 
to a new position, your performance will normally be 
evaluated in writing after you have been in your new job for 
six months. Hager Oil endeavors to conduct written 
performance reviews of each exempt employee's 

performance annually.  

 

 



  
 All written performance reviews will be based on your overall performance in relation to 
your job responsibilities and will also take into account your conduct, demeanor, and record 
of attendance and tardiness.  
  
 In addition to the regular performance evaluations described above, special written 
performance evaluations may be conducted by your supervisor at any time to advise you of 
the existence of performance or disciplinary problems.  
  
    



SECTION 4  
  

TIME-OFF BENEFITS  
  
  
  
  

 
  
  
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

FAMILY AND MEDICAL LEAVES OF ABSENCE  
  
PART A. 
 Employees Who Qualify for a Leave Under the Family and Medical Leave   Act of 

1993  
  
Employees who have worked for the Company for at least twelve (12) months and at least 
1,250 hours during the prior twelve (12) months may take up to twelve (12) weeks of unpaid 
Family and Medical Leave (FMLA) during a 12 month period for the following reasons:  
 

¶  Birth of a child of the employee 

¶  Placement of a child into the employee's family by adoption or by a foster care 
arrangements. 

¶  Care of the employee's spouse, child or parent who has a serious health condition  

  



¶  Inability of the employee to perform the functions of the employee's position due to 
a serious health condition. A qualifying exigency arising from the fact that the employee's 
spouse, son, daughter or parent is on (or has been called to) active duty in the Armed 
Forces in support of a contingency operation.  

  
An eligible employee who is the spouse, son, daughter, parent or next of kin of a 

member of the Armed Forces (including a member of the National Guard or National 
Reserves) may take up to twenty-six (26) weeks of unpaid FMLA leave during a single 
twelve (12) month period to care for a covered servicemember who, for a serious injury or 
illness, is undergoing medical treatment, recuperation or therapy, is otherwise in outpatient 
status, or is otherwise on the temporary disability retired list. The injury or illness must be 
incurred in the line of active duty and have the potential to render the servicemember unfit 
to perform the duties of his or her office, grade, rank or rating.  
  

Any FMLA leave taken by an employee during the preceding twelve (12) month period 
will be used to determine the amount of available leave pursuant to the Family and Medical 
Leave Act.  If an employee is eligible for leave to care for a servicemember as well as for 
another FMLA-eligible reason, the total combined leave may not exceed twenty-six (26) 
weeks during that single twelve (12) month period.  

  
The right to family leave for the birth and/or placement of a child into an employee's 

family may only be taken within the twelve (12) month period after the date of the birth or 
placement of the child. In the case of unpaid leave for the birth or placement of a child, 
intermittent leave or working a reduced number of hours is not permitted, unless both the 
employee and the Company agree.  
  

If both spouses are employed by the Company, the combined leave shall not exceed 
twelve (12) weeks, or twenty-six (26) weeks for leave to care for an injured or ill 
servicemember.  
  

For purposes of this policy, a serious health condition means an illness, injury, 
impairment or physical or mental condition that involves:  

¶ any period of incapacity or treatment in connection with or a consequence of 
in-patient care in a hospital, hospice or residential medical care facility or  

¶ any period of incapacity requiring absence from work or other regular daily activities 
for more than three (3) calendar days that also involves:  

¶ continuous treatment by or under the supervision of a healthcare provider  

¶ continuous treatment by or under the supervision of a healthcare provider for a 
chronic long-term health condition that is incurable or so serious that if not treated would 
result in a period of incapacity of more than three (3) calendar days or prenatal care.  

  
 

In the case of unpaid leave for serious health conditions, the leave may be taken 
intermittently or on a reduced-hours basis only if such leave is medically necessary. Where 
an employee requests intermittent leave or leave on a reduced hours basis due to a family 
member's or the employee's own serious health condition, the Company has the option, in 
its sole discretion, to require the employee to transfer to a temporary alternative job for 
which the employee is qualified and that better accommodates the intermittent leave or 
reduced-hours leave than the employee's regular job. The temporary position will have 
equivalent pay and benefits as the employee's regular job.  



  
Employees are required to use their available vacation time during the twelve (12) week 

family leave period, or twenty-six (26) week period in the case of servicemember family 
leave, and available sick days will be used when family leave is taken because of serious 
health conditions.  That portion of the family leave of absence that is vacation time will be 
with pay according to the Company's policies regarding vacation time. The employee will be 
notified immediately in writing that the vacation time will be counted toward the twelve (12) 
weeks of family leave, or twenty-six (26) weeks of servicemember family leave. If written 
notice is not given to the employee by the date of expiration of the leave, the leave will not 
be counted towards the employee's available weeks of family leave if counting it would 
result in harm to the employee.  
  

When the necessity of leave is foreseeable due to the expected birth or placement of a 
child, the employee must provide the Company at least thirty (30) days' notice of the 
employee's intention to take leave. If the date of birth or placement of a child requires the 
employee's leave to begin in less than thirty (30) days from the date of notice to the 
Company, the employee must provide such notice as soon as practical.   

  
Where the necessity for leave is due to a family member's or an employee's own serious 

health condition and is foreseeable based on planned medical treatment, the employee 
must:  
  give at least thirty (30) days' notice, or give notice as soon as practical if treatment 
starts in less than thirty (30) days  
  make a reasonable effort to schedule the treatment so as not to unduly disrupt the 
operation of the Company, subject to the approval of the healthcare provider.  
 
  

When leave due to a qualifying exigency is foreseeable, due to a family member 
being on active duty or due to a notification of an impending call to active duty in support of 
a contingency operation, the employee must give notice as is reasonable and practicable.  
When the need for leave is unforeseeable, the employee must give notice as soon as 
practical and use the usual call-in procedures for reporting an absence.  
  

Any leave request based on a family member's or employee's own serious health 
condition must be supported by certification from a health care provider. The employee 
must provide a copy of the certification to the Company in a timely manner. (Fifteen 
calendar days will be allowed to provide the certification). Certification from the health care 
provider must contain:  

¶ the date the serious health condition began  

¶ the possible duration of the condition  

¶ the appropriate medical facts regarding the condition  

¶ a statement that the employee is needed to provide the care and an estimate of the 
amount of time that will continue, if the leave is based on the care of a spouse, child or 
parent. 



 the date the treatment is expected to be given and the duration of the treatment, in 
the case of intermittent leave or leave on a reduced-hours basis for planned medical 
treatment.  

  
 

Any leave request due to a qualifying exigency must be supported by certification 
showing that the servicemember is on (or has been called to) active duty.  
  

During family leaves of absence, the Company will continue to pay its portion of the 
health insurance premiums and the employee must continue to pay his/her share of the 
premium. Failure of the employee to pay his/her share of the health insurance premium may 
result in loss of coverage. If the employee does not return to work after the expiration of the 
leave, the employee will be required to reimburse the Company for payments of health 
insurance premiums during the family leave, unless the employee does not return because 
of the presence of a serious health condition that prevents the employee from performing 
his/her job or circumstances beyond the control of the employee.  
  

During leave, the employee shall not accrue employment benefits such as vacation pay, 
etc. Employment benefits accrued by the employee up to the day on which the family leave 
of absence begins will not be lost.  The Company may require an employee on FMLA leave 
to report periodically on his/her status and the intention of the employee to return to work, 
and also may require periodic recertification of the medical condition. An employee taking 
leave due to the employee's serious health condition is required to obtain certification that 
the employee is able to resume work prior to the return from any FMLA leave. Employees 
who return to work from a family leave of absence within or on the business day following 
the expiration of the twelve (12) weeks are entitled to return to their job or an equivalent 
position without loss of benefits or pay.  
  

Applications for family leave of absence must be submitted to your supervisor or the 
Human Resources Representative.  Once the Company has sufficient information to make 
a determination, the employee will be notified within five business days that leave will or will 
not be designated and counted as FMLA leave.  
  
PART B.  
 Leaves for Employees Who Do Not Meet the Minimum Service  Requirements   
  
 Full-time regular and part-time regular employees who have less than one year of service 
and/or who have not worked a minimum of 1,250 hours during the twelve-month period prior 
to their leave may request leaves of absence for the reasons set forth above in Part A, 
subject to the following terms and conditions:  
  



 1. Leave requests must be made at least thirty days in advance of the date the employee 
would like the leave to begin or, in emergency situations, with as much advance 
notice as is practicable, using Hager Oil's official Leave-of Absence Request Form. 
(Normally, this should be within two business days of when the need for the leave 
becomes known to the employee.)  

  
 2. The certification requirements and the conditions for required use of accrued time off, 

benefits accrual, and continuation of group health insurance during leave set forth in 
Part A apply to all leave requests.  

  
 3. Leaves will be limited to a thirty-day maximum duration, except leaves for the 

employee's own serious health condition, which may be granted for up to a 
twelve-week period and which may be taken intermittently.  

  
 4. Reinstatement will not be guaranteed to any employee requesting a leave under this 

Part B. However, Hager Oil will endeavor to place employees returning from leave in 
their former position or a position comparable in status and pay, subject to budgetary 
restrictions, Hager Oil's need to fill vacancies, and its ability to find qualified 
temporary replacements.  

  
 All questions regarding leaves of absence should be directed to Hager Oil's Human 
Resource Department. Leave-of-Absence Request Forms are also available from the 
Human Resources Department.  
  
  

MILITARY LEAVES OF ABSENCE  
  
 Leaves of absence without pay for military or Reserve duty are granted to full-time regular 
and part-time regular employees.  
  
   If you are called to active military duty or to Reserve or National Guard 
training, or if you volunteer for the same, you should submit copies of your 
military orders to your supervisor as soon as is practicable. You will be 
granted a military leave of absence without pay for the period of military 
service, in accordance with applicable federal and state laws.  If you are a 
reservist or a member of the National Guard, you are granted time off without 
pay for required military training. Your eligibility for reinstatement after your 
military duty or training is completed is determined in accordance with 
applicable federal and state laws.  
  

  
  

   JURY AND WITNESS DUTY LEAVE  
  
 If you are a full-time regular employee who is summoned to jury 
duty, Hager Oil continues your salary during your active period of 
jury duty. You are also permitted to retain the expense allowance 
you receive from the court for such service.  

 

 



  All employees are allowed unpaid time off if summoned to appear in court as a witness.  
   

To qualify for jury or witness duty leave, you must submit to your supervisor a copy 
of the summons to serve as soon as it is received. In addition, proof of service must be 
submitted to your supervisor when your period of jury or witness duty is completed.  
  
 Hager Oil will make no attempt to have your service on a jury postponed unless business 
conditions necessitate such action.  
  

VACATIONS 
  
 We recognize the importance of vacation time in providing the opportunity for rest, 
recreation, and personal activities, and we grant annual, paid vacations to our full-time 
regular employees. The amount of vacation to which you are entitled is explained below:  
  
All full-time, regular employees, who have completed their introductory period, will be 
awarded 40 hours of paid vacation at the end of the first year of service and at the 3

rd year
 

anniversary of an employees date of hire the employee will receive an additional 40 hours  
of paid vacation. On the 10th

 year anniversary of the employees date of hire the they will 
receive a third and final 40 hours of paid vacation time for a total of 120 hours per year.   
You must work at least ten (10) days in a month to earn vacation for that month. Vacation 
days are compensated at 8 hours of pay at regular rate.  
  
Vacation leave cannot be coupled with hours worked to create an 
overtime situation.  Unused vacation time cannot be carried forward 
without the approval of the corporate controller.  
  
Vacations must be scheduled with your supervisor's approval.  You 
should make your request as far in advance as possible but at least 
30 days.  Vacation benefits are normally taken in weekly or daily 
increments.  If you are requesting an intermittent Family and 
Medical Leave of absence, you may receive your benefits in smaller 
increments.  
  
If you terminate your employment with the Company and give at least two (2) weeks notice, 
you will be paid for all earned, unused vacation time.  If you do not give at least two (2) 
weeks notice, have not completed 12 months of service, or if you are terminated for gross 
misconduct, you will forfeit any unused vacation time.  If you have received vacation 
benefits that you have not yet earned, they will be deducted from your final pay.  
 
In the event that a holiday observed by Hager Oil falls within a scheduled vacation period, 
you will be granted an alternate day of vacation at a later date. 
 
 
 
 
 
 
 

PERSONAL DAYS  

 



  
The company offers a personal/sick day policy for regular, full-time employees to use for 
personal reasons and illness.  This benefit is not intended for additional vacation time.  
Pay is for 8 hours at your regular rate and cannot be used to create an overtime situation.   
Personal/Sick leave continues to accrue while you are on military leave but not during 
FMLA leave.  Personal/Sick leave accrues at a rate of 4 hours per month and does not 
carry forward into a subsequent year period.   Personal Days are not entitlements and 
unused days will not be compensated at end of employment.  
  
 

UNEXCUSED AND UNPAID LEAVE 
 

If employees do not have paid leave available for time off, the company may excuse time off 
without pay if the company deems workloads are acceptable to not cause undue hardship 
to the company or coworkers. Excused leave without pay, like vacation leave must be 
preapproved by your supervisor and will be subject to conditions such as preapproved and 
excused coworkers leave already on the books and seniority of employees with requests. 
Excessive missed work can lead to disciplinary action by the company and employees may 
be required to provide documentation such as doctors excuses, jury duty or court date 
confirmations if available to justify the missed work. The company requires all employees to 
maintain good communication with their supervisors regarding missed work and an 
expected return date. As always the company will work with employees to resolve any such 
issues when possible.   
  
 

HOLIDAYS  
  
 Hager Oil typically provides paid time off to all full-time regular employees, who have 
completed their introductory period, on the following holidays:  
  
Å  New Year's Day         Å  Labor Day  
     
Å  Independence Day   Å  Thanksgiving Day  
  
Å  Memorial Day    Å  Christmas Day   
  
 Holiday pay is at your regular rate and cannot be used to create an overtime situation.   
                   
 Holidays falling on a Saturday are normally observed on the preceding Friday. Holidays 
falling on a Sunday are normally observed on the following Monday.   
  
 In order to be eligible to receive holiday pay, you are required to work your regularly 
scheduled hours the workday preceding and workday following the holiday. In accordance 
with Hager Oil policy, an approved vacation day or any other excused and paid day off is 
considered a day worked for purposes of holiday pay eligibility.  
  
  

 
 
 BEREAVMENT LEAVE 



  
  
For our regular, full-time employees, if a death should occur in your immediate family, you 
will receive eight (8) hours of regular pay and excused for that day if you were scheduled to 
work. 
Immediate family for the purpose of this policy includes spouse, parent or sibling. 
 
 
 
 

INCLEMENT WEATHER LEAVE 
 

For our regular, full-time employees, the company at its discretion may award as needed 
individually or as a group eight (8) hours regular pay to and excused if you were scheduled 
to work on a day inclement weather or the aftermath of has caused an employee to miss 
work.  

 

 



SECTION 5  
  

BENEFITS  
  
  

OUR EMPLOYEE BENEFITS PROGRAM  
  
 Hager Oil has established a variety of employee benefits programs designed to assist you 
and your eligible dependents in meeting the financial burdens that can result from illness, 
disability, and death, and to help you plan for retirement, deal with job-related or personal 
problems, and enhance your job-related skills.  
  
 This section of the handbook highlights some features of our benefits program. Our group 
health and other insurance and retirement-related programs are described more fully in 
summary plan description booklets, with which you are provided once you are eligible to 
participate in these programs. Complete descriptions of our group health insurance 
programs are also in Hager Oil's master insurance contracts with insurance carriers, which 
are maintained in the Human Resources Department; complete descriptions of our 
retirement-related programs are in the appropriate master plan documents, which are 
likewise maintained in the Human Resources Department.  If information in this handbook 
and our summary plan descriptions contradicts information in these master contracts or 
master plan documents, the master contracts/documents shall govern in all cases.  
  
 Hager Oil reserves the right to amend or terminate any of these programs or to require or 
increase employee premium contributions toward any benefits with or without advance 
notice at its discretion.  This reserved right may be exercised in the absence of financial 
necessity. Whenever an amendment is made to any of Hager Oil's benefits programs, the 
respective plan administrator will draft and submit the amendment to Hager Oil's policy 
committee for review and approval. The respective plan administrator will notify plan 
participants of all approved amendments or plan terminations.  
  
Among the Benefits offered by Hager Oil are:  
  
  Group Health & Dental Insurance for you and your family. Hager Oil pays a portion 
of the premiums for these benefits.   
  Life and Long Term Disability insurance.  Hager Oil pays 100% of the premiums for 
these benefits.  
  A Section 125 plan that allows you to use pre-tax dollars for your health premiums 
and for the purchase of qualified additional benefits which you may select, e.g., Vision 
insurance.  
 A flexible spending account which allows you to pay for certain family expenses 
using pre-tax dollars. 
 A 401(K) retirement plan. 

  
 
 



 For more complete information regarding any of our benefits programs, please contact the 
Human Resource Department.  
  

GROUP HEALTH INSURANCE AND COBRA 
  

Introduction  
  
You are receiving this notice because you may have recently become covered under a 
Hager Oilôs group health plan (the Plan).  This notice contains important information about 
your right to COBRA continuation coverage, which is a temporary extension of coverage 
under the Plan.  This notice generally explains COBRA continuation coverage, when 
it may become available to you and your family, and what you need to do to protect 
the right to receive it.    
  
The right to COBRA continuation coverage was created by a federal law, the Consolidated 
Omnibus Budget Reconciliation Act of 1985 (COBRA).  COBRA continuation coverage can 
become available to you when you would otherwise lose your group health coverage.  It 
can also become available to other members of your family who are covered under the Plan 
when they would otherwise lose their group health coverage.  For additional information 
about your rights and obligations under the Plan and under federal law, you should review 
the Planôs Summary Plan Description, contact the Plan Administrator, or the Human 
Resources Department.    
  
What is COBRA Continuation Coverage?  
  

COBRA continuation coverage is a continuation of Plan coverage when coverage would 
otherwise end because of a life event known as a ñqualifying event.ò  Specific qualifying 
events are listed later in this notice.  After a qualifying event, COBRA continuation 
coverage must be offered to each person who is a ñqualified beneficiary.ò  You, your 
spouse, and your dependent children could become qualified beneficiaries if coverage 
under the Plan is lost because of the qualifying event.  Under the Plan, qualified 
beneficiaries who elect COBRA continuation coverage must pay for COBRA 
continuation coverage.    

If you are an employee, you will become a qualified beneficiary if you lose your coverage 
under the Plan because either one of the following qualifying events happens:  

¶  Your hours of employment are reduced, or  

¶  Your employment ends for any reason other than your gross misconduct.  
 

  

If you are the spouse of an employee, you will become a qualified beneficiary if you lose 
your coverage under the Plan because any of the following qualifying events happens:  



 

¶  Your spouse dies;  

¶  Your spouseôs hours of employment are reduced;  

¶  Your spouseôs employment ends for any reason other than his or her gross       
misconduct;   

¶  Your spouse becomes entitled to Medicare benefits (under Part A, Part B, or both);    
or  

¶  You become divorced or legally separated from your spouse.  
 

  

Your dependent children will become qualified beneficiaries if they lose coverage under the 
Plan because any of the following qualifying events happens:  

¶  The parent-employee dies;  

¶  The parent-employeeôs hours of employment are reduced;  

¶  The parent-employeeôs employment ends for any reason other than his or her gross 
misconduct;  

¶  The parent-employee becomes entitled to Medicare benefits (Part A, Part B, or 
both);  

¶  The parents become divorced or legally separated; or  

¶  The child stops being eligible for coverage under the plan as a ñdependent child.ò  
 

  

When is COBRA Coverage Available?  

The Plan will offer COBRA continuation coverage to qualified beneficiaries only after the 
Plan Administrator has been notified that a qualifying event has occurred.  When the 
qualifying event is the end of employment or reduction of hours of employment, death of the 
employee, or the employee's becoming entitled to Medicare benefits (under Part A, Part B, 
or both), the employer must notify the Plan Administrator of the qualifying event.  

  

You Must Give Notice of Some Qualifying Events  

For the other qualifying events (divorce or legal separation of the employee and 
spouse or a dependent childôs losing eligibility for coverage as a dependent child), 
you must notify the Plan Administrator within 60 days [after the qualifying event 
occurs.  You must provide this notice to Hager Oilôs Human Resource Department.  

  

How is COBRA Coverage Provided?  

Once the Plan Administrator receives notice that a qualifying event has occurred, COBRA 
continuation coverage will be offered to each of the qualified beneficiaries.  Each qualified 
beneficiary will have an independent right to elect COBRA continuation coverage.  Covered 
employees may elect COBRA continuation coverage on behalf of their spouses, and 
parents may elect COBRA continuation coverage on behalf of their children.    

  

 

 



COBRA continuation coverage is a temporary continuation of coverage.  When the 
qualifying event is the death of the employee, the employee's becoming entitled to Medicare 
benefits (under Part A, Part B, or both), your divorce or legal separation, or a dependent 
child's losing eligibility as a dependent child, COBRA continuation coverage lasts for up to a 
total of 36 months.  When the qualifying event is the end of employment or reduction of the 
employee's hours of employment, and the employee became entitled to Medicare benefits 
less than 18 months before the qualifying event, COBRA continuation coverage for qualified 
beneficiaries other than the employee lasts until 36 months after the date of Medicare 
entitlement.  For example, if a covered employee becomes entitled to Medicare 8 months 
before the date on which his employment terminates, COBRA continuation coverage for his 
spouse and children can last up to 36 months after the date of Medicare entitlement, which 
is equal to 28 months after the date of the qualifying event (36 months minus 8 months).  
Otherwise, when the qualifying event is the end of employment or reduction of the 
employeeôs hours of employment, COBRA continuation coverage generally lasts for only up 
to a total of 18 months.  There are two ways in which this 18-month period of COBRA 
continuation coverage can be extended.    

  

Disability extension of 18-month period of continuation coverage  

If you or anyone in your family covered under the Plan is determined by the Social Security 
Administration to be disabled and you notify the Plan Administrator in a timely fashion, you 
and your entire family may be entitled to receive up to an additional 11 months of COBRA 
continuation coverage, for a total maximum of 29 months.  The disability would have to 
have started at some time before the 60th day of COBRA continuation coverage and must 
last at least until the end of the 18-month period of continuation coverage  

  

Second qualifying event extension of 18-month period of continuation coverage 

If your family experiences another qualifying event while receiving 18 months of COBRA 
continuation coverage, the spouse and dependent children in your family can get up to 18 
additional months of COBRA continuation coverage, for a maximum of 36 months, if notice 
of the second qualifying event is properly given to the Plan.  This extension may be 
available to the spouse and any dependent children receiving continuation coverage if the 
employee or former employee dies, becomes entitled to Medicare benefits (under Part A, 
Part B, or both), or gets divorced or legally separated, or if the dependent child stops being 
eligible under the Plan as a dependent child, but only if the event would have caused the 
spouse or dependent child to lose coverage under the Plan had the first qualifying event not 
occurred.  

  

If You Have Questions 

Questions concerning your Plan or your COBRA continuation coverage rights should be 
addressed to the contact or contacts identified below.  For more information about your 
rights under ERISA, including COBRA, the Health Insurance Portability and Accountability 
Act (HIPAA), and other laws affecting group health plans, contact the nearest Regional or 
District Office of the U.S. Department of Laborôs Employee Benefits Security Administration 
(EBSA) in your area or visit the EBSA website at www.dol.gov/ebsa.    



  

Keep Your Plan Informed of Address Changes 

In order to protect your familyôs rights, you should keep the Plan Administrator informed of 
any changes in the addresses of family members.  You should also keep a copy, for your 
records, of any notices you send to the Plan Administrator.  
  
  
Plan Contact Information  
    
Hager Oil Company, Incorporated   
Group Health Insurance Plan  
ATTENTION: Human Resources  
1002 Old Birmingham Highway  
Jasper, AL 35501  
(205) 384-3422  
   
  

WORKERS' COMPENSATION INSURANCE  
  
 To provide for payment of your medical expenses and for partial salary continuation in the 
event of a work-related accident or illness, you are covered by workers' compensation 
insurance. The amount of benefits payable and the duration of payment depend on the 
nature of your injury or illness.  In general, however, all medical expenses incurred in 
connection with an injury or illness are paid in full, and partial salary payments are provided 
beginning with the fourth consecutive day of your absence from work.  
  
 If you are injured or become ill on the job, you must immediately report such injury or 
illness to your supervisor or the Human Resource Department.  This 
ensures that Hager Oil can assist you in obtaining appropriate medical 
treatment. Your failure to follow this procedure may result in the 
appropriate workers' compensation report not being filed in accordance 
with the law, which may consequently jeopardize your right to benefits in 
connection with the injury or illness.  
  
 Questions regarding workers' compensation should be directed to a 
Human Resource Representative.  

  
  

  
 



401(K) PLAN  
  
 Hager Oil has established a 401(k) savings plan that is available to all qualified employees.  
The purpose of the plan is to encourage eligible employees to save on a pretax basis and to 
build a financial reserve for retirement.  
  
 Under the plan, eligible employees may elect to have Hager Oil withhold a portion of their 
gross compensation through payroll deductions (to a maximum amount per year prescribed 
by IRS regulations) and contribute that amount to the plan as a savings contribution. 
Employees may suspend their contributions at any time and may also increase or decrease 
the amount of their contributions as of the first day of any calendar quarter by completing a 
401(k) contribution form, available from our Human Resource Department. Withdrawals 
from the plan are permitted once an employee has attained age 59 1/2.  
  
 The money contributed by employees is held and invested at the employee's direction from 
the investment choices offered by the plan administrator. The value of each employee's 
account at retirement depends on a number of factors, such as how long an employee has 
been a member of the plan, how much the employee has contributed, and investment 
gains.  You will be 100% vested in the funds you contribute at all times.  
  
 Hager Oil may make contributions to each participating employeeôs account. Eligible 
employees must enroll in order to receive the contribution but are not required to make any 
contributions.  Your vesting of these funds will be in conformance with the plan. The money 
contributed by Hager Oil will also be invested at the direction of the employee, regardless of 
the percentage of vesting.  
  
 Once you are eligible to participate in the plan, you receive a summary plan description 
booklet describing the plan in more detail.  
  
 Questions regarding our 401(k) plan should be directed to the Human Resource 
Department.  

  
  

EMPLOYEE ASSISTANCE PROGRAM  
  
 Hager Oil recognizes that a wide range of problems--such as marital or family distress, 
alcoholism, and drug abuse--not directly associated with an individual's job function can 
nonetheless be detrimental to an employee's performance on the job.  Consequently, we 
believe it is in the best interest of employees and Hager Oil to provide an effective program 
to assist employees and their families in resolving problems such as these as the need 
arises.  To this end, our employee assistance program serves as a resource for locating 
local community treatment sources.  All employees are free to use this program and are 
encouraged to do so. Employee utilization of the employee assistance program are held in 
confidence to the maximum possible extent.  
  



 Participation in our employee assistance program does not excuse employees from 
complying with normal Hager Oil policies or from meeting normal job requirements during or 
after receiving assistance. Nor will participation in our employee assistance program 
prevent Hager Oil from taking disciplinary action against any employee for performance 
problems that occur before or after the employee's seeking assistance through the program.  
  
 Employees interested in learning more about our employee assistance program or in 
discussing a personal or job-related problem should contact the Human Resource 
Department.  
  
If you are coping with a substance abuse problem personally or with a family member, you 
can obtain assistance about drugs and alcohol from the Substance Abuse and Mental 
Health Services Administration (SAMSHA) at www.samsha.gov or 1-800-662-4357.    

http://www.samsha.gov/


SECTION 6  
  

EMPLOYEE CONDUCT  
  
  

PERSONAL APPEARANCE AND DEMEANOR  
  

 
Providing a comfortable, productive environment 

for our employees is important.  So is the image we 
project to our customers and visitors. To this end, it is the 
policy of the Company that an employee's dress and 
grooming should be, in the Company's opinion, 
appropriate to his or her work situation. This includes 
refraining from wearing inappropriate attire such as 
revealing or provocative clothing at work, at Company 
parties, or at other functions and events that are directly 

or indirectly related to the business or activities of the Company.  
  
Uniforms may be provided by the company for employees in certain positions.  The 

employee is responsible for maintaining them in a clean, presentable manner.  The 
uniforms remain the property of the company and must be returned at the end of 
employment or whenever requested along with all other equipment issued by the company.  

  
Hair should be clean, combed, and maintained in an appropriate style.  Employees 

are expected to dress in an appropriate manner in clean attire and maintain good personal 
hygiene.  Eccentric hairdos and excessive makeup or jewelry are not welcome.  
Excessively long fingernails may interfere with the operations of many business machines 
and are not permitted.  Body piercings and body art should be covered.  Female 
employees may adorn their ears with a single set of earrings not longer than 2 inches below 
the lobe.  

 
Some perfumes or colognes may also be distractive or unpleasant to co-workers 

when worn in close office quarters. Employees may be asked to discontinue or decrease 
use if complaints are received.  
  

Buttons and pins are not considered appropriate or acceptable professional attire, 
and should not be worn by employees while engaged in Hager Oil's business.  
  

If you have questions about your attire, please err on the conservative side.  The 
Company reserves the right in all situations to make the determination regarding whether an 
employee is in violation of this policy.  
  
  

  

  



ABSENTEEISM AND TARDINESS  
  
 Hager Oil expects all employees to assume diligent responsibility for their attendance and 
promptness. Recognizing, however, that illnesses and injuries may occur, Hager Oil has 
established a personal/sick leave program to compensate full-time regular employees for 
certain time lost for legitimate medical reasons, including time off to secure necessary 
treatment for a disability.   
  
 If you are unable to work because of illness, you must notify your supervisor prior to your 
scheduled starting time on each day of your absence unless you are granted an authorized 
medical leave, in which case different notification procedures apply.  Failure to notify your 
supervisor results in an unexcused absence.  Failure to notify your supervisor for two (2) 
consecutive days will be deemed job abandonment.  
  
 A statement from your physician may be required before you will be permitted to return to 
work or receive sick leave benefits.   
  
 Absenteeism or tardiness that is unexcused or excessive in the judgment of Hager Oil is 
grounds for disciplinary action, up to and including dismissal.  
  
  

GUIDELINES FOR APPROPRIATE CONDUCT  
  
 As an integral member of the Hager Oil team, you are expected to accept certain 
responsibilities, adhere to acceptable business principles in matters of personal conduct, 
and exhibit a high degree of personal integrity at all times. This not only involves sincere 
respect for the rights and feelings of others but also demands that both in your business 
and your personal life you refrain from any behavior that might be harmful to you, your 
coworkers, and/or Hager Oil, or that might be viewed unfavorably by current or potential 
visitors or by the public at large.  
  
 Whether you are on or off duty, your conduct reflects on Hager Oil. You are, consequently, 
encouraged to observe the highest standards of professionalism at all times.  
  
 Types of behavior and conduct that Hager Oil considers inappropriate include, but are not 
limited to, the following:  
  
1.  Falsifying employment or other Hager Oil records.  

2.  Violating Hager Oil's nondiscrimination and/or sexual harassment policy.  

3.  Soliciting or accepting gratuities from visitors or vendors unless of limited intrinsic 
value, such as a coffee cup, etc.  

4. Establishing a pattern of excessive absenteeism or tardness. 



5.  Engaging in excessive, unnecessary, or unauthorized use of Hager Oil's supplies, 
particularly for personal purposes.  

6.  Reporting to work intoxicated or under the influence of non-prescribed          
drugs.  
 

7.  Illegally manufacturing, possessing, using, selling, distributing, or        
    transporting drugs. 
  
8.  Bringing or using alcoholic beverages on Hager Oil property or using alcoholic 

beverages while engaged in Hager Oil business off Hager Oil's premises, except where 
authorized.  

  

9.  Fighting or using obscene, abusive, or threatening language or gestures.  
 
10.  Stealing property from coworkers, customers, clients, or the Company.  Personal use 

of Hager Oil property, equipment, or tools is only permitted with prior approval by your 
supervisor for each instance.  

  

11.  Having unauthorized firearms on Hager Oil premises or while on Hager Oil business.  
  

12.  Disregarding safety or security regulations.  
 

13.  Engaging in insubordination.  
 

14.  Failing to maintain confidentiality of Hager Oil, visitor, or vendor information.  
 
  
 If your performance, work habits, overall attitude, conduct, or demeanor becomes 
unsatisfactory in the judgment of Hager Oil, based on violations either of the above or any 
other Hager Oil policies, rules, or regulations, we will be unable to continue our employment 
relationship.  
  
  

BUSINESS ETHICS  
  
It is important to Hager Oil that all employees observe high ethical standards and treat both 
our fellow employees and customers fairly.  Employees must not allow personal or financial 
relationships with customers to interfere with the best interests of Hager Oil.  

Employees shall not seek or accept for themselves or others any gifts, favors, 
entertainment, payments, etc. without corporate from any persons or business 
organizations that do or seek to do business with Hager Oil.    

Employees may accept for themselves and members of their families common courtesies 
usually associated with customary business practices.  These include, but are not limited 
to:  

¶  Gifts of small value from vendors such as calendars, pens, pads, golf shirts, etc.  



¶  Gifts of perishable items usually given during the holidays such as hams, cookies, 
nuts, etc.  
 

It is never permissible to accept a gift in cash or cash equivalent such as stocks or other 
forms of marketable securities of any amount.  

  

CONFLICTS OF INTEREST  
  
Employees should avoid any situation which involves or may involve a conflict between their 
personal interest and the interest of Hager Oil.  As in all other facets of employment duties, 
an employee dealing with customers, suppliers, contractors, competitors or any person 
doing or seeking to do business with Hager Oil is to act in the best interest of the company.  
An employee shall make prompt and full disclosure in writing to his or her manager of any 
potential situation which may involve a conflict of interest.  Such conflicts may include, but 
not be limited to, the following:  
  

¶  Ownership by an employee or by an employeeôs family member of a significant 
interest in any outside enterprise which does or seeks to do business with, or is a 
competitor of, Hager Oil.  

¶  Serving as a director, officer, partner, consultant or in a managerial or technical 
capacity with an outside enterprise which does or is seeking to do business with or is a 
competitor of Hager Oil.  Exceptions to this must be approved in writing by the Secretary of 
the company.  

¶  Acting as a broker, finder, go-between or otherwise for the benefit of a third party in 
transaction involving or potentially involving Hager Oil or its interests.  

¶  Any other arrangements or circumstances, including family or other personal 
relationships, which might dissuade the employee from acting in the best interests of Hager 
Oil.  
 
  
  

OUTSIDE EMPLOYMENT  
  
An employee of Hager Oil is permitted to accept employment outside of Hager Oil providing 
there is no conflict of interest and the position does not interfere with his or her position at 
Hager Oil.  The supervisor will be responsible for assessing whether or not any conflict of 
interest is present.  Approval must be obtained prior to accepting outside employment.  
  
  

COMPLAINT RESOLUTION PROCEDURE  
  
 Misunderstandings or conflicts can arise in any organization.  To ensure effective working 
relations, it is important that such matters be resolved before serious problems develop. 
Most incidents resolve themselves naturally; however, if a situation persists that you believe 
is detrimental to you or the Company, you should follow the procedure described here for 
bringing your complaint to the management's attention.  



  
       Step One  

  
 Discussing the problem with your immediate supervisor is encouraged as a first 
step.  If however, you do not believe a discussion with your supervisor is 
appropriate, you may proceed directly to Step Two.  
  

         Step Two  
  
 If your problem is not resolved after discussion with your supervisor or if you feel 
discussion with your supervisor is inappropriate, you are encouraged to request a meeting 
with the Human Resource Director who will consider the facts, conduct an investigation, and 
may also review the matter with a member of our corporate management team.  You may 
call our HR representatives at 205.701.2633 or 205.995.4474 and they will work with you to 
try and find a resolution.  You will normally receive a response regarding your problem 
within five working days of meeting with your supervisor.  
  
  

Step Three 
   
 If you are not satisfied with the results of Step 2 and wish to pursue the problem or 
complaint further, you may prepare a written summary of your concerns. Mail it to the Hager 
Oil Problem-Solving Committeeôs attention at the corporate office.  This committee is 
composed of the Human Resource Department, the head of your department, and a third 
member of management from outside your division to be selected by the other two 
committee members.  
  
 The committee, after a full examination of the facts (which may include a review of the 
written summary of your statement, discussions with all individuals concerned, and a further 
investigation if necessary), will normally advise you of its decision within fifteen working 
days. The decision of the committee shall be final.  
  
 Hager Oil does not tolerate any form of retaliation against employees availing themselves 
of this procedure. The procedure should not be construed, as preventing, limiting, or 
delaying Hager Oil from taking disciplinary action against any individual, up to and including 
termination, in circumstances (such those involving problems of overall performance, 
conduct, attitude, or demeanor) where Hager Oil deems disciplinary action appropriate.  
  

  
  
  
  

 



CONFIDENTIALITY OF INFORMATION  
  

 It is the policy of Hager Oil to ensure that the operations, 
activities, and affairs of Hager Oil and our clients and vendors 
are kept confidential to the greatest possible extent. If, during 
their employment, employees acquire confidential or proprietary 
information about Hager Oil and/or our clients or vendors, such 
information is to be handled in strict confidence and not to be 
discussed with outsiders. Employees are also responsible for the 
internal security of such information.  
  

 Employees may be asked to sign a statement of confidentiality at the time of hire and 
periodically throughout their term of employment to acknowledge their awareness of, and 
reaffirm their commitment to, this policy.  
  
 Employees found to be violating this policy are subject to disciplinary action, up to and 
including termination.  
  
  
  

WORKPLACE SEARCHES  
  

 To safeguard the property of our employees, our customers, and 
Hager Oil, and to help prevent the possession, sale, and use of 
illegal drugs on Hager Oil's premises, in keeping with the spirit and 
intent of Hager Oil's drug-free workplace policy, Hager Oil reserves 
the right to question employees and all other persons entering and 
leaving our premises, and to inspect any packages, parcels, purses, 
handbags, briefcases, lunchboxes, or any other possessions or 
articles carried to and from Hager Oil's property.  In addition, Hager 
Oil reserves the right to search any employee's office, desk, files, 
locker, or any other area or article on our premises. In this 

connection, it should be noted that all offices, desks, files, lockers, and so forth, are the 
property of Hager Oil, and are issued for the use of employees only during their 
employment with Hager Oil.  Inspections may be conducted at any time at the discretion of 
Hager Oil.  
    
  

ELECTRONIC AND TELEPHONIC COMMUNICATIONS  
  
 All electronic and telephonic communications systems and all 
communications and information transmitted by, received from, or stored 
in these systems are the property of Hager Oil and as such are to be 
used solely for job-related purposes.  The use of any software and 
business equipment, including, but not limited to facsimiles, telecopiers, 
computers, and copy machines for private purposes in strictly prohibited.  

 

 

 



  
 Employees using this equipment for personal purposes do so at their own risk.  Further, 
employees are not permitted to use a code, access a file, or retrieve any stored 
communication unless authorized to do so or unless they have received prior clearance 

from an authorized Hager Oil representative.  All pass 
codes are the property of Hager Oil.  No employee may use 
a pass code or voice-mail access code that has not been 
issued to that employee or that is unknown to Hager Oil. 
Moreover, improper use of the E-mail system (e.g., 
spreading offensive jokes or remarks) will not be tolerated.  

Employees who violate this policy are subject to disciplinary action, up to and including 
discharge.  
  
 To ensure that the use of electronic and telephonic communications systems and business 
equipment is consistent with Hager Oil's legitimate business interests, authorized 
representatives of Hager Oil may monitor the use of such equipment from time to time.  
This may include listening to stored voice-mail messages.  
  
 Cell phones and/or radios may be issued as part of your equipment to allow you to stay in 
touch with customers and coworkers.  They are not intended for personal use.  You are 
responsible for safeguarding the companyôs equipment and should not use them while 
operating a vehicle or heavy equipment.  The use of personal cell phones for calls and 
texting should be limited to your break time.  Texting while driving is not permitted.  

  
  

SOCIAL NETWORKING POLICY  

  

We recognize that social networking through the many and varied media* including 
professional networking sites, blog sites, and personal sites is a growing and typically 
positive collection of technologies.  However, there are some situations that can impact our 
employment relationship and we have developed this policy to provide guidance.    
  

System hardware and software (computers, Internet access, email, telephones, 
cellular phones, etc.) are provided for purposes related to the responsibilities assigned to 
each employee. Social networking sites are not appropriate sites to be visiting during 
working hours or via company systems unless you have been directed to do so for a 
business related reason by your supervisor.    
  

We believe that everyone should be free to pursue their legitimate goals in their 
personal lives.  We also believe that the company has an obligation to its employees and 
clients to protect their privacy and the companyôs confidential information.  In the event that 
you decide to post or otherwise communicate electronically any information regarding the 
company, its plans, employees, clients, etc. it is your responsibility to ensure that such 
information is not confidential or privileged; is not intellectual property, proprietary 
information or a trade secret, is not client-related; is not protected; and is accurate.  Any 
online communication regarding proprietary information such as financial performance, 
business plans, strategic decisions, or other such announcements is prohibited.  Any 
communication that refers to the company or any client should do so in a positive and 
professional manner and should identify the person posting the information.   

 



   

Any opinion postings should state that the opinion is yours individually and not that 
of the company. Employees are not permitted to use company logos or company provided 
email addresses when participating in social media sites.   Some sites allow members to 
"recommend" current or former co-workers. To avoid potential liability it is not permissible 
for employees to participate in recommendations of former employees through such media.  
All requests for recommendations of former employees should be referred to Human 
Resources for verification. Further, to avoid violating anyoneôs privacy or confidentiality 
rights, you must obtain the permission of a co-worker before writing anything that might be 
considered a breach of those rights.  The company will monitor social media use to protect 
the companyôs legitimate business interests.  
  

Since anything you write or display may be used to form opinions about the 
company or a member and is likely to permanently remain in the public domain, we want to 
stress to you that you should use common sense and discretion and utilize social media in a 
knowledgeable, respectful, and professional manner.  Do not jeopardize the reputation or 
interests of the company, another employee, or a client by making or engaging in personal 
attacks, obscenities, pornography, lewdness, defamation, harassment, intellectual property 
infringement, or other inappropriate behavior.  Any unlawful conduct while using social 
media could result in civil or criminal charges against you.  
  
Note that nothing in this policy is to be construed to infringe upon employees rights under 
Section 7 of the National Labor Relations Act.  
  
*(Including LinkedIn, Twitter, Facebook, MySpace, Digg, Personal blogs/websites, etc.)  

 

 
  
  

SOLICITATIONS AND DISTRIBUTIONS OF LITERATURE  
  
 In the interest of maintaining a proper business environment and preventing interference 
with work and inconvenience to others, employees may not distribute literature or printed 
materials of any kind, sell merchandise, solicit financial contributions, or solicit for any other 
cause during working time. Employees who are not on working time (e.g., those on lunch 
hour or breaks) may not solicit employees who are on working 
time for any cause or distribute literature of any kind to them.   

                     

 



  
This policy also prohibits solicitations via Hager Oil e-mail and other telephonic 
communication systems.  Furthermore, employees may not distribute literature or printed 
material of any kind in working areas at any time.  Those employees who are involved with 
charitable organizations and seek to distribute information about their functions and 
activities must acquire prior approval from the Operation Manager or HR department before 
taking any action in the workplace.  These restrictions do not apply to seeking participation 
in company-sanctioned events  or programs such as bereavement funds or holiday parties.  
  
 Non-employees are likewise prohibited from distributing material or soliciting employees on 
Hager Oil premises at any time.  
  
  

BULLETIN BOARDS  
  
 To maintain an effective avenue for communicating with our employees, Hager Oil 
maintains bulletin boards. Bulletin boards are located in areas that employees frequently 
visit in order to ensure that employees have constant access to posted information.   
  
 Hager Oil's bulletin boards are used to communicate official government information on 
equal employment opportunity, wage and hour, health and safety, and other issues.  They 

are also used to communicate information about Hager Oil's 
policy and its business announcements, including, but not 
limited to, job postings, safety rules, health items benefit 
programs, and notices announcing special events.  
  
 Employees may not affix in any way any form of literature, 
printed or written materials, photographs, or notices of any 
kind on Hager Oil's bulletin boards, on the walls, in time 
clock areas, or anywhere else on Hager Oil property. 
Violation of this policy shall be grounds for disciplinary 
action, up to and including discharge.  

  
 Hager Oil's bulletin boards may not be used by employees or outside parties for the 
posting of commercial notes and advertisements, announcements and witticisms, sales of 
personal property, or any other matters, work related or not.  Employees and outside 
parties are also prohibited from distributing literature and soliciting other employees except 
as stated in Hager Oil's solicitation and distribution of literature policy.  
   

  
EMPLOYEE MEETINGS  

  
 In an effort to increase employee morale, improve work quality, efficiency, productivity, and 
quality of work life in general, and to improve and facilitate communications with employees, 
it is the policy of Hager Oil to solicit the ideas, suggestions, views, and concerns of 
employees, by providing employees with the opportunity to speak out at regular employee 
meetings.  

 



  
 All Hager Oil employees are encouraged to present their ideas, suggestions, views, and 
concerns to management at these meetings. Management will also use these sessions as a 
forum for communicating information to employees about 
operational plans and the overall performance of Hager Oil, 
and so forth.  
  
 Topics appropriate for discussion at these sessions 
generally include matters involving workplace efficiency, 
quality, productivity, safety issues, and managerial issues. 
These meetings are not a forum for discussing grievances or 
labor disputes. These issues should be handled through 
Hager Oilôs complaint resolution procedure. In addition, certain topics (e.g., wages and work 
hours) should not be raised at such sessions. Employees can address these issues in 
individual discussions with their supervisor or with a member of Hager Oilôs Human 
Resource Department.  
  
 Employees attending a session may ask questions, express their views, and make 
suggestions in their individual capacities.   
  
  

SMOKING 
  
 To maintain a safe and comfortable working environment and to ensure compliance with 
applicable laws, smoking or other tobacco use, including e-cigarettes, in Hager Oil offices, 
vehicles and facilities is not permitted. Smoking is only tolerated in 
designated smoking areas.  
  
 Please contact the Human Resource Department if you have any questions 
about Hager Oilôs smoking policy.   
  
  

TAPING/EAVESDROPPING ON CONVERSATIONS 
  
 It is the policy of Hager Oil to encourage open communications among our employees and 
between employees and management. To facilitate such open communications, and to 
prevent the chilling effect that may occur if employees are permitted to tape or secretly 
record or surreptitiously listen in on any conversation or communication, and to ensure 
compliance with applicable federal, state, and local wiretapping, eavesdropping, and privacy 
laws, Hager Oil has instituted the following policy:  
  
 Without the prior written authorization of Hager Oil legal counsel and an officer of the 
Company, no employee may openly or secretly tape or otherwise surreptitiously record, or 
videotape, any conversation, communication, activity, or event. This prohibition applies to 
any conversation, communication, activity, or event which in any way involves Hager Oil or 
employees of Hager Oil, or any visitors or vendors, or any other individual with whom Hager 
Oil is doing business or intending to do business in any capacity (for example, suppliers, 
consultants, attorneys, independent contractors). This policy also applies to conversations 
and communications with any other third parties unrelated to Hager Oil including, but not 
limited to, outside legal counsel, auditors and regulatory officials.  

 

 



  
 "Taping and "Recordingò under this policy includes the taping or recording of any 
conversation or communication, regardless of whether the conversation or communication 

is taking place in person, over the telephone, or 
via any other communications device or 
equipment, and regardless of the method used 
to tape or record (e.g., as with a tape recorder, 
video recorder, mechanical recording, or 
wiretapping equipment), and regardless of 

where the conversation or communication takes place, i.e. whether on or off Hager Oil  
premises.  
  
 No employee may eavesdrop on the conversations or communications of other employees 
or non-employees in accordance with the same standards set forth above.  
  
 From time to time Hager Oil may tape, record, videotape, or otherwise monitor 
conversations or other communications between employees and/or between employees 
and non-employees for legitimate business purposes, such as customer service training, to 
protect the integrity of certain business transactions (for example, orders taken or placed 
over the telephone). Generally, employees will be notified when such taping or recording 
occurs, in accordance with applicable laws and sound employee relations principles. Under 
certain circumstances, however, notice may not be given, such as where Hager Oil is 
conducting an investigation into allegedly unlawful or unethical activities, in conjunction with 
regulatory or other enforcement authorities.  
  
 Violations of this policy may result in disciplinary action against the offending employee(s), 
up to and including termination of employment. Where the conduct engaged in is illegal, 
violators may also be subject to prosecution under applicable federal, state, or local laws.  
  
 If any employee has any questions or concerns regarding whether any contemplated 
taping or recording would violate this policy, he or she should discuss the matter with an 
officer of the Company or the Human Resource Department, before engaging in any such 
activities.  
  

DRUG-FREE WORKPLACE  
  
 It is the policy of Hager Oil to create a drug-free workplace in keeping with the spirit and 
intent of the Drug-Free Workplace Act of 1988. The use of controlled substances is 
inconsistent with the behavior expected of employees, subjects all employees and visitors 
to our facilities to unacceptable safety risks, and undermines Hager Oil's ability to operate 
effectively and efficiently.  

 



  
   In this connection, the unlawful manufacture, distribution, dispensation, possession, sale, 
or use of a controlled substance in the workplace or while engaged in Hager Oil business 
off Hager Oil's premises is strictly prohibited. Such conduct is also prohibited during 
nonworking time to the extent that in the opinion of Hager Oil, it impairs an employee's 
ability to perform on the job or threatens the reputation or integrity of Hager Oil.  
  
   

SAFETY AND HEALTH  
  
 Hager Oil is committed to providing a safe and healthful working environment.  In this 
connection, Hager Oil makes every effort to comply with relevant federal and state 
occupational health and safety laws and to develop the best feasible operations, 
procedures, technologies, and programs conducive to such an environment.  
  
 Hager Oil's policy is aimed at minimizing the exposure of our employees, customers, and 
others visitors to our facilities to health or safety risks.  To accomplish this objective, all 
Hager Oil employees are expected to work diligently to maintain safe and healthful working 
conditions and to adhere to proper operating practices 
and procedures designed to prevent injuries and 
illnesses.  
  
 The responsibility of all employees of Hager Oil in this 
regard include:  
  
 1. Exercising maximum care and good judgment at all 

times to prevent accidents and injuries;  
  
 2. Reporting to supervisors and seeking first aid for all injuries, regardless of how minor;  
  
 3. Reporting unsafe conditions, equipment, or practices to supervisory personnel;  
  
 4. Using safety equipment provided by Hager Oil at all times;  
  
 5. Observing conscientiously all safety rules and regulations at all times; and  
  
 6. Notifying their supervisors, before the beginning of the workday, of any medication they 

are taking, that may cause drowsiness or other side effects that could lead to injury 
to them and their coworkers.  

  
  

 



Cellular Phones and Two-Way Radios 

  
An additional area of great concern for safety is the proper use of communication devices. 
Many employees of the company will be issued Cell phones or two-way radios as part of 
their equipment to stay in contact with customers and coworkers. These devices are not 
intended for personal use by the employee and any personal communication should be kept 
to a minimum. If a cell phone or two-way radio has been issued to you it becomes your 
responsibility to maintain and safeguard it from damage, abuse or misuse. The company 
strictly prohibits the use of all hand held cell phones or two-way radios during the operation 
of heavy equipment or motor vehicles. If your job duties require you to drive and you have 
been issued a cell phone or 2-way radio you can request a hands free devise from your 
supervisor.  
  
The use of hands free devices while driving is also strongly discouraged by the company. 
Any distracted driving or equipment operation is a safety hazard and should be avoided by 
employees.   
  
Federal law prohibits the use of hand held cell phones and radios for hazmat drivers and 
has imposed fines for noncompliance. Failure of an employee to adhere to these laws and 
company policies may result in termination of employment with the company. If an 
employee receives two citations for the use of a hand held cell phone or radio while 
operating company equipment it will result in immediate termination. In addition if an 
employee is involved in a motor vehicle accident while operating company equipment and it 
is determined that the employee was using a cell phone or two-way radio at the time of the 
accident, it will result in immediate termination.   
  
These devices remain the property of the company and will be surrendered back to the 
company upon your end of employment with the company.  

  
  

WORKPLACE VIOLENCE  
  

Hager Oil is concerned about the increased violence in society, which has also 
filtered into many workplaces throughout the United States, and has taken steps to help 
prevent incidents of violence from occurring at Hager Oil.  In this connection, it is the policy 
of Hager Oil to expressly prohibit any acts or threats of violence by any Hager Oil employee 
or former employee against any other employee in or about the Company's facilities or 
elsewhere at any time. Hager Oil also will not condone any acts or threats of violence 
against its employees, customers, or visitors on Company premises or on Company 
business.   

  
 In keeping with the spirit and intent of this policy, and 
to ensure Hager Oil objectives in this regard are 
attained, the Company is committed to the following:  
  
 1. To provide a safe and healthful work environment, 
in accordance with the Company's safety and health 
policy.  

  

 



 2. To take prompt remedial action up to and including immediate termination, against any 
employee who engages in any threatening behavior or acts of violence or who uses any 
obscene, abusive, or threatening language or gestures.  
  
 3. To take appropriate action when dealing with customers, former employees, or visitors 
to our facilities who engage in such behavior.  Such action may include notifying the police 
or other law enforcement personnel and prosecuting violators of this policy to the maximum 
extent of the law.  
  
 4. To prohibit employees, former employees, customers, and visitors from bringing 
unauthorized firearms or other weapons onto the premises.  
  
 5. To establish viable security measures to ensure that Hager Oil's facilities are safe and 
secure to the maximum extent possible and to properly handle access by the public, 
off-duty employees, and former employees.  
  
  In furtherance of this policy, everyone has a "duty to warn" their supervisors, security 
personnel, or the Human Resource Department of any suspicious workplace activity or 
situations or incidents that they observe or that they are aware of that involve other 
employees, former employees, customers, or visitors that appear problematic.  This 
includes, for example, threats or acts of violence, aggressive behavior, offensive acts, 
threatening or offensive comments or remarks, and the like.  Employee reports made 
pursuant to this policy will be held in confidence to the maximum possible extent. The 
Company will not condone any form of retaliation against any employee for making a report 
under this policy.    
  

  
  

TERMINATION OF EMPLOYMENT  
  
 Employees desiring to terminate their employment relationship with Hager Oil are urged to 
notify the Company at least two weeks in advance of their 
intended termination. Such notice should preferably be given in 
writing to your supervisor.  Proper notice generally allows the 
Company to determine all of the monies to which you may be 
entitled and to include such monies in your final paycheck. 
Without proper notice, however, you may have to wait until after 
the end of the next normal pay period to receive such payments 
and you will forfeit any unused vacation time.  
  
  As mentioned elsewhere in this handbook, all employment relationships with Hager Oil 
are on an at-will basis. Thus, although the Company hopes that our relationships with 
employees are long term and mutually rewarding, Hager Oil reserves the right to terminate 
the employment relationship at any time.  
   

 



 Exit interviews with the Human Resource Department are normally scheduled for outgoing 
employees after a supervisor receives notice of resignation and for employees whose 
termination is initiated by the Company.  The purpose of these interviews is to review 
eligibility for benefit continuation and conversion, to ensure that all necessary forms are 
completed, to collect all Hager Oil property that may be in the employee's possession (e.g., 
Hager Oil keys, access card), and to provide employees with an opportunity to discuss their 
job-related experiences.  
  



SECTION 7 - ARBITRATION AGREEMENT  
  
  

ARBITRATION AGREEMENT  
  
  
Hager Oil requires, and by signing the Employee Acknowledgment at the end of this 
handbook, you agree that arbitration is to be the final, exclusive, and required forum for the 
resolution of all employment-related disputes that are based on a ñLegal Claimò that you 
may have against Hager Oil.  Either you or Hager Oil may initiate the arbitration process at 
any time, even if a lawsuit has already been filed by you against Hager Oil.  
  
A dispute is based on a ñLegal Claimò and is subject to arbitration if it arises under or 
involves a claim under: Title VII of the Civil Rights Act of 1964; the Equal Pay Act; the Civil 
Rights Act of 1866; the Civil Rights Act of 1991; the Age Discrimination in Employment Act; 
the Alabama Age Discrimination in Employment Act; the Rehabilitation Act of 1973; the 
Americans with Disabilities Act; the Employee Retirement Income Security Act of 1974; 
state human rights or fair employment practices laws; breach of contract; promissory 
estoppel; or any other common law contract or tort theory under which employment claims 
are brought.    
  
The procedures to be used during any arbitration shall be the Employment Dispute 
Resolution Rules of the American Arbitration Association (ñAAAò).  Hager Oil shall pay 
100% of the required AAA administrative fees.  Further, Hager Oil agrees to pay the travel 
and other necessary expenses of the arbitrator.    
  
The arbitrator shall have the authority to grant any remedy or relief that the arbitrator deems 
just and equitable and which is consistent with applicable law, including the award of 
reasonable attorneysô fees.    
  
To the fullest extent available under the law, you waive your right to a trial before a jury for a 
Legal Claim, even if a court holds that the arbitration provisions of this Agreement 
unenforceable. Whenever possible, each provision of this Agreement shall be interpreted in 
such a manner as to be effective and valid under applicable law, but if any provision of this 
Agreement shall be or become prohibited or invalid under applicable law, such provision 
shall be ineffective to the extent of such prohibition or invalidity without invalidating the 
remainder of such provision or the remaining provisions of this Agreement.  
  
  



SECTION 8 - EMPLOYEE ACKNOWLEDGMENT  
  

EMPLOYEE ACKNOWLEDGMENT FORM  
  
The employee handbook outlines important information about Hager Oil, and I understand 
that I should consult corporate management or the Human Resource Department regarding 
any questions not answered in the handbook.  I have entered into my employment 
relationship with Hager Oil voluntarily and acknowledge that there is no specified length of 
employment.  Accordingly, either Hager Oil or I can terminate the relationship at will, with 
or without cause or notice, at any time.  
  
Since the information, policies and benefits described here are necessarily subject to 
change, I acknowledge that revisions to the handbook may occur, except to Hager Oilôs 
policy of employment-at-will.  All such changes will be communicated through official 
notices, and I understand that revised information may supersede, modify, or eliminate 
existing policies.  Only the President of Hager Oil Company, Inc. has the authority to adopt 
any revisions to the policies in this handbook.  
  
Furthermore, I acknowledge that the provisions in this handbook are guidelines and, except 
for the provisions of the Employment Arbitration Policy, do not establish a contract or 
any particular terms or conditions of employment between myself and Hager Oil.  I 
understand that the employment relationship is ñat willò and is based upon the mutual 
consent of Hager Oil and myself.    

  
Internal Dispute Resolution/Employment Arbitration Policy  
  
These policies provide the opportunity for prompt and objective review of employment 
concerns.  I understand that arbitration is the final, exclusive and required form for the 
resolution of all employment related disputes that are based on a legal claim.  I agree to 
submit all employment related disputes based on a legal claim to arbitration under Hager 
Oil's policy.  
  
I have received the handbook, and I understand that it is my responsibility to read and 
comply with the policies contained in this handbook and any revisions made to it.  

  
  
                                                                                
____________________                                     
EMPLOYEE'S SIGNATURE        DATE  
  
  
                                                                                   
EMPLOYEE'S NAME (PRINTED)   
  

(Employee Copy - Retain in Handbook)  
  



  
  
  
  
  

  

  

  

  

 

  
1002 Old Birmingham Highway  

Jasper, Alabama 35501  
Phone: (205) 384-3422  

  

  

  

  

  

  

  

  
  
  

  



EMPLOYEE ACKNOWLEDGMENT FORM  
  
The employee handbook outlines important information about Hager Oil, and I understand 
that I should consult corporate management or the Human Resource Department regarding 
any questions not answered in the handbook.  I have entered into my employment 
relationship with Hager Oil voluntarily and acknowledge that there is no specified length of 
employment.  Accordingly, either Hager Oil or I can terminate the relationship at will, with 
or without cause or notice, at any time.  
  
Since the information, policies and benefits described here are necessarily subject to 
change, I acknowledge that revisions to the handbook may occur, except to Hager Oilôs 
policy of employment-at-will.  All such changes will be communicated through official 
notices, and I understand that revised information may supersede, modify, or eliminate 
existing policies.  Only the President of Hager Oil Company, Inc. has the authority to adopt 
any revisions to the policies in this handbook.  
  
Furthermore, I acknowledge that the provisions in this handbook are guidelines and, except 
for the provisions of the Employment Arbitration Policy, do not establish a contract or 
any particular terms or conditions of employment between myself and Hager Oil.  I 
understand that the employment relationship is ñat willò and is based upon the mutual 
consent of Hager Oil and myself.    

  
Internal Dispute Resolution/Employment Arbitration Policy  
  
These policies provide the opportunity for prompt and objective review of employment 
concerns.  I understand that arbitration is the final, exclusive and required form for the 
resolution of all employment related disputes that are based on a legal claim.  I agree to 
submit all employment related disputes based on a legal claim to arbitration under Hager 
Oil's policy.  
  
I have received the handbook, and I understand that it is my responsibility to read and 
comply with the policies contained in this handbook and any revisions made to it.  

  
  
                                                                                
____________________                                     
EMPLOYEE'S SIGNATURE        DATE  
  
  
                                                                                   
EMPLOYEE'S NAME (PRINTED)  
   

  

  

  

  

  

  

  

  


