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ACKNOWLEDGEMENT 
 
I have received a copy of Hydrite Chemical Co.’s (the “Company”) Employee Handbook.  I have 
read this Handbook and I understand its contents.  I acknowledge that it is my responsibility to 
ask questions about anything I do not understand. 
 
I understand that it is my responsibility to abide by all Company rules and regulations as set 
forth in this Handbook, and the rules and regulations that the Company may otherwise establish 
in its sole discretion.   
 
I also understand that the contents of this Handbook may be changed by the Company at any 
time, with or without notice. 
 
I further understand and acknowledge that this Handbook provides guidelines and information, 
but this Handbook is not, nor is it intended to constitute, an employment contract of any kind.  I 
understand that my employment and compensation can be terminated at the option of either the 
Company or me, at any time, for any reason.   
 
I understand that this Handbook supersedes and replaces any former or existing Company 
Handbook.  I also understand that the Company may change this Handbook from time to time, 
as it deems appropriate. 
 

ABOUT THIS HANDBOOK 
 
We would like to welcome you to our company!  You are the most valuable and important asset 
we have.  The quality of the service we provide to our customers is made possible only through 
the efforts and abilities of our employees.  
 
The Company strives to provide you with an atmosphere and duties which you will find 
rewarding, enjoyable, and consistent with your personal goals.  We try to recognize your efforts 
not only by direct compensation, but through a series of employee benefit plans designed to 
enhance the quality of your working experience.  The information contained in this Handbook is 
merely a summary of some of the provisions concerning benefits available to Company 
employees.  If questions regarding the application of benefit information in this Handbook 
should arise, reference may be made to the appropriate unabridged benefit policy contained in 
the Human Resource Department.  In instances where this Handbook and Company personnel 
policies, plan documents, and insurance policies may disagree, the personnel policies, 
insurance policies, and plan documents will always prevail.  The final decision on any question 
regarding interpretation of the Company’s policies will be made by the executive management 
of the Company.    
 
This Handbook and the information contained herein does not affect the basic relationship 
between the Company and its employees.  Employment at the Company is on an “at-will” basis, 
meaning that both the employee and Company have the right to end the employment 
relationship at any time, with or without cause, and with or without notice.  
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OUR VISION 
 
To provide creative solutions through chemistry and manufacturing to enhance our customers’ 
profitability. 
 

OUR MISSION 
 
To empower each employee to be accountable and responsible for their efforts and attitudes to 
guarantee 100% customer satisfaction. 

To implement our strategic initiatives and achieve our strategic objectives, we expect every 
employee to be committed to our core values. 
 

CORE VALUES 
 
The Hydrite Building Blocks define our values and expectations as an organization – what we 
hold fundamental to our culture.  Ensuring these values are practiced by each of us is critical for 
our success. 

Integrity:  Honesty, character, fairness, and trustworthiness are the foundation of our 
relationships.  

Innovation: Ensuring the success of our customers through innovation, creativity, and hard work 
will strengthen our future.   

People:  Excellence, accountability, and contributing to a safe environment will be rewarded.        

Quality:  Total commitment to quality and continuous improvement every day through our 
people, products, and services.    

Responsible Growth:  The Company is a privately held, for profit, diversified, entrepreneurial 
organization that strives to use resources responsibly.    

 

The Company supports and has a commitment to the principle of equal employment 
opportunity.  The Company will therefore recruit, hire, train, transfer, promote, classify, 
compensate, provide benefits, discipline, terminate, and make all employment related decisions 
without regard to race, color, religion, natural hair style, sex (including gender, gender identity, 
gender expression, or sexual orientation), national origin (including ethnicity, ancestry, 
citizenship, or immigration status), disability, age, genetics, military status, or any other 
protected class as defined by local, state, or federal law.  The Company also intends to provide 
a work environment that is free from intimidation, harassment, or retaliation based on any 
protected status under the law.  We expect the same commitment from each of our employees. 
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CODE OF ETHICS AND BUSINESS CONDUCT 
 
The successful business operation and reputation of Company is built on the principles of fair 
dealings and ethical conduct of our employees. Company’s reputation for integrity and 
excellence requires all employees, directors, officers, managers, and supervisors to comply with 
all applicable laws and to conduct business with integrity, honesty, and impartiality. No code of 
ethics can cover all circumstances or anticipate every situation. The following should serve as a 
guide. Should a situation arise, employees should apply the overall philosophy of the code and 
review the circumstances with their supervisor if there are questions. Company reserves 
discretion in the interpretation, application, and enforcement of this code. 
 
The following policies are inclusive Company’s Code of Ethics and Business Conduct.  All 
employees are required to be familiar and comply with the provisions in this Handbook and our 
Code of Ethics.  Our Code of Ethics is designed to ensure each employee:  
 

• promotes honest and ethical conduct, including the ethical handling of actual or apparent 
conflicts of interest; 

• promotes honesty, integrity, fairness, and trustworthiness; 
• fosters an environment of innovation and continuous improvement to create value for our 

people, products, services, and customers;  
• promotes compliance with applicable governmental laws, rules, and regulations; 
• promotes the protection of Company assets, including corporate opportunities and 

confidential information; 
• promotes fair dealing practices; 
• discourages wrongdoing; and 
• ensures accountability for adherence to the Code of Ethics. 

 
REPORTING AND INVESTIGATION OF VIOLATIONS 
 
Actions prohibited by this Code of Ethics must be reported to your supervisor or a leader you 
feel comfortable with, and facility HR representative immediately. Supervisors and facility HR 
representatives should contact the Company General Counsel immediately upon notification of 
action prohibited under this Code of Ethics. After receiving a report of an alleged prohibited 
action, the supervisor, Company HR Department, and General Counsel shall, at their discretion 
and in consultation with each other, promptly take all appropriate actions necessary to 
investigate, while protecting the identity of the individual lodging the complaint and ensuring that 
such individual not face retaliation for lodging the complaint.  
 
ENFORCEMENT 
 
The Company must ensure prompt and consistent action against violations of this Code. If, after 
investigating a report of an alleged prohibited action by any other person, the relevant 
Supervisor, HR representative, or the General Counsel determines that a violation of this Code 
has occurred, they shall, at their discretion and in consultation with each other, take appropriate 
action as they deem necessary. In the most serious of circumstances, the relevant supervisor, 
HR representative, or General Counsel may make a report to the Senior Management or the 
Board of Directors, who may then take such additional preventative or disciplinary action as 
they, in their sole discretion, deem necessary. Such actions may include, but are not limited to, 
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reassignment, demotion, dismissal, and as appropriate, notification of law enforcement 
authorities.  
 
The Company is committed to investigating all reported concerns confidentially and promptly. 
The Company will make every reasonable effort to ensure the confidentiality of any person 
making a report under this Code of Ethics.  Any employee having an allegation made against 
them will be provided the allegation and have the opportunity to respond. The Company 
requires all employees to cooperate fully and candidly with any conduct investigation. Failure to 
cooperate will result in appropriate discipline, at the discretion of the Company.   
 
ANTI-SLAVERY, CHILD LABOR, AND HUMAN TRAFFICKING POLICY 
 
Effective January 1, 2012, the California Transparency in Supply Chains Act of 2010 requires 
retailers and manufacturers doing business in California to disclose efforts to eradicate slavery 
and human trafficking from its direct supply chain. Company is committed to conducting 
business in an ethical manner and in compliance with the laws of the jurisdictions in which we 
do business, including any applicable laws pertaining to minimum working age and compulsory 
labor.  
 
Company engages in a verification of its product supply chains to evaluate and address the 
risks of human trafficking and slavery. Company accomplishes this using internal resources and 
does not engage a third party to conduct this verification. Company suppliers are required to 
acknowledge receipt of Company's documentation which states that suppliers shall not and do 
not use any indentured or forced labor, slavery, servitude, or any other practice that could 
encourage human trafficking. Company does not require suppliers to certify that materials 
incorporated into products sold by Company comply with laws addressing human trafficking and 
slavery. 
 
Company reserves the right to conduct informal audits of its suppliers to evaluate their 
compliance with the California Transparency in Supply Chains Act. These audits may be 
conducted from time to time by Company employees in connection with regular visits to supplier 
facilities, which will be generally scheduled ahead of time. Company does not plan to use a third 
party to conduct formal audits of its suppliers. If Company determines that a supplier does not 
conform with the California Transparency in Supply Chain Act, Company will terminate its 
relationship with such supplier unless such supplier takes immediate action to cure its non-
compliance to the California Transparency in Supply Chains Act, 
 
BUSINESS GIFTS AND ENTERTAINMENT POLICY 
 
Company recognizes the responsibility to maintain good business relations. The purpose of this 
policy is to recognize Company’s responsibility to maintain relations with its suppliers and others 
with whom employees may come in contact with and to prevent gift-bearing businesses from 
interfering with and/or influencing employees. The policy is not intended to eliminate 
participation in business-related functions and activities that occur in conjunction with seminars, 
exhibits, meetings, and presentations, which incorporate lunches, dinners, and entertainment. 
These can be, under the proper circumstances, in the best interests of the association.  
 
Company’s employees, managers, directors, and their families are generally prohibited from 
accepting gifts from the Company’s suppliers, customers, or any person, company, or group 
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with whom the Company is contemplating a business relationship. If you have questions 
regarding the appropriateness of a gift, please contact the CFO or CHRO. 
 
The general probation does not apply, and employees may accept gifts, when all the following 
conditions are met: 

• The gift is of nominal value.  
• The gift is legal under local law.  
• The gift is not given in an attempt to influence business decisions or to obtain or retain 

business.  
• The gift is not in the form of cash or cash equivalent.  
• The gift is not solicited.  
• The gift is received in accordance with local business custom.  
• The giving of gifts is infrequent.  
• The gift is appropriate for the occasion.  
• The gift is of a nature that would not embarrass the Company or the other party if 

publicly disclosed.  
 
Similar to gifts, employees may not accept offered entertainment unless all of the following 
conditions are met.  

• The entertainment is legal under local law.  
• The entertainment is in accordance with local business custom.  
• The entertainment is of reasonable value and not excessive or extravagant.  
• The entertainment is infrequent.  
• The entertainment is of a nature that would not embarrass the Company or the other 

party if publicly disclosed.  
• At least one other employee of the Company is present at the event.  

 

COMPLIANCE 
 
Employees, officers, and directors should comply, both in letter and spirit, with all applicable 
laws, rules and regulations in the cities, states, and countries in which the Company operates. 
Although not all employees, officers and directors are expected to know the details of all 
applicable laws, rules, and regulations, it is important to know enough to determine when to 
seek advice from appropriate personnel. Questions about compliance should be addressed to 
the Legal Department. 
 
It is against Company policies and illegal for any director, officer, or employee to use material 
nonpublic information regarding the Company or any other company to obtain profit for himself 
or herself; or directly or indirectly "tip" others who might make an investment decision on the 
basis of that information. 
 
The Company is dedicated to ensuring the continued health of environment and the 
communities in which it operates. If any employee has any questions or concerns about their 
facility’s environmental compliance, they should contact their facility’s SQRA representative and 
their supervisor immediately. 
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CORPORATE OPPORTUNITIES 
 
All directors, officers and employees owe a duty to the Company to advance its interests when 
the opportunity arises. Directors, officers, and employees are prohibited from taking for 
themselves personally (or for the benefit of friends or family members) opportunities that are 
discovered through the use of Company assets, property, information, or position.  Directors, 
officers, and employees may not use Company assets, property, information, or position for 
personal gain (including gain of friends or family members). In addition, no director, officer, or 
employee may compete with the Company. 
 
CORRUPTION AND BRIBERY AND MONEY LAUNDERING 
 
The Company takes a zero-tolerance approach to bribery, corruption, and money laundering. 
You must comply with all applicable anti-bribery, corruption, and anti-money laundering laws 
and Company policies. Failure to do so will be treated as a disciplinary matter and may result in 
the immediate termination of your employment. 
 
CONFIDENTIALITY 
 
Most positions within the Company have access to confidential Company information.  This may 
include, but is not limited to, information concerning the Company’s businesses, business plans, 
financial information, pricing, costs, gross margins, profitability, business practices, current 
products, products in development, know-how, formulas, trade secrets, customer data, and 
supplier data.  Confidential information all nonpublic information (regardless of its source) that 
might be of use to the Company’s competitors or harmful to the Company or its customer’s 
suppliers or partners if disclosed.  This information is to remain confidential and should not be 
disclosed to any persons or entities outside the Company, except when disclosure is expressly 
authorized or is required or permitted by law.  Information should not be used, directly or 
indirectly, for personal benefit or for the benefit of any other person or entity.  Employees are 
responsible for protecting the confidentiality of this information; failure to do so will result in 
disciplinary action, up to and including termination of employment. 
 
CONFLICTS OF INTEREST 
 
A conflict of interest occurs when an individual's private interest (or the interest of a member of 
his or her family) interferes, or even appears to interfere, with the interests of the Company as a 
whole. A conflict of interest can arise when an employee, officer, or director (or a member of his 
or her family) takes actions or has interests that may make it difficult to perform his or her work 
for the Company objectively and effectively. Conflicts of interest also arise when an employee, 
officer, or director (or a member of his or her family) receives improper personal benefits 
because of his or her position in the Company. 
 
Whether or not a conflict of interest exists or will exist can be unclear. Conflicts of interest 
should be avoided unless specifically authorized by an Officer of the Company.  Non-executive 
level employees who have questions about or become aware of actual or potential conflicts of 
interests should discuss the matter with their supervisor. Supervisors will then, in direct 
consultation with their direct supervisor and the General Counsel, advise or provide 
authorization before the reporting employee takes any further action. Supervisors may not 
authorize, approve, advise, or consent to any conflict of interest related matters without first 
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consulting the Company General Counsel in writing and receiving further instruction or 
authorization in writing. 
 
FAIR COMPETITION 
 
Employees must engage in fair competition practices at all times. Employees should report all 
suspected unfair competition practices to their supervisor and HR Manager immediately.  
 
Employees are prohibited from engaging in, either formally or informally: 

• Price or wage fixing.  
• Bid rigging. 
• Colluding to allocate customers or markets.  
• Boycotting suppliers or customers.  
• Controlling the resale pricing of distributors and dealers.  

 
Even if there is no formal written agreement, the mere exchange of information can create the 
appearance of an illegal, informal understanding or agreement. Employees must be especially 
cautious while interacting with competitors.  If a competitor attempts to discuss any of the above 
prohibited information, employees must exit the conversation immediately and report the 
interaction to their supervisor and the Company’s Legal Department immediately. Employees 
should contact the Company’s legal department if they know of or suspect any situations 
involving violations of competition or trade practice law.  
 
FAIR DEALING 
 
Each director, officer and employee must deal fairly with the Company's customers, suppliers, 
partners, service providers, competitors, employees, and anyone else with whom he or she has 
contact with in the course of performing his or her job. No director, officer or employee may take 
unfair advantage of anyone through manipulation, concealment, abuse of privileged information, 
misrepresentation of facts or any other unfair dealing practice. 
 
FINANCIAL INTERESTS 
 
Employees are prohibited from holding a substantial financial interest in any business that 
directly or indirectly competes with the Company. Employees are also prohibited from holding a 
direct or indirect ownership interest in any customer, distributor, or supplier of the Company. 
Employees may invest in publicly traded customers, distributors, suppliers, and competitors 
provided their total holding is less than one percent of the total ownership share. 
 
FINANCIAL STATEMENTS & INFORMATION 
 
Company’s financial and accounting records must be true, accurate, complete, and timely.  
Transactions must be properly authorized and approved and recorded in accordance with both 
the relevant generally accepted accounting principles and the highest standards of integrity.  No 
employee may have so great a span of responsibility as to make it possible for Company’s 
accounting control system of checks and balances to be impaired.  The use of any funds or 
other assets of, or the providing of any services by Company for any unlawful purpose is strictly 
prohibited.  Company’s accounting and financial records must be adequately protected from 
destruction or tampering. The accounting and financial records must also be retained for a 
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sufficient period of time to meet applicable legal requirements.  No employee may take any 
action to fraudulently influence, coerce, manipulate, or mislead Company’s independent auditing 
firm for the purpose of rendering Company’s financial statements misleading. 
 
Company’s management will ensure the integrity and accuracy of Company’s financial 
statements and Company’s compliance with all legal and regulatory requirements related to 
Company’s financial statements. Company’s management will immediately report any failures or 
deficiencies therein to the Board of Directors. 
 
PERSONAL RELATIONSHIPS IN THE WORKPLACE POLICY 
 
Company prohibits any two employees in a “personal relationship” from being in a situation 
wherein one of the employees directly supervises the other. 
 
For the purpose of this policy, the definition of “personal relationship” includes any present or 
former romantic, dating or sexual relationship, or any other close relationship wherein the 
judgment of the employee in the superior position may be influenced or may appear to others to 
be influenced, negatively or positively, by the relationship. 
 
While non-supervisory employees may or may not choose to disclose any such relationship, 
supervisors and/or managers must disclose any such relationship of this nature.  Disclosure 
should be made to the employee’s direct supervisor, HR Manager, or CHRO.  Upon learning or 
being informed of the existence of such a relationship, management may take all steps that, in 
their discretion, they deem appropriate. 
 
This policy applies without regard to gender and without regard to the sexual orientation of the 
participants in a relationship of the kind described. 
 
PROTECTION AND PROPER USE OF COMPANY ASSETS 
 
All directors, officers and employees should protect the Company's assets and ensure their 
efficient use. Theft, carelessness, and waste have a direct impact on the Company's profitability 
and are prohibited.  All Company assets should be used only for legitimate business purposes, 
though incidental personal use may be permitted. Any suspected incident of fraud or theft 
should be reported for investigation immediately. 
 
The obligation to protect Company assets includes the Company's proprietary information. 
Proprietary information includes intellectual property such as trade secrets, patents, trademarks, 
and copyrights, as well as business and marketing plans, engineering and manufacturing ideas, 
designs, databases, records and any nonpublic financial data or reports. Unauthorized use or 
distribution of this information is prohibited and could also be illegal and result in civil or criminal 
penalties. 
 
Any Works-Made-For-Hire as defined in this handbook are considered Company’s assets and 
should be treated as such by all employees. 
 
Company’s assets may also include Company vehicles, computers, software, cell phones, keys, 
credit cards, tools, machinery, safety equipment, etc.  Employees are responsible for keeping 
Company property in good working order and available for business use. If any such property 
appears to be damaged, defective or in need of repair, employees must promptly report this to 
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their supervisor. Company may request that an employee replace a Company asset which is 
lost or damaged by the employee, while worn or defective property will be replaced by the 
Company. 
 
Upon termination of employment, employees are required to account for and return all Company 
property and equipment you have been given. Failure to do so may result in the Company 
taking legal action to obtain the return of its property. 
 
SECONDARY EMPLOYMENT POLICY 
 
As long as the employee is not on a leave of absence, the Company has no objection to its 
employees supplementing their income through secondary employment; however, the primary 
obligation of the employee is to the Company. 
 
If there is a conflict between requirements of the Company and those of other employment, and 
this conflict is not resolved to the Company’s satisfaction, the Company will terminate its 
employment relationship with the employee.  Responsibilities of secondary employment will not 
be considered a legitimate reason for not working scheduled or required hours at the Company.  
In all cases where an employee chooses to work outside of the Company, the employee must 
ensure that the outside employment does not negatively impact the employee’s ability to safely, 
efficiently, and productively perform his or her responsibilities for the Company. 
 
If an employee is out on a leave of absence, with the exception of military leave, they shall not 
engage in any other gainful employment for wage or profit.  The Company may require 
certification in writing that the employee has not engaged in other gainful employment while on 
leave.  Failure to comply with this provision may result in discipline, up to and including 
termination, depending on the facts of each situation and within the Company’s discretion. 
 
WORKS-MADE-FOR-HIRE 
 
Any and all products, improvements, formulations, processes, inventions, developments, 
discoveries, works of authorship, creations, innovations, systems, techniques, ideas, processes, 
programs, results of an employee’s services, and all know-how, whether or not patented or 
patentable, copyrighted, or copyrightable, that are made, created, conceived, or developed by 
an employee, alone or with others, during or outside of working hours while employed by the 
Company and that relate to the business of the Company or its products, including products 
under development (collectively, the “Work”) shall be and remain the sole and exclusive 
property of the Company.  The Company considers the Work to be a work-made-for-hire.  Each 
employee acknowledges and agrees that the Work and all rights therein, belong to and shall be 
the sole and exclusive property of the Company.  If for any reason the Work would not be 
considered a work-made-for-hire under applicable law, the employee hereby sells, assigns, and 
transfers to the Company and its successors and assigns the entire right, title, and interest in 
the Work and any registrations and applications relating thereto, including any renewals and 
extensions thereof, and in and to all works based upon, derived from, or incorporating the Work 
throughout the world.  Upon the request of the Company, and at the Company’s cost but without 
further compensation to the employee, the employee will do all lawful things necessary to 
ensure the Company’s ownership of such Works, including, without limitation, the execution of 
any documents assigning and transferring to the Company or its assigns all of the employee’s 
rights, title, and interest in and to such Works, and the rendering of assistance and execution of 
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all documents required to enable the Company to file and obtain patents in the United States 
and foreign countries on any of such Works. 
  

POLICIES & PROCEDURES 
 
ADA/ADAAA REASONABLE ACCOMMODATION POLICY 
 
PURPOSE 
 
The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act 
(ADAAA) are federal laws that require employers with 15 or more employees to not discriminate 
against applicants and employees with disabilities and, when needed, to provide reasonable 
accommodations to applicants and employees who are qualified for a job, with or without 
reasonable accommodations, so that they may perform the essential job duties of the position. 
 
It is Company’s policy to comply with all federal and state laws concerning the employment of 
persons with disabilities and to act in accordance with regulations and guidance issued by the 
Equal Employment Opportunity Commission (EEOC). Furthermore, it is the company policy not 
to discriminate against qualified individuals with disabilities in regard to application procedures, 
hiring, advancement, discharge, compensation, training or other terms, conditions and privileges 
of employment. 
 
PROCEDURES             
 
Company will actively engage in an interactive process with employees who request 
accommodations to determine what, if any, accommodation can be provided.  Accommodation 
requests should be provided to the site leadership or Human Resources.  Company will 
reasonably accommodate qualified individuals with a disability so that they can perform the 
essential functions of a job unless doing so causes a direct threat to the individual or others in 
the workplace and the threat cannot be eliminated by reasonable accommodation or if the 
accommodation creates an undue hardship to Company. 
 
Company has the right to request medical information, if necessary, when an employee 
requests an accommodation.  An accommodation request may be denied, if documentation is 
not provided.  As part of the accommodation review, employees may be asked to provide 
updated medical information to demonstrate that the need for accommodations is ongoing. 
 
All employees are required to comply with Company’s safety standards. Employees who pose a 
direct threat to the health or safety of themselves or other individuals in the workplace will be 
placed on leave until an organizational decision has been made in regard to the employee’s 
immediate employment situation. 
 
Individuals who are currently using illegal drugs are excluded from coverage under the company 
ADA policy. 
 
The Human Resources department is responsible for implementing this policy, including the 
resolution of reasonable accommodation, safety/direct threat and undue hardship issues.   
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TERMS USED IN THIS POLICY 
 
As used in this policy, the following terms have the indicated meaning: 
 
Disability: A physical or mental impairment that substantially limits one or more major life 
activities of the individual, a record of such an impairment, or being regarded as having such an 
impairment. 
 
Major life activities: Term includes caring for oneself, performing manual tasks, seeing, hearing, 
eating, sleeping, walking, standing, lifting, bending, speaking, breathing, learning, reading, 
concentrating, thinking, communicating and working. 
 
Major bodily functions: Term includes physical or mental impairment such as any physiological 
disorder or condition, cosmetic disfigurement or anatomical loss affecting one or more body 
systems, such as neurological, musculoskeletal, special sense organs, respiratory (including 
speech organs), cardiovascular, reproductive, digestive, genitourinary, immune, circulatory, 
hemic, lymphatic, skin and endocrine. Also covered are any mental or psychological disorders, 
such as intellectual disability (formerly termed “mental retardation”), organic brain syndrome, 
emotional or mental illness and specific learning disabilities. 
 
Substantially limiting: In accordance with the ADAAA final regulations, the determination of 
whether an impairment substantially limits a major life activity requires an individualized 
assessment, and an impairment that is episodic or in remission may also meet the definition of 
disability if it would substantially limit a major life activity when active. Some examples of these 
types of impairments may include epilepsy, hypertension, asthma, diabetes, major depressive 
disorder, bipolar disorder and schizophrenia. An impairment, such as cancer that is in remission 
but that may possibly return in a substantially limiting form, is also considered a disability under 
EEOC final ADAAA regulations. 
 
Direct threat: A significant risk to the health, safety or well-being of individuals with disabilities or 
others when this risk cannot be eliminated by reasonable accommodation. 
 
Qualified individual: An individual who, with or without reasonable accommodation, can perform 
the essential functions of the employment position that such individual holds or desires. 
 
Reasonable accommodation: Includes any changes to the work environment and may include 
making existing facilities readily accessible to and usable by individuals with disabilities, job 
restructuring, part-time or modified work schedules, telecommuting, reassignment to a vacant 
position, acquisition or modification of equipment or devices, appropriate adjustment or 
modifications of examinations, training materials or policies, the provision of qualified readers or 
interpreters, and other similar accommodations for individuals with disabilities. 
 
Undue hardship: An action requiring significant difficulty or expense by the employer. In 
determining whether an accommodation would impose an undue hardship on a covered entity, 
factors to be considered include: 

• The nature and cost of the accommodation. 
• The overall financial resources of the facility or facilities involved in the provision of the 

reasonable accommodation, the number of persons employed at such facility, the effect 
on expenses and resources, or the impact of such accommodation on the operation of 
the facility. 
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• The overall financial resources of the employer; the size, number, type and location of 
facilities. 

• The type of operations of the company, including the composition, structure and 
functions of the workforce; administrative or fiscal relationship of the particular facility 
involved in making the accommodation to the employer. 

 
Essential functions of the job: Term refers to those job activities that are determined by the 
employer to be essential or core to performing the job; these functions cannot be modified. 
 
The examples provided in the above terms are not meant to be all-inclusive and should not be 
construed as such. They are not the only conditions that are considered to be disabilities, 
impairments or reasonable accommodations covered by the ADA/ADAAA policy. 
 
PROHIBITION OF HARASSMENT 
 
Intimidation and harassment can arise from a broad range of physical or verbal behavior by 
employees or by non-employees, such as customers or outside contractors.   

Harassment is a serious issue not just for the Company, but also for each individual.  An 
employee or supervisor may be held individually liable as a harasser and subject to the same 
penalties which may be imposed upon employers under state or federal law.   

Harassment and similar unacceptable activities that could become a condition of employment, a 
basis for personnel decisions, or which create a hostile, intimidating, or offensive environment 
for one or more of our employees, customers, or vendors is prohibited by the Company.  Any 
employee who engages in such harassment, threatening behavior, or retaliates against another 
employee because the employee made a report of harassment or participated in an 
investigation of a claim of harassment, is subject to immediate discipline, up to and including 
termination of employment.   

It is the responsibility of management, supervisors, and all employees to ensure that these 
prohibited activities do not occur.   

Any employee (or other person performing services for the Company) who believes that he or 
she has been the subject of prohibited harassment or retaliation is required to report the matter 
immediately to the facility management or any of the members of the Harassment Review Board 
described in the Anti-Harassment Policy.  Any such report will be investigated promptly and will 
be kept confidential within the bounds of the Company’s investigation and the law.  If a 
complaint involves a member of local management, the complaint should be directed to a 
member of the Harassment Review Board.   

The above is a summary of the Company’s policy prohibiting harassment.  Additional details on 
the Anti-Harassment Policy can be found in SOP HR026AF, which employees have received 
and for which they have signed.  This policy reinforces the Company’s tradition of developing 
and maintaining a professional environment comprised of people who respect one another and 
who believe in the Company’s core values.  It is the responsibility of all of us to uphold that 
tradition. 
  

https://muhimbi-pcso.azurewebsites.net/HR026AF.aspx?SPHostUrl=https%3A%2F%2Fhydrite.sharepoint.com%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures&ItemUrl=%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures%2FPublished_SOPPs%2FHR026AF.pdf&param=JLBMF5JjUWjVc4kXp4ozfcTKsTlAL1RyYfg4jATKKEwDe491RYfhs8S3rOH9ABz8B30Uirh0o5bA0lJbNaaZjw%3D%3D&AppWebUrl=&Source=%2Fpublished_sopps%2Fforms%2Fmain.aspx%3Fview%3D7%26q%3Danti-harassment+policy
https://muhimbi-pcso.azurewebsites.net/HR026AF.aspx?SPHostUrl=https%3A%2F%2Fhydrite.sharepoint.com%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures&ItemUrl=%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures%2FPublished_SOPPs%2FHR026AF.pdf&param=JLBMF5JjUWjVc4kXp4ozfcTKsTlAL1RyYfg4jATKKEwDe491RYfhs8S3rOH9ABz8B30Uirh0o5bA0lJbNaaZjw%3D%3D&AppWebUrl=&Source=%2Fpublished_sopps%2Fforms%2Fmain.aspx%3Fview%3D7%26q%3Danti-harassment+policy
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SMOKE AND VAPE-FREE WORKPLACE POLICY 
 
The Company is committed to providing a safe and healthy environment and recognizes that 
smoking, vaping, breathing secondhand smoke or vape, and using tobacco or cannabis 
products of any kind may contribute to serious health consequences. 
 
It is the policy of the Company to prohibit smoking, vaping, and the use of all tobacco and 
cannabis products on Company property, including in Company-owned vehicles, in order to 
provide and maintain a safe and healthy work environment for all employees.  This includes the 
use of cigarettes, cigars, pipes, smokeless/chewing tobacco, e-cigarettes, e-pipes, e-hookahs, 
and e-cigars, or any other electronic nicotine delivery system or electronic smoking device 
(hereinafter referred to as “Products”).  This policy shall apply to any visitors, contractors, 
temporary employees, or consultants who may be on Company’s property or in a Company-
owned vehicle. 
 
POLICY ENFORCEMENT 
 
Monitoring and enforcement of this policy is the responsibility of the Company’s managers.  The 
Human Resource Department is available for guidance and support to manage disciplinary 
issues that arise.  Use of the Products on Company property or in a Company-owned vehicle 
will be considered a type “A” rule violation.  Employees who violate this policy will be subject to 
disciplinary action as outlined in this Handbook. 

Employees with inquiries, complaints, or disputes about smoking or vaping in the workplace 
should contact their manager or the Human Resource Department.   
 
TOBACCO CESSATION 
 
The Company has many resources available to employees who wish to quit using tobacco.  

The Company’s self-funded medical plans, Dean Health, and Group Health Cooperative cover 
prescription tobacco cessation products.  Refer to your summary plan document for additional 
information. 

The Company also offers a tobacco cessation program through the Employee Assistance 
Program, LifeMatters, which offers free coaching.  Visit LifeMatter’s website at 
mylifematters.com. You will need to enter HYD1 as the password to sign in.  Upon signing in 
search for “Tobacco Cessation Program”.  LifeMatters is also accessible by calling 1-800-634-
6433. 
 
TOBACCO CESSATION INCENTIVE 
 
Upon successful tobacco cessation, Company’s employees can earn up to a $750 incentive 
over a period of 24 months following the cessation date.  Contact the Human Resource 
Department to sign up for this incentive program.   
 
WORKPLACE VIOLENCE POLICY 
 
The Company is committed to the safety and well-being of its employees and therefore strives 
to maintain a work environment free from any form of intimidation, violence, or threat of such 
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behavior.  Such acts may include, but are not limited to, hostile, abusive, or threatening 
behavior, statements, physical abuse, vandalism, sabotage, or any act which is harmful to the 
safety or well-being of Company employees or property.  Similarly, the Company prohibits any 
type of joking or kidding around relating to such behavior.  

Any employee found to be in violation of this policy is subject to disciplinary action, up to and 
including termination of employment. 
 
RESPONSIBILITIES/REPORTING PROCEDURE 
 
When an employee is subjected to or becomes aware of any conduct which is prohibited by 
this policy, the employee is required to immediately report it to a supervisor or the Human 
Resource Department.  Upon receiving such report, the Company’s Crisis Resource Team will 
promptly investigate the incident and, if appropriate, take prompt and effective measures to 
ensure compliance with this policy.   

CRISIS RESOURCE TEAM:  
 
The Crisis Resource Team (“CRT”) is a multi-disciplinary resource team which will assist an 
operating department to determine an appropriate course of action to prevent the escalation of a 
situation, or assist the department with the investigation of an incident of violence.  The CRT will 
also assist departments to develop strategies and identify resources for prevention of such 
incidents in the workplace.  The CRT members will facilitate access to mental health, law 
enforcement, legal, risk management (safety, workers compensation, and employee health) and 
Company policies which are all needed to provide an appropriate response.  
 
CRT members may be contacted at the following numbers:  
 
Crisis Resource Members: 
 Work Number: Cell Number: 
Chief Human Resources Officer (262) 792-8743 (414) 840-8475 
Director of Employee Experience  (262) 792-8742 (262) 424-8641 
Treasury & Risk Manager   (262) 792-8785 (920) 342-4662 
Director of Safety (262) 792-8769 (262) 239-8657 
General Counsel  (262) 792-8782 (414) 331-7991 
 

The Company’s first concern is for the safety and well-being of its employees.  In the event of 
an intentional act of violence or a threat to do harm to anyone, the Company may also involve 
the police or emergency medical personnel as appropriate.  Similarly, in any emergency 
situation involving violence or threats of violence, an employee should take reasonable and 
appropriate actions to ensure his or her safety and should contact law enforcement personnel 
immediately if necessary.  

PROHIBITED CONDUCT 
 
Violence in the workplace may include, but is not limited to, the following prohibited behaviors 
directed at or by a co-worker, supervisor, or member of the public:   

• Direct threats or physical intimidation.  
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• Implications or suggestions of violence.  
• Stalking.  
• Assault in any form.  
• Physical restraint or confinement.  
• Dangerous or threatening horseplay.  
• Loud, disruptive, or angry behavior or language that is clearly not part of the typical 

work environment.  
• Blatant or intentional disregard for the safety or well-being of others.  
• Commission of a felony or misdemeanor on Company property. 
• Any other act that a reasonable person would perceive as a threat of violence. 

DOMESTIC VIOLENCE 
 
Any employee who seeks or obtains a temporary restraining order or court issued injunction for 
his or her protection is required to immediately inform his or her supervisor and the Human 
Resource Department of such an event.  Upon receiving such information, which the Company 
will treat as confidentially as possible, the Company will meet with the employee to discuss the 
situation and determine what, if any, actions may be taken to reduce the risk of harm to the 
employee or others at work.  Similarly, if an employee has experienced or is concerned about 
domestic violence which may impact the employee at work, the Company strongly encourages 
the employee to report the matter to his or her supervisor and the Human Resource 
Department.  
 
WEAPONS  
 
It is the policy of the Company to maintain a work environment that is safe for all persons, 
including the community, and conducive to attaining high work standards.  To achieve these 
objectives, the Company maintains a weapon-free workplace and prohibits the possession of 
weapons in accordance with state and federal law. 

The Company prohibits its employees and individuals visiting or conducting business on 
Company property from possessing any weapon while on its property, while working off-site, or 
at any Company sponsored events.  Transportation, possession, and storage of weapons in 
vehicles must be in compliance with state and federal law.  Generally, the weapon should be 
kept secure, out of sight, locked in the vehicle’s trunk or glove compartment, and kept unloaded 
with ammunition stored separately.   

Prohibited weapons include any form of weapon, including but not limited to firearms, knives 
with blades over four (4) inches, explosive devices, or any other objects or devices that could be 
used to threaten, harass, intimidate, injure, or cause harm to another individual.      

COMMUNICATION OF POLICY 
 
This Weapons policy is part of this Handbook which every employee receives or has access to 
and acknowledges understanding.   
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A copy of this policy shall be attached to, and become incorporated into, each contractor’s 
contract.  The contractor shall be responsible for communicating this policy to its employees and 
to any subcontractors engaged by the contractor. 

SEARCH 
 
Consistent with the Company’s right to inspect any property while on its premises to ensure that 
a weapon is not present on its property, the Company may conduct inspections at any time and 
without prior warning, including inspections of work areas and personal belongings. 

Employees who refuse to allow an inspection will be subject to appropriate discipline, up to and 
including termination of employment.  Non-employees who refuse to allow an inspection will not 
be permitted on Company premises. 

DISCIPLINE 
 
Violations of this policy will subject the employee to disciplinary action, up to and including 
termination of employment. 

Violations of this policy by a non-employee will subject the individual to be immediately removed 
from the Company’s premises and barred from future access to any Company premises. 

The Company may also refer the individual to the attention of law enforcement authorities. 

ALCOHOL, DRUG, AND CONTROLLED SUBSTANCE POLICY 
 
The Company is committed to maintaining a safe and healthy work environment for all of its 
employees.  Being under the influence of drugs or alcohol while on the job poses serious health 
and safety risks, not only to the employee under the influence, but to fellow employees as well.  
It is the obligation of the Company to maintain a safe and healthy work environment for all of its 
employees and to protect Company property.  With this objective in mind, the Company has 
established the following policy, HR016AF.  
 
CONDITIONS UNDER WHICH DRUG OR ALCOHOL TESTING MAY OCCUR 
 
Pre-Placement:  Individuals applying for employment with the Company will be informed of the 
Alcohol, Drug and Controlled Substance Policy.  Applicants who have been offered employment 
will be given a drug screening test, and in some cases, a breath alcohol screening test as part 
of their pre-placement physical, which is a condition of employment.  Failure to pass the drug or 
alcohol screening test will prohibit hiring of the applicant. 
 
Reasonable Suspicion:  If a supervisor or manager concludes, based upon observations of job, 
safety, work, or other performance factors, that reasonable suspicion exists to indicate that an 
employee’s actions or appearances are impaired, the employee will be required to undergo drug 
and alcohol testing. 
 
Random:  Employees in safety sensitive positions (including lab personnel, DOT drivers, drivers 
of Company owned or leased vehicles, those who are required to drive for Company business, 
all members of senior management, warehouse, production and maintenance personnel, and 
other positions as designated by the Company) may be subject to drug and/or alcohol testing 

https://muhimbi-pcso.azurewebsites.net/HR016AF.aspx?SPHostUrl=https%3A%2F%2Fhydrite.sharepoint.com%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures&ItemUrl=%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures%2FPublished_SOPPs%2FHR016AF.pdf&param=JLBMF5JjUWjVc4kXp4ozfcTKsTlAL1RyYfg4jATKKEwDe491RYfhs8S3rOH9ABz8B30Uirh0o5bA0lJbNaaZjw%3D%3D&AppWebUrl=&Source=%2Fpublished_sopps%2Fforms%2Fmain.aspx%3Fview%3D7%26q%3Dhr016af
https://muhimbi-pcso.azurewebsites.net/HR016AF.aspx?SPHostUrl=https%3A%2F%2Fhydrite.sharepoint.com%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures&ItemUrl=%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures%2FPublished_SOPPs%2FHR016AF.pdf&param=JLBMF5JjUWjVc4kXp4ozfcTKsTlAL1RyYfg4jATKKEwDe491RYfhs8S3rOH9ABz8B30Uirh0o5bA0lJbNaaZjw%3D%3D&AppWebUrl=&Source=%2Fpublished_sopps%2Fforms%2Fmain.aspx%3Fview%3D7%26q%3Dhr016af
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under this policy as allowed by state law. 
 
Post On-The-Job Incident:  If an employee sustains a personal injury at work or causes another 
employee to sustain a personal injury that results in lost work-time, the employee will be 
required to undergo drug and/or alcohol testing.  Lost work-time is defined as any period of time 
during which an employee stops performing the normal duties of employment and seeks third-
party medical treatment, or if an employee causes personal injury to a third party that requires 
the third party to seek medical treatment.  Any incident causing damage to property requires the 
employee to undergo drug and alcohol testing. 
 
REFUSING DRUG OR ALCOHOL TEST 
 
Any applicant who refuses to submit to a drug or alcohol test (including obstructing the test or 
otherwise failing to provide an adequate sample for testing), or who fails to pass a drug or 
alcohol test will not be considered for employment.  Any employee who refuses to submit to a 
drug or alcohol test (or obstructs the test) will be terminated from employment.  In situations 
where the employee’s conduct does not otherwise merit immediate termination from 
employment, an employee who tests positive on a drug or alcohol test may be provided with the 
opportunity for rehabilitation. 
 
The above is a summary of the Company’s Alcohol, Drug, and Controlled Substance Policy.  
Additional details of the policy can be found in the complete standard policy (SOP HR016AF) 
which employees have received and for which they have signed acknowledging receipt. 
 
ELECTRONIC COMMUNICATION AND INFORMATION POLICY 
 
The Company’s information systems and technology network is the sole property of the 
Company.  These systems are designed for job-related purposes, and use of these systems is a 
privilege, not a right.  Review the Electronic Communication and Information Policy SOP 
IS002AF for acceptable and unacceptable usage of electronic communication. 
Company employees must honor copyright laws regarding protected software, ownership of 
information, and intellectual property. 
 
Employees who use these systems should have no expectation of privacy in connection with the 
use of the equipment or the transmission, receipt, or storage of information.  The Company 
reserves the right to monitor electronic communications including internet usage, computer files, 
e-mails, voice mails, and faxes and to access and disclose the contents of these employee 
electronic communications. 
 
Each employee is responsible for becoming familiar with and adhering to the policy when 
accessing the Company’s electronic communication and information systems.  Each employee 
who uses these systems acknowledges and consents to the Company’s right to monitor, view, 
disclose, or otherwise access the employee’s use of these systems. 
 
Any violation of this policy or misuse of the electronic communications and information system 
will result in appropriate disciplinary action up to and including termination. 

https://muhimbi-pcso.azurewebsites.net/HR016AF.aspx?SPHostUrl=https%3A%2F%2Fhydrite.sharepoint.com%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures&ItemUrl=%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures%2FPublished_SOPPs%2FHR016AF.pdf&param=JLBMF5JjUWjVc4kXp4ozfcTKsTlAL1RyYfg4jATKKEwDe491RYfhs8S3rOH9ABz8B30Uirh0o5bA0lJbNaaZjw%3D%3D&AppWebUrl=&Source=%2Fpublished_sopps%2Fforms%2Fmain.aspx%3Fview%3D7%26q%3Dhr016af
https://muhimbi-pcso.azurewebsites.net/IS002AF.aspx?SPHostUrl=https%3A%2F%2Fhydrite.sharepoint.com%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures&ItemUrl=%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures%2FPublished_SOPPs%2FIS002AF.pdf&param=JLBMF5JjUWjVc4kXp4ozfcTKsTlAL1RyYfg4jATKKEwDe491RYfhs8S3rOH9ABz8B30Uirh0o5bA0lJbNaaZjw%3D%3D&AppWebUrl=&Source=%2Fpublished_sopps%2Fforms%2Fmain.aspx%3Fview%3D7%26q%3Dis002af
https://muhimbi-pcso.azurewebsites.net/IS002AF.aspx?SPHostUrl=https%3A%2F%2Fhydrite.sharepoint.com%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures&ItemUrl=%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures%2FPublished_SOPPs%2FIS002AF.pdf&param=JLBMF5JjUWjVc4kXp4ozfcTKsTlAL1RyYfg4jATKKEwDe491RYfhs8S3rOH9ABz8B30Uirh0o5bA0lJbNaaZjw%3D%3D&AppWebUrl=&Source=%2Fpublished_sopps%2Fforms%2Fmain.aspx%3Fview%3D7%26q%3Dis002af
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DEFINITIONS OF EMPLOYMENT 
  
Regular, Full-Time:  An employee hired to work a consistent 30 hours per week, or equivalent 
depending upon shift configuration, for an indefinite period of time is considered full-time.  The 
employee will be eligible for full benefits upon meeting all eligibility requirements. 
 
Regular, Part-Time:  An employee hired to work less than full-time equivalent hours for an 
indefinite period of time is considered part-time.  The employee will be eligible for 401(k) 
benefits and may be eligible for profit sharing benefits upon satisfaction of the eligibility 
conditions provided in the applicable retirement plan.  However, the employee will not be eligible 
for other group welfare benefits. 
 
If work requirements are such that a part-time employee must work full-time equivalent hours on 
occasion, no status change will occur. 
 
However, if a part-time employee works consistent full-time equivalent hours for a period of 3 
months and will continue to do so for an indefinite period of time, their status will be reviewed.  If 
it is determined that a change in status is appropriate, the employee will be designated as full-
time and will be entitled to all benefits allowed to a full-time employee.  The employee’s full-time 
start date will be the date on which the employee started working a consistent full-time 
equivalent work week, not to exceed a three month look back period.  Benefits will commence 
upon meeting the required eligibility periods. 
 
If a part-time employee is designated full-time prior to the 3 month period, the employee will 
receive credit for any consistent, consecutive full-time equivalent work weeks immediately 
preceding full-time status. 
 
Temporary:  An employee hired to work full-time equivalent hours or less for a defined period of 
time, typically not to exceed 6 months, such as summer help, is considered temporary.  If a 
temporary employee’s employment continues after the 6 month period, the employee’s status 
will be reviewed and may change to that of a regular, part-time or a regular, full-time employee, 
whichever definition applies.  The employee will receive credit for any consistent, consecutive 
full-time equivalent work weeks immediately preceding full-time status. 
 
PRE-EMPLOYMENT SCREENING 
 
Offers of employment will be contingent on any of the following:  a physical examination, a 
strength assessment, negative drug screen, positive or satisfactory references, or results of a 
background check.  Contingencies are determined by type of position and the requirements of 
those positions.  All contingencies must be adequately and timely met prior to clearing the 
employee to start.  Temporary employees placed to work with Company will have the same 
contingencies before starting which may be completed by the Agency.  Employees that are 
terminated and then rehired may be required to repeat pre-employment testing depending on 
the length of time between the termination date and the tentative rehire date.  If the length of 
time is greater than 6 months, the employee will, at a minimum, be required to have a new pre-
employment drug screen completed.  Rehires that are in roles regulated by the Department of 
Transportation (DOT), will need to meet any contingencies required of rehires/pre-employment 
per DOT regulations.  
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Type of Hire Contingencies 
 Physical Strength 

Test 
Drug 

Screen References Background 
Check 

New Hire X X X X X 
Temporary Employee (Agency) X X X X X 
Rehire (Non-DOT) (Departed for less than 6 
months) 

X     

Rehire (Non-DOT) (Departed for more than 6 
months) 

X 
(if overdue or 

expired) 
X X  X 

(criminal search 
only) 

Rehire (DOT) (Departed for less than 30 days) X 
(if medical 

card is 
expired) 

   X 
(criminal search, 

MVR, and 
verification of 

employment for 
any new 

employers) 
Rehire (DOT) (Departed for more than 30 days) X 

(if medical 
card is 

expired) 

X 
(Departed 
for more 
than 6 

months) 

X  X 
(criminal search, 

MVR, and 
verification of 

employment for 
any new 

employers) 
 
The background check will be completed by a third-party consumer reporting agency after an 
offer of employment is accepted or during the course of employment as required by certain 
government agencies or company policy.  Information reported by the consumer reporting 
agency in the background check report may be obtained from references, past employment, 
work habits, education, judgments, criminal background, character, general reputation, and 
driving records.  Criminal background checks may be repeated periodically.  Before denying an 
extension, reassignment, promotion, or other benefit of employment, based in whole or in part 
on information obtained in the background check report, the Company will provide a copy of the 
report and a description in writing of the employee’s rights under the Fair Credit Reporting Act. 
 
The Company utilizes E-Verify, which is a web-based system that allows employers to confirm 
the eligibility of their employees to work in the United States.  E-Verify employers verify the 
identity and employment eligibility of newly hired employees by electronically matching 
information provided by employees on the Form I-9 Employment Eligibility Verification, against 
records available to the Social Security Administration (SSA) and the Department of Homeland 
Security (DHS).  At any time during an employee’s employment it is discovered that the 
employee is not authorized to work legally in the United States, employment will be terminated 
immediately. 
 
WORK HOURS 
 
Because each of the Company’s facilities has unique operating requirements including meal 
and rest periods, work hours are defined by each facility manager and may differ within each 
facility by department.  Work hours, meal, and rest periods are reviewed with each employee 
upon hire.  Changes may occur to best serve our customers.  Mandatory training may be 
required during time off. 
 
ATTENDANCE AND PUNCTUALITY 
  
Regular attendance and punctuality are expected of each employee.  Excessive absenteeism or 
tardiness may result in appropriate discipline as described in the Discipline Procedure Policy 
section of this Handbook. 
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If an occasion arises where an absence or unscheduled tardiness will occur, the employee must 
notify his or her supervisor by telephone at least two hours before the scheduled start time.  
Reporting an absence to a co-worker does not meet this requirement.  Text messaging is only 
acceptable if your supervisor has approved this method of communication. 
 

SAFETY PROGRAM 
 
The following Safety Program is mandatory, and any violation of safety rules, or any other rules 
of the Company, may result in discipline, including immediate termination from employment. 
 
ENVIRONMENTAL COMPLIANCE 
 
The Company complies with all applicable environmental requirements and has developed and 
implemented an Integrated Compliance Management System Policy, SOP RH006AF.  Standard 
Operating Procedures (SOPs) and other rules have been established to maintain compliance.  
Violation of the SOPs and other Company rules causes noncompliance with environmental 
requirements and may result in actual or threatened harm to human health, the environment, 
and Company facilities and equipment.  Employees committing such violations are subject to 
disciplinary action. 
 
ON THE JOB INCIDENTS/ WORKERS’ COMPENSATION 
 
Federal law and Company policy require that records are kept of all accidents, injuries, and 
illnesses occurring during a workday.  Employees must immediately report any work-related 
accident, injury, or illness to their supervisor.  A Workers’ Compensation Incident Report must 
be completed by the employee as outlined in SOP SF032AFb.  Employees who violate safety 
standards, cause hazardous or dangerous situations, or fail to report or remedy such situations 
will be subject to disciplinary action. 
 
Insurance Waiting Period:  Workers’ compensation laws state that under certain circumstances, 
there may be a waiting period in which lost days are not paid by the insurance carrier or the 
Company.  The duration of the waiting period is determined by state-specific laws, and the Risk 
Coordinator will provide additional information after a workers’ compensation claim has been 
filed.  
 
Compensation:  Insurance payments will be sent from the workers’ compensation carrier directly 
to the employee’s home.  The state in which the employee resides will determine the payment 
schedule.  Insurance payments are approximately two-thirds of an employee’s average weekly 
wage during the 52 weeks prior to the date of the incident.  These payments are non-taxable. 
 
Deductions taken from payroll checks, such as premiums for medical or dental benefits, long-
term disability, group term life insurance, flexible spending accounts, 401(k) deferrals, and loan 
payments are not deducted from insurance carrier payments.  The Human Resource 
Department will inform employees as to available options to continue these benefits. 
 
Information on extended medical leaves can be found in the sections on state and federal 
Family and Medical Leave Acts.  Time off of work due to a work-related accident, injury, or 
illness will be considered time available under state and federal Family and Medical Leave Act 
to the extent permitted by law. 

https://muhimbi-pcso.azurewebsites.net/RH006AF.aspx?SPHostUrl=https%3A%2F%2Fhydrite.sharepoint.com%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures&ItemUrl=%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures%2FPublished_SOPPs%2FRH006AF.pdf&param=JLBMF5JjUWjVc4kXp4ozfcTKsTlAL1RyYfg4jATKKEwDe491RYfhs8S3rOH9ABz8B30Uirh0o5bA0lJbNaaZjw%3D%3D&AppWebUrl=&Source=%2Fpublished_sopps%2Fforms%2Fmain.aspx%3Fview%3D7%26q%3Drh006af
https://hydrite.sharepoint.com/sites/myhydrite/PoliciesAndProcedures/Published_SOPPs/SF032AFb.pdf
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Employees are responsible for keeping their supervisor, as well as the Risk Coordinator, 
informed of the status of their condition.  Failure to do so will result in disciplinary action. 
 
SAFETY SHOES 
  
All Company employees must wear job-rated CLASS-75 safety shoes in all production areas, 
while loading and unloading trucks, in the warehouse, in the laboratory, when hazards to the 
feet may be present, or when deemed necessary by the EHS Department or management. 
 
Employees who are required to wear safety shoes will receive an annual allowance from the 
Company to defer the cost of the shoes. 
 
Certain newly hired, regular employees may be eligible to receive a reimbursement when they 
begin employment as defined in the Foot Protection/Safety Shoes Policy, SOP SF025AF.  All 
affected employees may apply for reimbursement for safety shoes in accordance with this SOP. 
 
PRESCRIPTION SAFETY GLASSES 
 
Safety glasses with side shields are required to be worn by all persons at all times in the 
following areas and in areas designated by facility management: 

• All process/filling areas 
• Warehouse 
• Truck docks/loading area 
• Maintenance shop 
• Laboratory 
• Tank area 
• Any other marked areas or during the following operations: 

o Use of hand or power tools 
o Handling of any dusty material 
o When any other hazards to the eyes exist (chipping, painting, etc.) 

 
The design, construction, testing, and use of devices for eye protection must be in accordance 
with ANSI-Z87.1-1989.  Frames shall bear the Z87 designation. 
 
Employees are not permitted to wear contact lenses at any time in the above areas or 
operations. 
 
Safety glasses may also be required at other locations, or during the performance of certain 
jobs when deemed necessary by the EHS Department or management. 
 
Employees may apply for reimbursement for prescription safety glasses in accordance with Eye 
& Face Protection Policy, SOP SF015AF. 
 

DISCIPLINE PROCEDURE POLICY 
 

https://muhimbi-pcso.azurewebsites.net/SF025AF.aspx?SPHostUrl=https%3A%2F%2Fhydrite.sharepoint.com%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures&ItemUrl=%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures%2FPublished_SOPPs%2FSF025AF.pdf&param=JLBMF5JjUWjVc4kXp4ozfcTKsTlAL1RyYfg4jATKKEwDe491RYfhs8S3rOH9ABz8B30Uirh0o5bA0lJbNaaZjw%3D%3D&AppWebUrl=&Source=%2Fpublished_sopps%2Fforms%2Fmain.aspx%3Fview%3D7%26q%3Dsf025af
https://muhimbi-pcso.azurewebsites.net/SF015AF.aspx?SPHostUrl=https%3A%2F%2Fhydrite.sharepoint.com%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures&ItemUrl=%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures%2FPublished_SOPPs%2FSF015AF.pdf&param=JLBMF5JjUWjVc4kXp4ozfcTKsTlAL1RyYfg4jATKKEwDe491RYfhs8S3rOH9ABz8B30Uirh0o5bA0lJbNaaZjw%3D%3D&AppWebUrl=&Source=%2Fpublished_sopps%2Fforms%2Fmain.aspx%3Fview%3D7%26q%3Dsf015af
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Work rules and regulations have been established to promote a safe and healthy work 
environment, to enhance productivity and profitability, and to provide a rewarding work 
experience for all employees.  Employees shall be responsible and held accountable for their 
actions. 
 
When it is determined that an employee is not fulfilling the responsibilities of the position to 
which they are assigned, all reasonable steps should be taken prior to discharge.  To determine 
objectively that the employee has been given an opportunity to correct a deficiency, Company 
has developed a progressive discipline policy.   
 
Discipline may be appropriate when there has been an infraction against a work rule or 
Regulation.  Depending upon the circumstances, discipline issued may be a verbal warning, 
written warning, suspension without pay, or termination.  Progressive discipline may not be 
followed in all cases.  Depending upon the nature of the violation and the circumstances, one or 
more steps of the progressive discipline system may be repeated or skipped.  In some 
circumstances, termination may be the first step.   
 
After a formal disciplinary action has been issued to an employee, the employee will remain at 
that step within the progressive discipline process for a minimum of one (1) year, which may be 
lengthened depending on the nature and severity of the issue.  After one (1) year has passed, 
documentation of the disciplinary action will remain in the employee’s personnel file, but it may 
not be considered for any future formalized discipline that the employee may receive.  The 
Company reserves the right to terminate any employee for any reason including but not limited 
to lack of work, incompetence, failure to comply with these policies and any other Company 
policies and procedures.  These guidelines can be amended by the Company within its total 
discretion. 
 
In some cases, the level of discipline cannot be immediately determined until additional 
information is gathered.  If more time is needed to gather facts, the employee should be 
informed that disciplinary action will be forthcoming after an investigation is completed.  If 
multiple infractions occur from multiple Work Rules, the more serious discipline level should be 
used and both infractions cited. 
 
Employees who are being disciplined should be reminded that they have access to the 
Employee Assistance Program (EAP). 
 
Copies of all documentation relating to performance or discipline of an employee should be sent 
to the HR department for the employee’s personnel file. 
 
INTRODUCTORY PERIOD 
 
The first ninety (90) days of employment following the start date of a new hire or rehire, if 
rehired more than one (1) year after the date of termination, shall be considered the introductory 
period. The introductory period provides Company an opportunity to observe and evaluate the 
employee’s performance, which will include, but is not limited to, evaluation of safety, quality, 
reliability, productivity, and adherence to Company’s Building Blocks.  Depending on 
performance during the introductory period, the employee may be eligible for a merit increase.  
Employment is not guaranteed for the duration of the introductory period and an employee may 
be terminated at any time during the introductory period or thereafter without notice.  Successful 
completion of the introductory period does not guarantee continued or permanent employment.  
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The Company may terminate employment immediately with or without cause and with or without 
notice.  Likewise, the employee may also terminate their employment at any time with or without 
notice or with or without cause.  The introductory period is not a term of employment and does 
not impact the at will nature of the relationship between the employee and the Company.  
Progressive discipline may not apply during the introductory period.   
 
STEP 1:  DOCUMENTED COACHING  
 
When a minor infraction occurs, employees will receive documented coaching.  Leaders provide 
feedback to help drive expected performance standards and reinforce positive behaviors before 
a performance problem results in further disciplinary action.  Employees and leaders should 
include the following: 
 

1. Review and discuss the identified infraction presenting perspectives on the problem. 
2. Advise the employee of the proper steps to help prevent this from occurring again and to 

ensure alignment on performance expectations. 
3. Identify if there is any training needed to enable acceptable performance.   
4. Advise the employee that if the problem is not corrected, that it may result in further 

disciplinary action. 
5. Communicate to the employee this will be a Documented Coaching. 
6. Document the discussion for future reference and place a copy in the employee’s file 

with HR.  
 
STEP 2:  VERBAL WARNING  
 
When a performance problem is first identified, it should be thoroughly discussed with the 
employee, preferably with a neutral witness present. The supervisor should:  
 

1. Review the problem and discuss the problem with the employee allowing them to 
present their views on the problem  

2. Advise the employee that the problem must be corrected and that failure to do so will 
result in further disciplinary action 

3. Objectively state the acceptable standard, behavior or attitude that must be attained 
4. Communicate to the employee that this is a Verbal Warning   
5. Document the discussion for future reference and place a copy in the employee’s file 

with HR.  Documentation should include: 
o The work rule violated or the performance deficiency 
o The date the infraction occurred 
o Any other relevant information supporting the need for discipline 
o The date the verbal warning was issued 
o Information on how to access the Company’s Employee Assistance Program 

 
STEP 3:  WRITTEN WARNING   
 
If the conduct addressed by a verbal warning is repeated or additional work rule violations 
occur, the supervisor should follow up with a written warning. If a single incident is more serious 
than is appropriate for a verbal warning, the supervisor should issue a written warning.   
 
Written warnings should be documented and include the following: 
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• The work rule violated or the performance deficiency 
• The date the infraction occurred 
• Information on similar or previous infractions 
• Any other relevant information supporting the need for discipline 
• The date the warning was issued 
• Information on how to access the Company’s Employee Assistance Program 
• State the expectations of the employee for continued employment 
• State that continued infractions will result in continued discipline, up to and including 

termination 
 
The written warning should be signed by the employee and presenting supervisor.  If the 
employee refuses to sign the warning, make a note directly on the document that the employee 
refused to sign. 
 
STEP 4:  DECISION DAY AND SUSPENSION  
 
Suspension without pay should be used as an alternative to discharge in the case of serious 
offenses.  The employee will be dismissed from work for a defined period.  To return to work, 
the employee must detail in writing their specific plan to change the behavior or performance 
which resulted in the suspension.  The time off will be without pay and will be subject to 
applicable laws and regulations governing exempt employees. 
 
A Decision Day notice should be provided to the employee and should include the following: 
 

• The work rule violated and the performance deficiency 
• The date(s) the infraction(s) occurred 
• If applicable, cite the date of the previous relatable verbal warning or written warning 
• State the expectations of the employee for continued employment 
• Any other relevant information supporting the need for discipline 
• The date(s) the employee will be suspended without pay 
• State that continued infractions will result in continued discipline, up to and including 

termination 
• The date the employee will be required to return their written action plan and that failure 

to write a written action plan may result in termination or failure to write a reasonable 
action plan may require that the employee rewrite their action plan and failure to do so 
may result in termination 

• Information on how to access the Company’s Employee Assistance Program 
 
The Decision Day notice should be signed by the employee and presenting supervisor.  If the 
employee refuses to sign the decision day letter, make a note directly on the letter that the 
employee refused to sign. 
 
STEP 5:  TERMINATION 
 
In appropriate circumstances employment will be terminated.  Termination should be used in the 
case of serious offenses.  If appropriate, an employee can be put on suspension while the 
decision to terminate is being made.  Supervisors shall discuss disciplinary issues with the 
appropriate HR Manager and/or Chief Human Resources Officer (“CHRO”) who will review all 
disciplinary actions prior to issuance of action.   
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Whenever possible, a letter explaining the reasons for termination should be given to the 
employee at the time of termination and should include the following: 
 

• Actions that led up to their termination 
• The final incident that brought the Company to the point of termination, including the 

work rule that was violated 
• That they will receive benefit information from the HR department in the near future 
• Information on how to access the Company’s Employee Assistance Program 

 
WORK RULES  
 
Discipline may begin at any step in the process, including termination of employment.  The 
following descriptions are merely guidelines for managers, which may not be followed when the 
Company determines that circumstances indicate that a different level of discipline is 
appropriate.  With the exception of a Type D Work Rule violation, discipline is often progressive. 
 
TYPE “1A” WORK RULE  
 
Noncompliance with any TYPE “1A” Work Rule may result in a Documented Coaching, Verbal 
Warning, Written Warning, Suspension/Decision Day, or Termination. 
 
Type 1A Work Rules include minor infractions in the areas of Safety, Quality, Reliability, 
Documentational Errors, Productivity, or non-conformance to Company’s Building Blocks.  
 
TYPE “A” WORK RULE 
 
Noncompliance with any TYPE “A” Work Rule may result in a Verbal Warning, Written Warning, 
Suspension/Decision Day, or Termination. 
 
Absenteeism: 
 

• Absent without giving notice.  Supervisors must be notified at least two hours prior to 
shift start time.  Reporting an absence to a co-worker does not meet this requirement.  
Text messaging is only acceptable if your supervisor has approved this method of 
communication.  Emergency situations will be reviewed. 

• Excessive or unexcused absence(s). 
• If absence is due to an illness, a doctor’s excuse must be provided upon return if: 

o Three consecutive work days have been missed; 
o The absence occurs during the first 90 days of employment; or 
o It is requested by the supervisor. 

 
Tardiness:  Excessive or unexcused tardiness is subject to timesheet adjustment.  Supervisor 
must be notified at least two hours prior to shift start time.  Reporting tardiness to a co-worker 
does not meet this requirement.  Text messaging is only acceptable if your supervisor has 
approved this method of communication.  Emergency situations will be reviewed. 
 
Workmanship:  Failure to maintain expected standards of quality work, including poor 
workmanship, inattentiveness, or unwillingness to perform primary job duties. 
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Safety/Regulatory Compliance:   
 

• Any violation of safety rules as prescribed by the Company which does not result in 
noncompliance with occupational safety and health regulations, harm to personnel, work 
environment, or the community. 

 
• Failure to follow SOPs or other Company rules or practices where such failure does not 

result in a violation of governmental or environmental requirements and does not result 
in actual harm, or an imminent threat of harm to human health, the environment, 
Company facilities, or equipment. 
   

• Smoking, vaping, and the use of all tobacco and cannabis products on Company 
property, or any other violation of the Smoke and Vape-Free Workplace policy. 

 
Company Policy Compliance:  Failure to follow company policy. 
 
TYPE “B” WORK RULE 
 
Noncompliance with any TYPE “B” Work Rule will generally result in a Written Warning, 
Suspension/Decision Day, or Termination. 
 
Leaving Without Permission: 
 

• Permission must be obtained from the supervisor or manager to leave the workplace, 
except when on Company business or on a scheduled lunch break.  Hourly employees 
must punch out when leaving and punch in upon return. 

• Employees may not leave their work areas except as needed to comply with performing 
their duties or to take designated breaks, which are to be taken at established times. 

• Taking paid breaks which violate the Smoke and Vape-Free Workplace Policy. 
 
Leaving Prior to End of Scheduled Shift:  Anyone who leaves the workplace for the day prior to 
their scheduled shift must advise the supervisor or manager and obtain permission. 
 
Workmanship:  Repeated failure to maintain expected standards of quality work, including poor 
workmanship, inattentiveness with minor adverse results, or unwillingness to perform primary 
job duties. 
 
Loafing, Loitering:  Loafing, loitering, or engaging in unauthorized visiting is prohibited during 
work time. 
 
Performing Non-Company Work:  All work performed on Company premises or during Company 
time must be for the direct benefit of the Company, unless otherwise authorized.  
 
Safety/Regulatory Compliance:   
 

• Any violation of safety rules as prescribed by the Company which results in 
noncompliance with occupational safety and health regulations but does not result in 
harm to personnel, work environment, or the community. 
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• Failure to follow SOPs or other Company rules or practices which results in 
noncompliance with governmental or environmental rules which does not result in actual 
harm, or an imminent threat of harm, to human health, the environment, Company 
facilities, or equipment. 

 
Negligence:  Failure to exercise reasonable caution to protect the employee’s safety, the safety 
of others, the equipment, the product, or the facility that results in the threat of injury or damage.  
Failure to exercise reasonable efforts, diligence, or attention in performing assigned 
responsibilities.   
 
Work Hours: Working overtime hours without prior authorization.  Performing work off the clock.  
Requiring an employee to work off the clock. 
 
Company Policy Compliance:  Failure to follow Company policy. 
 
TYPE “C” WORK RULE 
 
Noncompliance with any TYPE “C” Work Rule will generally result in a Suspension/Decision 
Day or Termination. 
 
Negligence:  
 

• Failure to exercise reasonable efforts, diligence, or attention in performing assigned 
responsibilities. 

• Failure to exercise reasonable caution to protect the employee’s safety or the safety of 
others, causing injury to oneself or others. 

• Willful neglect causing damage to product, equipment, property or causing harm to 
oneself or others. 

 
Insubordination: 
 

• Refusal to carry out or comply with orders of management, supervisors, or lead persons 
causing an imminent threat of damage to product, equipment, property or causing an 
imminent threat of harm to oneself or others. 

 
Safety/Regulatory Compliance:   
 

• Any violation of safety rules as prescribed by the Company which results in an imminent 
threat of harm to oneself, others, product, equipment, work environment, facility, or the 
community. 

• Failure to follow SOPs or other Company rules or practices which results in an imminent 
threat of harm to oneself, others, human health, the environment, or Company facilities 
or equipment.  

 
Workmanship:  Repeated failure to maintain expected standards of quality work, including poor 
workmanship, inattentiveness with adverse results, or unwillingness to perform primary job 
duties. 
 
Company Policy Compliance:  Failure to follow Company policy. 
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Under the Influence of Alcohol or Drugs:  The use of or working under the influence of 
intoxicants, dangerous or illegal substances during working hours, on Company property, on 
Company time, or while operating a Company leased or owned vehicle will be handled in 
accordance with the Company’s Alcohol, Drug, and Controlled Substance Policy. 
 
TYPE “D” WORK RULE 
 
Noncompliance with any TYPE “D” Work Rule will generally result in Termination. 
 
Falsification of Records/Dishonesty:  Including but not limited to: 

• Misrepresentation on application including pre-employment history; 
• Time cards; 
• Production worksheets; 
• Reasons for absence or tardiness; 
• Personnel records; 
• Any dishonesty in any matter concerning employment or other job performance; 
• Medical records including medical excuses; 
• Claims for workers’ or unemployment compensation; 
• Benefit enrollment and claims; 
• Loan applications; 
• Company reimbursed expenses; 
• Operating, laboratory, environmental, regulatory, or safety records; 
• Withholding information causing unsafe practices; or 
• Any act deemed to be gross misconduct. 

 
Any employee who is found making a false or fraudulent Worker’s Compensation claim or 
engaging in conduct or activities which serve to lengthen the healing period for a work-related 
injury or illness, will face disciplinary action up to and including termination.  The employee may 
also be denied benefits.  In addition, employees may be criminally prosecuted for Worker’s 
Compensation fraud. 
 
Sale/Possession of Illegal Substances:  The sale or possession of illegal substances during 
working hours, on Company property, on Company time, or while operating a Company leased 
or owned vehicle will be handled in accordance with the Company’s Alcohol, Drug, and 
Controlled Substance Policy. 
 
Theft:  Theft of time, Company property, or the property of others. 
 
Safety/Regulatory Compliance: 

• Any violation of safety rules as prescribed by this company which results in actual harm, 
or an imminent threat of harm to oneself, others, human health, the environment, 
product, equipment, work environment, Company facilities, or the community as 
determined jointly by the EHS Department, the Human Resource Department and the 
appropriate manager. 

• Failure to follow SOPs or other company rules or practices which results in actual harm, 
or an imminent threat of harm to oneself, others, human health, the environment, 
product, equipment, work environment, Company facilities, or the community as 

https://muhimbi-pcso.azurewebsites.net/HR016AF.aspx?SPHostUrl=https%3A%2F%2Fhydrite.sharepoint.com%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures&ItemUrl=%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures%2FPublished_SOPPs%2FHR016AF.pdf&param=JLBMF5JjUWjVc4kXp4ozfcTKsTlAL1RyYfg4jATKKEwDe491RYfhs8S3rOH9ABz8B30Uirh0o5bA0lJbNaaZjw%3D%3D&AppWebUrl=&Source=%2Fpublished_sopps%2Fforms%2Fmain.aspx%3Fview%3D7%26q%3Dalcohol%2C+drug
https://muhimbi-pcso.azurewebsites.net/HR016AF.aspx?SPHostUrl=https%3A%2F%2Fhydrite.sharepoint.com%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures&ItemUrl=%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures%2FPublished_SOPPs%2FHR016AF.pdf&param=JLBMF5JjUWjVc4kXp4ozfcTKsTlAL1RyYfg4jATKKEwDe491RYfhs8S3rOH9ABz8B30Uirh0o5bA0lJbNaaZjw%3D%3D&AppWebUrl=&Source=%2Fpublished_sopps%2Fforms%2Fmain.aspx%3Fview%3D7%26q%3Dalcohol%2C+drug
https://muhimbi-pcso.azurewebsites.net/HR016AF.aspx?SPHostUrl=https%3A%2F%2Fhydrite.sharepoint.com%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures&ItemUrl=%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures%2FPublished_SOPPs%2FHR016AF.pdf&param=JLBMF5JjUWjVc4kXp4ozfcTKsTlAL1RyYfg4jATKKEwDe491RYfhs8S3rOH9ABz8B30Uirh0o5bA0lJbNaaZjw%3D%3D&AppWebUrl=&Source=%2Fpublished_sopps%2Fforms%2Fmain.aspx%3Fview%3D7%26q%3Dalcohol%2C+drug
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determined jointly by the EHS Department, the Human Resource Department and the 
appropriate manager. 

• Data Integrity:  Falsification or omission of relevant information on Company documents, 
statements, or permits. 

• Management of Change (MOC):  Making a process change without the required EHS 
review or MOC. 

• Proper Operation:  By-passing pollution control equipment, process safety controls, or 
interfering with pollution monitoring, sampling, control systems, or process safety 
equipment without proper maintenance lockout tag out. 

• Reporting:  After securing the area, all non-routine chemical releases which are in 
excess of a reportable quantity according to chemical release procedures must be 
reported.  Releases include spills, vapor releases, and malfunctions. 

• Safety Permits:  Performing hazardous work without obtaining a safety permit.  Permits 
include Confined Space Entry and Hot Work. 

 
Conduct: 
 

• Threatening or abusing fellow employees or other persons. 
• Abusive or profane language toward fellow employees or other persons. 
• Acts intended to destroy or damage property. 
• Horseplay. 
• Sleeping during working hours. 
• Threatening a manager or supervisor. 
• Illegal acts performed on Company property. 

 
Insubordination: 
 

• Refusal to carry out or comply with orders of management, supervisors, or lead persons 
causing damage to product, equipment, property, or causing harm to oneself or others. 

 
Disappearance:  Unexplained absence(s) on one or more consecutive days.   
 
Workmanship:  Failure to maintain expected standards of quality work, including poor 
workmanship, inattentiveness with adverse results, or unwillingness to perform primary job 
duties; intentionally holding back, slowing down, or hindering production. 
   
Company Policy Compliance:  Failure to follow Company policy. 
 

PAID HOLIDAYS  
 
 New Year’s Day    Labor Day 
 New Year’s – Extra Day   Thanksgiving Day 
 Good Friday (1/2 Day Flexible Holiday) Day after Thanksgiving 
 Memorial Day     Christmas Day 
 Independence Day    Christmas - Extra Day 
 
*The extra day for New Year’s and Christmas will be scheduled on an annual basis depending 
upon the day of the week on which the holiday falls and on production or customer needs.  
There will be some years that the Christmas – Extra Day and/or New Year’s – Extra Day will be 
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designated as a floating Flexible Holiday and 8 hours of PTO will be credited to each regular 
full-time employees’ Flexible Holiday PTO bank.  The Company will be open on Good Friday, 
and each regular full-time employee, employed as of that day, will have 4 hours added to their 
Flexible Holiday PTO bank.  
 
To be eligible for holiday pay, the employee must report to work (if scheduled) on the day prior 
to the holiday and on the day immediately following the holiday (if scheduled) unless the 
employee has previously scheduled time off with approval.  Part-time, temporary, or leased 
employees are not eligible for holiday pay.  Holidays that occur during an approved leave of 
absence will be paid holidays.  Holidays that occur during a worker’s compensation lost time 
leave will be paid through the worker’s compensation insurance carrier.  Holiday pay will be 
administered in the following manner for employees who do not work a traditional Monday 
through Friday 8 hour/day schedule: 
 

• If an employee is not scheduled to work on a scheduled paid holiday, the employee will 
receive 8 hours of pay.  
 

• If the employee is scheduled to work on a scheduled paid holiday and the plant shuts 
down, the employee will be paid for their normal shift (i.e. a 10 hour/day employee will 
receive 10 hours of holiday pay, a 12 hour/day employee will receive 12 hours of holiday 
pay).  

 
• If an employee is scheduled to work on a paid holiday and works, they will be paid a 

premium of 1.5 times their normal rate for all hours worked.  In addition to the holiday 
premium, employees will receive holiday pay for the length of the scheduled shift (i.e. a 
10 hour/day employee will receive 10 hours of holiday pay, a 12 hour/day employee will 
receive 12 hours of holiday pay).  Employees who are already receiving overtime pay as 
of the day of the paid holiday will not receive an additional premium. 

 
PAID TIME OFF (PTO) 
 
Paid Time Off (PTO) provides regular full-time employees the benefit of paid time off for 
vacation, sick leave, emergencies, or for any other personal reason.  Paid time off is subject to 
applicable local, state, and federal laws.   
 
PTO ELIGIBILITY 
 
The amount of PTO for each calendar year is determined by years of full-time service calculated 
on January 1 of that year, unless the employee is in a transition year*.  Only regular full-time 
employees are eligible for PTO.  Employees will receive PTO as indicated in the chart below.  
 
Years of Service:      Benefit: 
  
Hired in January – March of the current year      80 hours 
Hired in April – September of the current year    40 hours 
Hired in October – December of the current year      0 hours 
 
As of the first January following hire date               80 hours 
2.0 - 3.9 years of service        80 hours 
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4.0* - 11.9 years of service     120 hours 
12.0* - 19.9 years of service     160 hours 
20.0* or more years of service    200 hours 
 
*In transition years additional PTO will be assigned on January 1st of that year.  For example, if 
the employee’s 4th anniversary is April 1st of the upcoming year, the employee will be assigned 
120 hours of PTO on January 1st of that year. 
 
PTO REQUESTS 
 
PTO should be scheduled in full or half day increments and should be requested and approved 
prior to the date in which PTO shall be taken, except for unforeseeable PTO requests, such as 
PTO requests for emergencies or illness.  PTO should be exhausted before unpaid time off is 
considered.  Unpaid time off may be requested with approval at management’s discretion.  Both 
paid and unpaid time off requests are approved/denied based on operational needs, with every 
intention to try and allow time off in both circumstances if there is appropriate coverage.  PTO 
may be substituted for absences of any part of an employee’s scheduled shift at the discretion 
of management.  Employees located in the state of California have been assigned the 
Company’s California Sick Pay Policy for review in the Hydrite Hub and can access the policy 
by going to Myself > Document Acknowledgment. 
 
PTO CARRYOVER 
 
The maximum amount of unused PTO that can be carried forward into the new year is capped 
at 40 hours. 
 
Production, maintenance, and warehouse employees who are eligible for overtime will be 
allowed to receive up to 80 hours of PTO paid out in addition to carrying over up to 40 hours of 
PTO into the new year. 
 
PTO & TERMINATION 
 
If an employee voluntarily resigns after 1 year of service, they will receive PTO payout for the 
hours they have accrued/earned at the time they depart, if they provided a minimum of 2 weeks 
notice to the Company. This policy will not apply to those employees that retire from the 
Company, at age 59.5 or older. The PTO payout for retirees will be the employee’s full amount 
of PTO available assigned for the year less any PTO already used year to date.  If an employee 
voluntarily leaves with a negative PTO balance, they may be required to repay PTO that was 
used, but not earned.  PTO cannot be scheduled after a notice of termination has been given, 
and any previously approved PTO cannot be taken after an employee has provided a notice of 
termination.  An employee’s termination date is considered their last day worked. 
 
OVERTIME PAY POLICY  
 
The Company will pay overtime to its employees who are not otherwise exempt from state or 
federal overtime requirements for all hours worked in excess of 40 hours per week. Overtime is 
paid at a rate of time and one-half of the employee’s regular hourly rate for all hours worked 
over 40 hours during the work week. Paid time off and certain other benefits will be considered 
as hours worked.  
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Overtime may be required, and this possibility is understood as part of accepting a position with 
the Company. Refusing to contribute a fair share of overtime may result in disciplinary 
measures. All overtime must be approved in advance by the manager. Working off the clock 
(i.e. checking email or making work related phone calls) is not allowed nor should it be 
requested by a manager and will be subject to the disciplinary process. “Comp time” is not 
allowed. 
 
Refer to SOP HR037AF, Company’s Overtime Policy, for additional information. 
 
LEAVES OF ABSENCE (NON-MEDICAL/PERSONAL LEAVES) 
 
Leaves of absence may be requested and arranged through the employee’s supervisor and the 
Human Resource Department.   
 
Non-medical leaves of absence are unpaid unless the employee chooses to use available PTO. 
During any leave of absence, an employee shall not engage in any other gainful employment 
unless prohibited from State law.  The Company may require certification in writing that the 
employee has not engaged in other gainful employment while on leave. Failure to comply with 
this provision may result in discipline, up to and including termination, depending on the facts of 
each situation and within the Company’s discretion. 
 
MILITARY RESERVE DUTY 
 
A paid leave of absence of up to 2 weeks in a calendar year may be requested by a regular, full-
time employee who is required to serve in the Military Reserve or National Guard.  The 
Company will pay the difference between military pay and regular pay.  Any further reserve duty 
or other military duty within a calendar year will be considered an unpaid leave of absence.  
Part-time, temporary, or leased employees are not eligible for any paid leave of absence 
benefits.  Refer to SOP HR040AF, Company’s Time and Attendance Policy, for additional 
information. 
 
JURY DUTY  
  
A paid leave of absence of up to 4 weeks in a calendar year may be requested by a regular, full-
time employee who is called in for jury duty by notifying their supervisor immediately following 
notification of selection and by providing written documentation to the Human Resource 
Department.  Paid leave will not be available for days which the employee is not scheduled to 
work.  If an employee is dismissed from their duty early or are not required to appear and are 
normally scheduled to work, it is expected that the employee report to work for the remainder of 
their shift.  The above guidelines also apply if subpoenaed to appear in court as a witness in an 
action to which the employee is not a party.  Refer to SOP HR040AF, Company’s Time and 
Attendance Policy, for additional information. 
 
BEREAVEMENT 
 
Paid bereavement leave may be requested by an employee and paid as indicated below.  
 

https://muhimbi-pcso.azurewebsites.net/HR037AF.aspx?SPHostUrl=https%3A%2F%2Fhydrite.sharepoint.com%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures&ItemUrl=%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures%2FPublished_SOPPs%2FHR037AF.pdf&param=JLBMF5JjUWjVc4kXp4ozfcTKsTlAL1RyYfg4jATKKEwDe491RYfhs8S3rOH9ABz8B30Uirh0o5bA0lJbNaaZjw%3D%3D&AppWebUrl=&Source=%2Fpublished_sopps%2Fforms%2Fmain.aspx%3Fview%3D7%26q%3Dhr037af
https://muhimbi-pcso.azurewebsites.net/HR040AF.aspx?SPHostUrl=https%3A%2F%2Fhydrite.sharepoint.com%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures&ItemUrl=%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures%2FPublished_SOPPs%2FHR040AF.pdf&param=JLBMF5JjUWjVc4kXp4ozfcTKsTlAL1RyYfg4jATKKEwDe491RYfhs8S3rOH9ABz8B30Uirh0o5bA0lJbNaaZjw%3D%3D&AppWebUrl=&Source=%2Fpublished_sopps%2Fforms%2Fmain.aspx%3Fview%3D7%26q%3Dhr040af
https://muhimbi-pcso.azurewebsites.net/HR040AF.aspx?SPHostUrl=https%3A%2F%2Fhydrite.sharepoint.com%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures&ItemUrl=%2Fsites%2Fmyhydrite%2FPoliciesAndProcedures%2FPublished_SOPPs%2FHR040AF.pdf&param=JLBMF5JjUWjVc4kXp4ozfcTKsTlAL1RyYfg4jATKKEwDe491RYfhs8S3rOH9ABz8B30Uirh0o5bA0lJbNaaZjw%3D%3D&AppWebUrl=&Source=%2Fpublished_sopps%2Fforms%2Fmain.aspx%3Fview%3D7%26q%3Dhr040af
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• Up to 3 days paid for work missed for the death of an immediate family member of the 
employee, which includes a spouse, child, parent, mother-in-law, father-in-law, brother-
in-law, sister-in-law, or sibling.  

 
• Up to 1 day paid for work missed for the death of a member of the employee’s extended 

family, which includes an employee’s grandparent, grandchild, aunt, or uncle.  
 

• No paid benefit is available for other family members and friends.  
 
Paid bereavement leave is applicable between the date of death and the date immediately 
following the funeral.  Bereavement leave will not be paid for days on which the employee is not 
scheduled to work.  Additional leave, PTO, or unpaid leave may be arranged in addition to this 
policy.  All requests for bereavement leave must be reviewed by the supervisor or the Human 
Resource Department.  This benefit is available for regular full-time employees only.  Other 
employees may request an unpaid bereavement leave. 
 
CHILD BEREAVEMENT LEAVE ACT (CBLA) 
 
All eligible employees, as defined by Section 101(2) of the federal Family and Medical Leave 
Act of 1993, located in Illinois, shall be entitled to use a maximum of 2 weeks (10 work days) of 
unpaid bereavement leave to (1) attend the funeral or alternative to a funeral of a child; (2) 
make arrangements necessitated by the death of the child; or (3) grieve the death of the child.  
"Child" means an employee's son or daughter who is a biological, adopted, or foster child, a 
stepchild, a legal ward, or a child of a person standing in loco parentis. 
 
Bereavement leave under CBLA must be completed within 60 days after the date on which the 
employee receives notice of the death of the child.  An employee shall provide Company with at 
least 48 hours' advance notice of the employee's intention to take bereavement leave, unless 
providing such notice is not reasonable and practicable. 

Company may require reasonable documentation. Documentation may include a death 
certificate, a published obituary, or written verification of death, burial, or memorial services from 
a mortuary, funeral home, burial society, crematorium, religious institution, or government 
agency. 

In the event of the death of more than one child in a 12-month period, an employee is entitled to 
up to a total of 6 weeks of bereavement leave during the 12-month period. CBLA does not 
create a right for an employee to take unpaid leave that exceeds the unpaid leave time allowed 
under, or is in addition to the unpaid leave time permitted by, the federal Family and Medical 
Leave Act of 1993. 

NEW PARENT TIME OFF  
 
Two days of pay will be granted to regular, full-time employees, who do not qualify for short-
term disability, for the birth of their child, to be utilized during the child’s first 12 weeks. The two 
days will be treated similarly to PTO and are to be utilized at the employee’s discretion for 
doctor appointments, the day of the birth, taking baby home, etc. 
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FAMILY & MEDICAL LEAVES OF ABSENCE 
 
The Company complies with the requirements of the Wisconsin and Federal Family and Medical 
Leave Acts (FMLA), the Illinois Victims’ Economic Security and Safety Act (VESSA), the CA & 
IA Pregnancy Disability Leave Act (PDLA), the CA CFRA and any other state family/medical 
leave regulation. 
 
Generally, an eligible employee is granted up to 12 weeks of FMLA leave during any calendar 
year.  The leave may be paid, unpaid, or a combination of paid and unpaid, depending on the 
reason for the leave and the benefits to which the employee may be eligible.  
 
If the state and federal laws differ, the Company will comply with both.  When the reason for a 
leave qualifies under both state and federal law, the following guidelines apply: 
 
The employee is deemed to be exhausting his or her entitlement under both laws concurrently.  
The provisions(s) most favorable to the employee will apply. 
 
During any unpaid leave, an employee shall not engage in any other gainful employment for 
wage or profit.  The Company may require certification in writing that the employee has not 
engaged in other gainful employment while on leave. Failure to comply with this provision may 
result in discipline, up to termination, depending on the facts of each situation and within the 
Company’s discretion. 
 
Taking leave under this policy will not be used against an employee in any employment 
decision, including the determination of promotions, discipline, and compensation. 
 
ELIGIBILITY 
 
To be eligible for leave under this policy, an employee must have been employed by the 
company for at least 12 months. 
 
In addition, in the 12 months immediately preceding the commencement of the leave, the 
employee must have worked at least: 

• 1,000 hours to qualify under Wisconsin law 
• 1,250 hours to qualify under federal law 

 
These qualification requirements are not applicable under VESSA or IA PDLA. 
 
AMOUNT OF LEAVE AVAILABLE 
 
An eligible employee is generally eligible for up to a total of 12 weeks of protected leave within a 
calendar year (for any combination of reasons) under federal law.   
 
It is possible that an employee could qualify for leave only on the basis of hours worked under 
the Wisconsin law, which generally covers shorter periods of time than the 12 weeks provided 
by federal law.  These situations will be discussed on a case-by-case basis with affected 
employees.  The PDLA provides up to 8 weeks of leave for female employees when insufficient 
leave is available under any other policy. 
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TYPES OF LEAVE COVERED 
 
BIRTH, ADOPTION, OR FOSTER CARE 
 
Family leave will be available to eligible male and female employees for the birth of a child or for 
the placement of a child with the employee for adoption or foster care.  Such leave must 
generally be completed within 12 months of the birth or placement, or within 16 weeks for leave 
taken only under Wisconsin FMLA.  
 
Note:  Only female employees affected by pregnancy, childbirth, or related medical conditions 
are eligible for leave under PDLA. 
 
SERIOUS HEALTH CONDITION OF EMPLOYEE 
 
An eligible employee who experiences a serious health condition as defined by the state or 
federal law may take medical leave under this policy.  A serious health condition will generally 
occur when the employee: 
 

• Receives inpatient care in a hospital, hospice, or nursing home; 
• Suffers a period of incapacity for more than 3 full calendar days accompanied by 

continuing outpatient treatment or care by a healthcare provider; 
• Has a history of a chronic condition which may cause episodes of incapacity; or 
• Has a permanent or long-term condition which requires continuing treatment by a 

healthcare provider. 
 
Medical leave may be taken all at once or, when medically necessary, in smaller increments.   
The need for leave must be documented by the employee’s treating healthcare provider through 
the medical certification process. 
 
An employee may be paid for all or part of a medical leave to the extent that he or she is eligible 
for benefits such as short-term disability. 
 
A fitness for duty statement will be required in order for an employee to return from a medical 
leave.  Failure to provide the statement may result in a delay in the return to work. 
 
SERIOUS HEALTH CONDITION OF AN IMMEDIATE FAMILY MEMBER 
 
An eligible employee may take family leave under this policy in order to care for a spouse, child, 
or parent with a serious health condition.  In addition to the before-mentioned family members, 
effective January 1, 2021 under CFRA, California employees may also take family leave to care 
for a grandparent, grandchild, or sibling. 
 
The Wisconsin FMLA also covers the serious health condition of an employee’s parent-in-law. 
This leave may be taken all at once or, when medically necessary, in smaller increments.   
 
It will be necessary for the family member’s treating healthcare provider to document the need 
for leave through the medical certification process. 
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QUALIFYING EXIGENCY FOR MILITARY FAMILY LEAVE 
 
An eligible employee may take family leave under this policy while the employee’s spouse, 
child, or parent (the “covered military member”) is on active duty or called to active duty status 
for any qualifying exigency under federal law.  
 
This leave may be taken all at once, or in smaller increments.   
 
It will be necessary to submit a complete and sufficient certification for FMLA leave due to a 
qualifying exigency. 
 
Leave taken for this purpose will also run concurrently with leave available under the Illinois 
Family Military Leave Act. 
 
LEAVE TO CARE FOR A COVERED SERVICE MEMBER WITH A SERIOUS INJURY OR 
ILLNESS 
 
An eligible employee may take up to an additional 14 weeks (not to exceed 26 weeks total) of 
family leave in a single 12-month period to care for an active duty service member who has a 
serious injury or illness which was incurred in the line of duty for which he or she is undergoing 
medical treatment, recuperation, therapy, or otherwise in outpatient status; to care for a veteran 
who is undergoing medical treatment, recuperation, or therapy for a serious injury or illness that 
occurred any time during the 5 years preceding the date of treatment; or to care for a service 
member on the temporary disability retired list.  
 
This entitlement will be applied on a per injury basis of the covered service member.   
 
The covered service member must be the eligible employee’s spouse, child, parent, or next of 
kin.   
 
It will be necessary for the covered service member’s treating healthcare provider, as defined by 
law, to document the need for leave through the medical certification process. 
 
NOTIFYING THE COMPANY OF THE NEED FOR FAMILY OR MEDICAL LEAVE 
 
An employee must notify the Human Resource Department as well as their supervisor for the 
need for leave as defined in this policy.   
 
When the need for leave is foreseeable, the employee should provide notice at least 30 days in 
advance (unless prohibited by law).  When this is not possible, notice should be provided as 
soon as the employee learns of the need for leave. 
 
In cases of emergency, verbal notice should be given as soon as possible (by the employee’s 
representative if the employee is incapacitated). 
 
Calling in “sick” does not qualify as FMLA leave.  An employee must provide sufficient 
information regarding the reason for an absence for the Company to know that protection may 
exist under this policy. 
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Failure to provide this information as requested will result in the employee forfeiting all rights 
under the policy.  This means that the absence will be counted against the employee for 
purposes of discipline for attendance, etc. 
 
MEDICAL CERTIFICATION OF A SERIOUS HEALTH CONDITION 
 
The Company requires medical certification to verify that an employee’s or family member’s 
illness meets the definition of a serious health condition and to determine the nature and 
duration of the leave.  A medical certification form is available from the Human Resource 
Department.  Medical certifications must be provided to the Human Resource Department within 
15 days.  Failure to provide this certification may result in delay or denial of the leave.  Periodic 
recertification to verify that a condition is ongoing may be required as provided by law. 
 
In the case of a family illness, the healthcare provider must also verify that the employee is 
needed to care for the family member. 
 
ADDITIONAL CERTIFICATIONS 
 
If the Company has reason to question the validity of a medical certification, an employee may 
be required to provide a second certification from a healthcare provider selected and paid for by 
the Company. 
 
If the second opinion differs from the first, a third opinion may be required.  The healthcare 
provider for the third opinion must be mutually chosen by the employee and the Company and 
paid for by the Company.  The third opinion, by law, is binding on all parties. 
 
USE OF PAID AND UNPAID LEAVE 
 
Wisconsin FMLA, Iowa PDLA, Illinois VESSA, California PDLA, and federal FMLA all mandate 
that an employer provide unpaid leave to eligible employees.  However, an employee or 
employer may elect to substitute a paid benefit for which the employee is eligible in order for the 
employee to receive pay during the leave.   
 
If an employee is eligible for Wisconsin FMLA and has exhausted such leave, the Company 
may require that benefits, such as paid time off, be used before the employee may take unpaid 
time off. 
 
California employees may be eligible for state disability benefits.  More information regarding 
CA Disability Insurance and Paid Family Leave Benefits can be found at 
www.edd.ca.gov/disability. 
  
When paid benefits are substituted for the otherwise unpaid time, the employee is using the 
benefits concurrently with FMLA/PDLA/VESSA leave, and those benefits will not be available to 
the employee later. 
 
In cases where substitution of a paid benefit is not possible, the employee will receive reduced 
compensation consistent with the number of hours that the employee actually works. 
 
  

http://www.edd.ca.gov/disability
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INTERMITTENT OR REDUCED SCHEDULE LEAVE 
 
Intermittent or reduced schedule leave will be permitted when it is medically necessary and, in 
some cases, for the birth or adoption of a child.  The federal portion of FMLA may be taken 
intermittently or on a reduced schedule only if the Company agrees in the case of the birth of a 
child or adoption.  For a serious health condition, intermittent or a reduced scheduled leave is 
allowed if medically necessary. 
 
In most cases, the total amount of leave taken in a calendar year will not exceed the 12 weeks 
defined earlier in this policy. 
 
Intermittent and reduced schedule leave must be scheduled with minimal disruption to an 
employee’s job.  To the extent that an employee has control, medical appointments and 
treatments related to a serious health condition should be scheduled outside of working hours or 
at such times that allow for a minimal amount of time away from work. 
 
The Company may, in some cases if allowed by law, transfer an employee to an alternative 
position, with equivalent pay and benefits, in order to better accommodate the need for 
intermittent or reduced schedule leave. 
 
BENEFIT CONTINUATION DURING LEAVE 
 
Employees may elect to continue group health insurance while on leave, but they must continue 
to pay their portion of the insurance premium. 
 
Other elected employment benefits, such as group life insurance, accidental death & 
dismemberment, supplemental life insurance, vision, and long-term disability will also be 
continued during the leave so long as the employee continues to pay their portion of the 
insurance premium. 
 
RIGHTS UPON RETURN FROM LEAVE 
 
An employee who takes leave under this policy will be reinstated to the same job or an 
equivalent position upon completion of the leave. 
 
If an individual has exhausted all leave under this policy and is still unable to return to work, the 
situation will be reviewed on a case-by-case basis. 
 
The law provides that an employee has no greater rights upon a return from leave than the 
employee had if he or she had continued to work.  Therefore, an employee may be affected by 
a job change if such job change would have occurred had the employee remained actively at 
work.  In such cases, the official date of the action will be the date on which the employee would 
otherwise have returned to work following the leave. 
 
CALIFORNIA PREGNANCY DISABILITY LEAVE ACT (PDLA) 
 
Employees living in California who are disabled by pregnancy may be covered under this law.  
More information can be found regarding the California PDLA at www.dfeh.ca.gov or by 
contacting the Human Resource Department. 
 

http://www.dfeh.ca.gov/
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CALIFORNIA PAID FAMILY LEAVE (PFL) 
 
An employee living in California may qualify for PFL which is administered by the California 
Employment Development Department (EDD).  Benefit and eligibility information can be found 
at www.edd.ca.gov. 
 
ILLINOIS HUMAN RIGHTS ACT 
 
Public Act 98-1050 of the Illinois Human Rights Act outlines the rights employees located in 
Illinois have regarding pregnancy and the employer’s obligation to accommodate pregnancy. 
 
If the employee is pregnant, recovering from childbirth, or has a medical or common condition 
relating to pregnancy, they have the following rights: 

• Reasonable accommodation for pregnancy, such as more frequent bathroom breaks, 
assistance with heavy work, a private space for expressing milk, or time off to recover 
from the pregnancy. 

• Reject an unsolicited accommodation offered by Company for the pregnancy. 
• Continue to work during the pregnancy if a reasonable accommodation is available 

which would allow the employee to continue to perform their job. 
 
Company cannot: 

• Discriminate again an employee because of pregnancy 
• Retaliate against an employee if employee requested a reasonable accommodation for 

pregnancy 
 
Additional information can be found at the Illinois Department of Human Rights’ website found 
here. 
 
ILLINOIS VESSA  
 
The Illinois Victims’ Economic Security and Safety Act (“VESSA”) provides an Illinois employee 
who is a victim of domestic or sexual violence, or who has a family or household member who is 
a victim of domestic or sexual violence, with a total of 12 workweeks of leave during any 12-
month period for the following reasons:   
 

• to seek medical attention for, or recovery from, physical or psychological injuries caused 
by domestic or sexual violence to the employee or employee’s family or household 
member; 

• obtain victim services for the employee or employee’s family or household member;  
• obtain psychological or other counseling for the employee or the employee’s family or 

household member; 
• participate in safety planning, including temporary or permanent relocation or other 

actions to increase the safety of the victim from future domestic or sexual violence; or  
• Seek legal assistance to ensure the health and safety of the victim, including 

participating in court proceedings related to the violence. 
 

VESSA leave may be taken consecutively, intermittently, or on a reduced work schedule.  The 
employee shall provide Company with at least 48 hours’ advance notice of the employee’s 
intention to take leave, except in such cases where it is not practicable to provide such notice.   

http://www.edd.ca.gov/
http://www.illinois.gov/dhr
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WORKERS’ COMPENSATION ABSENCES 
 
When an employee is absent due to a work-related illness or injury which meets the definition of 
a serious health condition, the absence will be counted against the employee’s FMLA leave 
concurrently with the workers’ compensation absence. 
 
EARLY RETURN FROM LEAVE 
 
An employee who wishes to return to work earlier than originally anticipated should provide at 
least a 2 day notice of such request.   
 
A fitness for duty certification may be required. 
 
EMPLOYER RESPONSIBILITIES 
 
The Company will inform employees requesting leave whether they are eligible under FMLA.  If 
eligible, the notice will specify any additional information required as well as the employees’ 
rights and responsibilities.  If not eligible, the Company will provide a reason for the ineligibility.    
The Company will inform the employee if leave will be designated as FMLA protected and the 
amount of leave counted against the employee’s leave entitlement.  If the Company determines 
the leave is not FMLA protected, the employee will be notified.  FMLA makes it unlawful for any 
employer to interfere with, restrain, or deny the exercise of any right provided under FMLA, or 
discharge or discriminate against any person for opposing any practice made unlawful by 
FMLA, or for involvement in any proceeding under or relating to FMLA.  An employee may file a 
complaint with the U.S. Department of Labor or may bring a private lawsuit against an employer.  
FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any 
State or local law or collective bargaining agreement which provides greater family or medical 
leave rights. 
 
PERMANENT POSTER 
 
The Employee Rights and Responsibilities Under the Family and Medical Leave Act poster is 
posted at each facility along with the other required Federal and State posters. 
 

HEALTH & WELFARE BENEFITS 
 
Consistent with its business needs, the Company provides all employees with a total 
compensation package (including wages and benefits) that is competitive within our industry 
and area.  As a part of doing so, the Company reserves the right to increase, modify, or 
discontinue these benefits from time-to-time within its sole discretion.   
 
Many of the benefits available to Company employees, and specifically including but not limited 
to those contained within the Company’s Group Welfare Plan, Plan number 502, are subject to 
The Employee Retirement Income Security Act (ERISA).  Information concerning employee’s 
rights and obligations under ERISA are described within the ERISA section of this Handbook.   
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MEDICAL & DENTAL BENEFITS 
 
Medical and dental plans are a valuable benefit designed to help protect employees and their 
families from catastrophic financial loss due to non-work related injury or illness.  The plan also 
has benefits available to encourage preventive care to assist in maintaining one’s health. 
   
A summary plan document outlining the plans is available to employees.  For a more detailed 
explanation of the medical or dental benefits, employees should consult the summary plan 
documents, contact the medical plan third party administrator, or contact the Human Resource 
Department.  Plan participants will be notified of any benefit plan change or contribution change.   
 
The benefits described in the summary plan document are provided under the Company’s self-
funded plan.  Some locations also have the option of a Health Maintenance Organization 
(HMO).  If applicable, information regarding the HMO(s) will be provided upon hire and at Open 
Enrollment.   
 
OPEN ENROLLMENT 
 
Every October or November, employees will be given the opportunity to make changes to their 
benefits including but not limited to medical, dental, and vision plans, which is called “Open 
Enrollment.”  Changes include enrolling in or terminating plans, adding or deleting dependents, 
a spouse, or switching medical insurance plans.  Changes made during Open Enrollment are 
effective January 1 of the following year. 
 
ELIGIBILITY FOR COVERAGE  
 
All regular, full-time employees are eligible to enroll in the health and welfare plans, and if 
elected, coverage would begin on the first day of the month following hire date.   
The single plan coverage option provides the full range of benefits available to individual 
employees.  
 
The family plan coverage option provides the full range of benefits available to the employee 
and the employee’s dependents, including the employee’s spouse and eligible children.   
 
Employees may enroll in any combination of single or family medical and dental coverage that 
meets their needs.   
 
Eligible children are defined as:  
 

• Biological children;  
• Legally adopted children and children placed for adoption with the intent to adopt 

(designated by court order); and 
• Stepchildren.  
• Foster child (designated by court order) 

 
Children are covered beginning at birth, or upon placement of an adopted child, through the 
earlier of the following:  
 

• The end of the month in which the child becomes age 26 (medical, dental, and vision 
coverage); 
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• The date on which the employee is no longer a participant in the plan; or 
• The date on which the plan terminates or is otherwise amended to exclude a class of 

participants or eligible dependents.     
 
Participants enrolled in an HMO plan should refer to the specific plan summary for that plan.  
Employees can refer to the section of this Handbook or their summary plan document 
discussing COBRA (Consolidated Omnibus Budget Reconciliation Act) benefits for information 
on continuing coverage for children who no longer meet the criteria listed above.   
 
FAMILY STATUS CHANGE  
 
If a change in family status is anticipated, employees must contact the Human Resource 
Department for information on how the change may affect benefit coverage for those involved.   
 
Employees can obtain family coverage or add a dependent within 30 days from the date of a 
qualifying event such as the birth of a child, adoption, death, or marriage.   
 
In the case of divorce, legal separation, or other legal action where a qualified medical child 
support order exists, coverage of an employee’s children will be extended according to that 
qualified order, subject to COBRA laws.   
 
Employees and participants can refer to the section of this Handbook or the summary plan 
document discussing COBRA benefits for information on continuing coverage in situations 
resulting from death, divorce, or legal separation. 
 
COMPLETING ELIGIBILITY WAITING PERIOD 
 
If an employee is laid off prior to completing the benefit eligibility waiting period, that employee 
will be required to complete the remainder of the eligibility period upon return to full-time 
employment in order to become eligible for medical and dental benefits.  The time which the 
employee worked before and after the break in service will count toward satisfaction of the 
eligibility period.   
 
If an eligible employee who elected benefits quits and later returns to regular, full-time 
employment within one year, the eligibility period is waived.   
  
CONTRIBUTIONS/PRE-TAX PREMIUM PROGRAM   
 
Employees contribute premiums toward health and welfare benefits through payroll deductions.  
These shared premiums are paid on a pre-tax basis.  
 
TERMINATION OF COVERAGE 
 
An employee’s coverage under the plan terminates: 
 

• On the date that employment ends; 
• If the employee requests cancellation due to a qualifying event; 
• When the employee stops paying the employee portion of the premium, unless on FMLA 

leave; or 
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• When the employee is no longer eligible for coverage. 
 
VISION BENEFIT PLAN 
 
ELIGIBILITY 
 
All regular, full-time employees are eligible to enroll in the vision benefit plan, and if elected, 
coverage would begin on the first day of the month following hire date.   
 
Please contact the Human Resource Department for additional information on coverage details 
and plan providers. 
 
PREMIUMS 
 
Prior to 1/1/2023, this benefit is 100% employee paid with after tax, bi-weekly premium 
deductions.  As of 1/1/2023, this benefit will be 100% employee paid with pre-tax, bi-weekly 
premium deductions.  Both single and family coverage is available.  Please contact the Human 
Resource Department for additional information. 
 
LATE APPLICATION FOR BENEFITS 
 
Contact the Human Resource Department for information. 
 
TERMINATION 
 
An employee’s coverage under the plan terminates: 
 

• When employment ends; 
• If the employee requests cancellation; 
• When the employee stops paying the employee portion of the premium, unless on FMLA 

leave; or 
• When the employee is no longer eligible for coverage. 

 

CONTINUATION OF BENEFITS (COBRA) 
 
The Consolidated Omnibus Budget Reconciliation Act (COBRA) is a federal law that requires 
employers that have 20 or more employees to offer covered individuals continuation coverage 
under the plan if coverage is lost due to specific events.  COBRA must be the same as 
coverage for similar active employees under the plan.  For more information about COBRA, 
please consult your summary plan document. 
 
CONTINUATION OF BENEFITS (EARLY RETIREES)   
  
Early retiree benefits may be available to employees who retire from the Company after 
attaining age 62 and before attaining age 65 and who, immediately prior to their retirement, 
were covered by the medical and dental plans.  Benefits available are based on length of 
service.  Employees must be employed a minimum of 15 years. No early retiree benefits are 
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available to employees who retire before attainment of age 62 or after attainment of age 65.  
The Early Retiree Benefit can be terminated by the Company at any time. 
 
Contact the HR Department for additional information. 
 

FLEXIBLE SPENDING & HEALTH SAVINGS ACCOUNTS 
 
Qualified employees may participate in the flexible spending account benefit.  Flexible spending 
accounts allow employees to set aside a predetermined dollar amount from each paycheck to 
cover certain predictable out-of-pocket expenses with pre-tax dollars.  This allows employees to 
reduce taxable income and pay for these expenses with pre-tax dollars.   
 
Detailed information regarding the flexible spending accounts is available to employees upon 
request when they become eligible to participate in the program and during Open Enrollment 
periods.   
 
ELIGIBILITY 
 
All regular, full-time employees are eligible to enroll in the flexible spending program, and if 
elected, coverage would begin on the first day of the month following hire date.   

ENROLLMENT PERIODS  
 

• Initial eligibility;  
• During the annual enrollment period; or 
• Qualifying change due to a life event, including but not limited to marriage, divorce, birth, 

adoption, or job status changes for an employee or spouse.   
 
DEPENDENT CARE ACCOUNT 
 
Employees may set aside up to $5,000 per year ($2,500 for single employees or married 
employees filing individually) for child care or for other dependents requiring day care.  
 
It is necessary to re-enroll in the dependent care account on an annual basis. 
 
HEALTH FLEXIBLE SPENDING ACCOUNT  
 
Employees may set aside up to a maximum amount determined by the Human Resource 
Department per year for IRS-approved out-of-pocket health care expenses that were not paid 
under a health plan.   
 
It is necessary to re-enroll in the health flexible spending account on an annual basis.   
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HEALTH SAVINGS ACCOUNT 
 
Employees may set aside up to a maximum amount determined by the Human Resource 
Department per year for IRS-approved out-of-pocket health care expenses that were not paid 
under a health plan.  In order to make contributions into a Health Savings Account the employee 
must be enrolled in a High Deductible Health Plan. 
 
PRE-TAX PREMIUM PROGRAM 
 
The flexible spending account benefit, under Section 125 of the IRS code, also permits 
employees to pay their premiums for certain health and welfare benefits on a pre-tax basis.  
This pre-tax premium option can be chosen when the employee enrolls in the medical, dental, 
and vision plans upon eligibility.  Changes can be made once a year prior to the beginning of a 
plan year, or upon certain qualifying life events.   
 
ADMINISTRATION OF GROUP WELFARE PLAN 
 
Effective January 1, 1994 the following plans were merged into one plan called the Hydrite 
Chemical Co. Group Welfare Plan, Plan Number 502:  Group Medical Plan, Group Dental Plan, 
EAP – Employee Assistance Program, Chemical Employees’ Pre-Tax Premium Program, 
Flexible Spending Accounts, Group Term Life Insurance Plan, Group Short-Term Disability Plan 
and Group Long-Term Disability Plan. 
 
The merger of the various plans into a single group welfare plan was solely for administrative 
simplicity, and the merger of such plans did not cause any change in the substantive provisions 
of any welfare benefit.  The Company reserves the right to amend or terminate any provisions in 
the Group Welfare Plan at any time with respect to any or all covered individuals. 
 
Plan Name:    Hydrite Chemical Co. Group Welfare Plan 
 
Plan Sponsor and Administrator: Hydrite Chemical Co. 
     Corporate Office 
     17385 Golf Parkway 
     Brookfield, WI  53045 
  
Sponsor’s Identification Number: 39-0364390 
 
Plan Number:    502 – Hydrite Chemical Co. Group Welfare Plan 
 
Type of Administration:  Medical:  Employer Fiduciary Administration 
     Dental:  Employer Fiduciary Administration 
     EAP:  Service Contract Administration 
     FSA:  Employer Fiduciary Administration 
     Group-Term Life Insurance:  Insurance Contract 
Administration: 
     Short-Term Disability:  Employer Fiduciary Administration 
     Long-Term Disability:  Insurance Contract Administration 
 
Funding Agent:   Group Life Insurance: Reliance Standard Life Insurance 
Company 
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        330 E. Kilbourn Ave., Ste 1225 
        Milwaukee, WI 53202 
    
     Short-Term Disability: Hydrite Chemical Co. 
       17385 Golf Parkway 
       Brookfield, WI  53045 
 
     Long-Term Disability:  Reliance Standard Life Insurance 
Company  
        330 E. Kilbourn Ave., Ste 1225  
        Milwaukee, WI 53202 
 
Plan Year:    January 1 to December 31 
 
Agent for Service of Legal Process: Hydrite Chemical Co. 
 
The Company provides all employees with a total compensation package (including wages and 
benefits) that is competitive within our industry and area.  As a part of doing so, the Company 
reserves the right to increase, modify, or discontinue these benefits from time-to-time within its 
sole discretion. 
 
Many of the fringe benefits available to Company employees, and specifically including but not 
limited to those contained within the Hydrite Chemical Co. Group Welfare Plan, Plan number 
502, are subject to ERISA.  Information concerning employee’s rights and obligations under 
ERISA are described in the ERISA section of this Handbook. 
 
HIPAA PRIVACY POLICY FOR HYDRITE WELFARE PLAN 502 
 
The Company sponsors and self-administers a group health plan (the “Plan”). Members of the 
Company’s workforce may have access to the individually identifiable health information of Plan 
participants on behalf of the Plan itself, on behalf of the Company, or for administrative functions 
of the Plan. The Health Insurance Portability and Accountability Act of 1996 (“HIPAA”) and its 
implementing regulations restrict the Company’s ability to use and disclose protected health 
information (“PHI”). 
 
Protected health information means information that is created or received by the Plan and 
relates to the past, present, or future physical or mental health or condition of a participant; the 
provision of health care to a participant; or the past, present, or future payment for the provision 
of health care to a participant; and that identifies the participant or for which there is a 
reasonable basis to believe the information can be used to identify the participant. Protected 
health information includes information of persons living or deceased. PHI information also 
includes health status, claims experience, medical histories, physical examinations, genetic 
information and evidence of disability. 
 
It is the Company’s policy to comply fully with HIPAA’s requirements. All members of the 
Company’s workforce who have access to PHI must comply with this Privacy Policy. For 
purposes of this Policy and other relevant procedures, the Company’s workforce includes 
individuals who would be considered part of the workforce under HIPAA such as employees, 
volunteers, trainees, and other persons whose work performance is under the direct control of 
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the Company, whether or not they are paid by the Company. The term “employee” includes all 
of these types of workers. 
 
Annually or more frequently as necessary, the Company performs enrollment, changes in 
enrollment and payroll deductions, provides assistance in claim problem resolution, explanation 
of benefits issues, and assists in coordination of benefits with other providers. Some or all of 
these activities may require the use or transmission of PHI. All information related to these 
processes will be maintained in confidence, and employees will not disclose PHI from these 
processes for employment-related actions, except as provided by administrative procedures 
approved by the HIPAA Compliance Officer (“HCO”). 
 
Disclosures that do not qualify as PHI-protected disclosures include: 
 

• Disclosure of PHI to the individual to whom the PHI belongs. 
• Requests by providers for treatment or payment. 
• Disclosures requested to be made to authorized parties by the individual PHI holder. 
• Disclosures to government agencies for reporting or enforcement purposes. 
• Disclosures to workers’ compensation providers and those authorized by the workers’ 

compensation providers. 
• Information regarding whether an individual is covered by a plan for claims processing 

purposes may be disclosed. 
• Information external to the health plan is not considered PHI if the information is being 

furnished for claims processing purposes involving worker’ compensation or short or 
long-term disability. 

• Information external to the health plan is not considered PHI if the information is medical 
information received to verify ADA or FMLA status. 

 
PLAN’S RESPONSIBILITIES AS A COVERED ENTITY 
 
HIPAA COMPLIANCE OFFICER (HCO) AND CONTACT PERSON 
 
The Manager of Total Rewards will be the HIPAA Compliance Officer (“HCO”) 
for the Company.  The HCO will be responsible for the development and implementation of 
policies and procedures relating to privacy, including but not limited to this Privacy Policy 
and other related procedures.  The HCO will also serve as the contact person for participants 
who have questions, concerns, or complaints about the privacy of their PHI. 
 
TECHNICAL AND PHYSICAL SAFEGUARDS AND FIREWALL 
 
The Company will establish on behalf of the Plan appropriate technical and physical safeguards 
to prevent PHI from intentionally or unintentionally being used or disclosed in violation of 
HIPAA’s requirements.  Technical safeguards include limiting access to information by creating 
computer firewalls.  Physical safeguards include locking doors or filing cabinets.  Firewalls will 
ensure that only authorized employees will have access to PHI. 
 
NOTICE OF PRIVACY PRACTICES 
 
The HCO is responsible for developing and maintaining HIPAA Notice of Privacy Practices that 
describes the following. 
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• The uses and disclosures of PHI that may be made by the Plan. 
• The individual’s rights. 
• The plan’s legal duties with respect to the PHI. 

 
The Company also outlines the medical privacy and security provisions in the Company 
sponsored group health plan SPD. 
 
COMPLAINTS 
 
The Plan’s contact person for receiving complaints will be the Manager of Total Rewards who 
can be contact at the Corporate Office at (262) 792-1450. 
 
VIOLATIONS OF PRIVACY POLICY 
 
Disciplinary action will be taken for individuals using or disclosing PHI in violation of this HIPAA 
Privacy Policy.  
 
MITIGATION OF INADVERTENT DISCLOSURES OF PHI 
 
The Company shall mitigate, to the extent possible, any harmful effects that become known to it 
of a use or disclosure of an individual’s PHI in violation of the policies and procedures set forth 
in this Policy. If an employee becomes aware of a disclosure of protected health information, 
either by an employee of the Plan or an outside consultant/contractor that is not in compliance 
with this Policy, immediately contact the HCO so that the appropriate steps to mitigate the harm 
to the participant can be taken. 
 
RETALIATORY ACTS 
 
No employee may intimidate, threaten, coerce, discriminate against, or take other retaliatory 
action against individuals for exercising their rights, filing a complaint, participating in an 
investigation, or opposing any improper practice under HIPAA. No individual shall be required to 
waive his or her privacy rights under HIPAA as a condition of treatment, payment, enrollment or 
eligibility. 
 
MEDICAL SUMMARY PLAN DOCUMENT (SPD) 
 
The SPD of the Company sponsored plan includes provisions to describe the permitted and 
required uses and disclosures of PHI by the Company for plan administrative purposes under 
the Company-sponsored health plan. 
 
RECORDS RETENTION 
 
Personnel records and disclosures of PHI will be maintained for a period of six years as 
required by federal law, unless a state law requires a longer retention period. 
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DOCUMENTATION OF DISCLOSURES 
 
Copies of individual authorizations shall be retained per the records retention schedule, which 
should include the date of the disclosure; the name of the entity or person who received the PHI 
and, if known, the address of such entity or person; a brief description of the PHI disclosed; a 
brief statement of the disclosure; and any other documentation required under this Policy. 
 
The Plan Sponsor does not have to maintain a log of disclosures if the disclosures are for plan-
related purposes such as Pay of Benefit or Health Care Operations. 
 
POLICY ON USE AND DISCLOSURE OF PHI 
 
USE AND DISCLOSURE DEFINED 
 
The Company and the Plan will use and disclose PHI only as permitted under HIPAA. The 
terms “use” and “disclosure” are defined as follows: 
 

• Use. The sharing, employment, application, utilization, examination, or analysis of 
individually identifiable health information by any person working for or within the Human 
Resource Department of the Company, the Accounting Department, or by a Business 
Associate of the Plan. 

• Disclosure. For information that is protected health information, disclosure means any 
release, transfer, provision of access to, or divulging in any other manner of individually 
identifiable health information to persons not employed by or working within the Human 
Resource Department or Accounting Department of the Company. 

 
COMPLIANCE 
 
All members of the Company’s workforce who have access to PHI must comply with this Policy.  
These employees with access may use and disclose PHI for plan administrative functions, and 
they may disclose PHI to other employees with access for plan administrative functions. 
Employees with access may not disclose PHI to employees without access except in 
accordance with this Policy. 
 
MANDATORY DISCLOSURES OF PHI 
 
A participant’s PHI must be disclosed under the following circumstances: 

• As required by HIPAA if the disclosure is made to the Department of Health & Human 
Services (DHHS) for purposes of enforcing HIPAA. 

• Upon receiving a request from an individual or individual’s representative for disclosure 
of the individual’s own PHI.   

 
PERMISSIVE DISCLOSURES OF PHI FOR LEGAL AND PUBLIC POLICY PURPOSES 
 
PHI may be disclosed in the following situations without a participant’s authorization, when 
specific requirements are satisfied. Requests for disclosure of a participant’s PHI that appears 
to fall within one of the following categories should be forwarded to the HCO.  The HCO will 
document disclosures in accordance with the procedure for documentation requirements.   
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Permitted disclosure are as follows: 
 

• About victims of abuse, neglect or domestic violence, if the disclosure is expressly 
authorized by statute or regulation and the disclosure prevents harm to the individual (or 
other victim) or the individual is incapacitated and unable to agree and information will 
not be used against the individual and is necessary for an imminent enforcement activity. 
In this case, the individual must be promptly informed of the disclosure unless this would 
place the individual at risk or if informing would involve a personal representative who is 
believed to be responsible for the abuse, neglect or violence. 

• For judicial and administrative proceedings in response to: 
o An order of a court or administrative tribunal.  Disclosure must be limited to PHI 

expressly authorized by the order. 
o A subpoena, discovery request or other lawful process, not accompanied by a 

court order or administrative tribunal, upon receipt of assurances that the 
individual has been given notice of the request, or that the party seeking the 
information has made reasonable efforts to receive a qualified protective order 

• For law enforcement purposes, under the following conditions: 
o Pursuant to a process and as otherwise required by law, but only if the 

information sought is relevant and material, the request is specific and limited to 
amounts reasonably necessary, and it is not possible to use deidentified 
information. 

o Information requested is limited information to identify or locate a suspect, 
fugitive, material witness or missing person. 

o Information about a suspected victim of a crime if the individual agrees to 
disclosure or without agreement from the individual, if the information is not to be 
used against the victim, if need for information is urgent, and if disclosure is in 
the best interest of the individual. 

o Information about a deceased individual upon suspicion that the individual’s 
death resulted from criminal conduct. 

o Information that constitutes evidence of criminal conduct that occurred on the 
Company’s premises. 

• For public health activities to appropriate public health authorities. 
• For health oversight activities to a health oversight agency, as authorized by law. 
• About decedents, to a coroner or medical examiner for the purpose of identifying a 

deceased person, determining the cause of death or other duties as authorized by law. 
• For cadaveric organ, eye or tissue donation purposes, to organ procurement 

organizations or other entities engaged in the procurement, banking, or transplantation 
of organs, eyes or tissue for the purpose of facilitating transplantation. 

• For certain limited research purposes, provided that a waiver of the authorization 
required by HIPAA has been approved by an appropriate privacy board. 

• To avert a serious threat to health or safety, upon a belief in good faith that the use or 
disclosure is necessary to prevent a serious and imminent threat to the health or safety 
of a person or the public. 

• For specialized government functions, including disclosures of an inmates’ PHI to 
correctional institutions and disclosures of an individual’s PHI to authorized federal 
officials for the conduct of national security activities. 

• For workers’ compensation programs, to the extent necessary to comply with laws 
relating to worker’s compensation or other similar programs. 

• For Americans with Disability Act (ADA) or Federal Family & Medical Leave Act (FMLA) 
purposes. 
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DISCLOSURES OF PHI TO AN INDIVIDUAL AUTHORIZATION 
 
Any requested disclosure to a third party (i.e. not the individual to whom the PHI pertains) that 
does not fall within one of the categories for which disclosure is permitted or required under this 
Policy may be pursuant to an individual authorization. If disclosure pursuant to an authorization 
is requested, the following procedure should be followed: 
  

• Follow the procedure for verifying the identity of the individual or the individual’s 
representative. 

• Verify that the authorization form is valid. Valid authorization forms are those that: 
o Are properly signed and dated by the individual or the individual’s representative. 
o Are not expired or revoked; the expiration date of the authorization form must be 

a specific date or a specific time period (e.g. one year from the date of signature), 
or an event directly relevant to the individual or the purpose of the use or 
disclosure (e.g. for the duration of the individual’s coverage). 

o Contain a description of the information to be used or disclosed. 
o Contain the name of the entity or person authorized to use or disclose the PHI.  
o Contain the name of the recipient of the use or disclosure.  
o Contain a statement regarding the individual’s right to revoke the authorization 

and the procedures for revoking authorizations; and  
o Contain a statement regarding the possibility for a subsequent redisclosure of the 

information. 
• All uses and disclosure made pursuant to an authorization must be consistent with the 

terms and conditions of the authorization. 
• Disclosures must be documented in accordance with the procedure for documentation 

requirements. 
 
DISCLOSURES OF PHI TO BUSINESS ASSOCIATES 
 
Employees may disclose PHI to the Plan’s business associates and allow the Plan’s business 
associates to create or receive PHI on its behalf. All uses and disclosures by a Business 
Associate must be made in accordance with a valid Business Associate Agreement. 
 
A Business Associate is an entity that performs or assists in performing a Plan function or 
activity involving the use and disclosure of protected health information (including claims 
processing or administration, data analysis, underwriting).  A Business Associate can also 
provide legal, accounting, actuarial, consulting, counseling, data aggregation, management, 
accreditation, or financial services, where the performance of such services involves giving the 
service provider access to PHI. 
 
REQUESTS FOR DISCLOSURE OF PHI FROM SPOUSES, FAMILY MEMBERS, AND 
FRIENDS 
 
The Plan and Company will not disclose PHI to family and friends of an individual except as 
required or permitted by HIPAA. Generally, an authorization is required before another party, 
including spouse, family member or friend, will be able to access PHI. 

If an employee receives a request for disclosure of an individual’s PHI for a spouse, family 
member, or personal friend of an individual, and the spouse, family member, or personal friend 
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is either (1) the parent of the individual and the individual is a minor child or (2) the personal 
representative of the individual, the procedure for Verification of Identity of Those Requesting 
Protected Health Information must be followed. 
 
All other requests from spouses, family members, and friends must be authorized by the 
individual whose PHI is involved. 
 
DISCLOSURES OF DE-IDENTIFIED INFORMATION 
 
De-identified information is health information that does not identify an individual and with 
respect to which there is no reasonable basis to believe that the information can be used to 
identify an individual.  The Plan may freely use and disclose de-identified information. De-
identified information is not PHI. 
 
VERIFICATION OF IDENTITY OF THOSE REQUESTING PHI 
 
Employees must take steps to verify the identity of the individuals who request access to PHI. 
They must also verify the authority of any person to have access to PHI, if the identity or 
authority of such person is not known. Separate procedures are set forth below for verifying the 
identity and authority, depending on whether the request is made by the individual, a parent 
seeking access to the PHI of his or her minor child, a personal representative, or a public official 
seeking access. 
 
When an individual requests access to his or her own PHI, the following steps should be 
followed: 
 

• Request a form of identification from the individual. Employees may rely on a valid 
driver’s license, passport or other photo identification issued by a government agency.  

• Verify that the identification matches the identity of the individual of the individual 
requesting access to the PHI. 

• Make a copy of the identification provided by the individual and file it with the individual’s 
designated record set.  

• If the individual requests PHI over the telephone, request the individual’s date of birth 
and home address.  

• Disclosures must be documented in accordance with the procedure for Documentation 
Requirements. 

 
When a parent requests access to the PHI of the parent’s minor child, the following steps should 
be followed: 
 

• Seek verification of the person’s relationship with the child. Such verification may take 
the form of confirming enrollment of the child in the parent’s plan as a dependent.  

• Disclosures must be documented in accordance with the procedure for Documentation 
Requirements. 

 
When a personal representative requests access to an individual’s PHI, the following steps 
should be followed:  
 

• Require a copy of a valid power of attorney.  
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• Make a copy of the documentation provided and file it with the individual’s designated 
record set.  

• Disclosures must be documented in accordance with the procedure for Documentation 
Requirements. 

 
If a public official requests access to PHI, and if the request is for one of the purposes set forth 
above in Mandatory Disclosure of PHI or Permissive Disclosures of PHI, the following steps 
should be followed to verify the official’s identity and authority:  
 

• If the request is made in person, request presentation of an agency identification badge, 
other official credentials, or other proof of government status. Make a copy of the 
identification provided and file it with the individual’s designated record set.  

• If the request is in writing, verify that the request is on the appropriate government 
letterhead.  

• If the request is by a person purporting to act on behalf of a public official, request a 
written statement on appropriate government letterhead that the person is acting under 
the government’s authority or other evidence or documentation of agency, such as a 
contract for services, memorandum of understanding, or purchase order, that 
establishes that the person is acting on behalf of the public official.  

• Request a written statement of the legal authority under which the information is 
requested, or, if a written statement would be impracticable, an oral statement of such 
legal authority. If the individual’s request is made pursuant to legal process, warrant, 
subpoena, order, or other legal process issued by a grand jury or administrative tribunal, 
notify the HCO.  

• Disclosures must be documented in accordance with the procedure for Documentation 
Requirements. 

 
COMPLYING WITH THE MINIMUM NECESSARY STANDARD  
 
PHI used, disclosed, or requested will be held to the minimum necessary to accomplish the 
purpose of the use, disclosure or request, unless an exception applies. If uncertain that the 
request for disclosure of PHI meets the minimum necessary criteria, contact the HCO, who will 
ensure that the amount of information disclosed is the minimum necessary to accomplish the 
purpose of the disclosure. 
 
The minimum necessary standard does not apply to any of the following:  
 

• Uses or disclosures made to the individual.  
• Uses or disclosures made pursuant to an individual authorization.  
• Disclosures made to Health & Human Services (HHS).  
• Uses or disclosures required by law.  
• Uses or disclosures required to comply with HIPAA. 

 
REQUESTS FOR RESTRICTIONS ON USES AND DISCLOSURES OF PHI 
 
A participant may request restrictions on the use and disclosure of the participant’s PHI, which 
may be honored if, in the sole discretion of the Company, the requests are reasonable. 
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LIFE INSURANCE 
 
GROUP TERM LIFE INSURANCE 
 
The plan provides 100% of 1x salary, up to $200,000, in the event of death by natural causes.  
For more coverage details, please consult your insurance certificate, summary plan document, 
or contact the Human Resource Department. 
 
ENROLLMENT & ELIGIBILITY 
 
Only regular full-time employees are eligible for this benefit and can enroll as a new hire.  This 
benefit will become effective as of the 1st of the month following hire date.  The Company pays 
75% of the cost of group term life insurance premiums and the employee pays the remaining 
25% on an after-tax basis through payroll deduction.   
 
BENEFICIARY 
 
Beneficiary designations may be changed at any time in the Hydrite Hub.  The instructions to 
make this change can be found in the Change Existing Benefits Elections job aid on the Hydrite 
Hub Resources page within the Hydrite Hub. 
 
CLAIM PROCEDURE 
 
Claim forms may be obtained by contacting the Human Resource Department. 
 
Upon receiving proper proof of a covered employee’s death or loss due to dismemberment, the 
insurance company will pay the applicable insurance proceeds to the employee in the event of 
loss due to dismemberment, or to the designated beneficiary in the event of the employee’s 
death. 
 
Claims under this life insurance plan are subject to the claim and appeal procedures described 
in the ERISA section of this Handbook. 
 
TERMINATION 
 
An employee’s coverage under the plan terminates: 
 

• When employment ends; 
• If the employee requests cancellation; 
• When the employee stops paying the employee portion of the premium, unless on FMLA 

leave; or 
• When the employee is no longer eligible for coverage. 

 

  

https://n33.ultipro.com/
https://n33.ultipro.com/
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SUPPLEMENTAL LIFE INSURANCE 
  
ELIGIBILITY 
 
Supplemental life insurance coverage is available to all regular, full-time employees on the first 
day of the month following hire date.   
 
Employees who do not enroll when eligible and request to enroll at a later date, without a 
qualifying event, are considered late enrollees.  Please contact the Human Resource 
Department for a health statement form as required by the insurance carrier.  
 
Employees who purchase coverage for themselves can also purchase coverage for: 
 

• Their spouse, if their spouse: 
o is not in the Armed Forces of any country; and 
o is not insured under the Company’s Group Policy as a Member. 

• Their natural or legally adopted child, if the child: 
o is not married;  
o is not in the Armed Forces of any country;  
o is not insured under the Company’s Group Policy as a Member; and 
o is at least 14 days but less than 21 years of age.  Coverage will remain to age 25 

if the child receives principal support from you and is a full-time student. 
• An adopted child will be considered a dependent child on the earlier of the date on which 

a court makes a final order granting adoption or the date on which the child is placed for 
adoption.  Coverage will be continuous unless the adoption is not finalized and the 
child’s adoptive placement with you is terminated. 

• Your stepchild, if the child: 
o meets the requirements above; and 
o receives principal support from you. 

• Your foster child, if the child: 
o meets the requirements above;  
o lives with you;  
o receives principal support from you; and 
o is approved in writing by the Company as a dependent child. 

 
Any coverage amount requested that is over the guaranteed coverage amount is subject to the 
Company’s approval of a health statement. 
 
TERMINATION 
 
An employee’s coverage under the plan terminates: 
 

• When employment ends; 
• If the employee requests cancellation; 
• When the employee stops paying the employee portion of the premium, unless on FLMA 

leave; or 
• When the employee is no longer eligible for coverage. 

 



58 │July 15, 2022 Version 
 

PREMIUMS 
 
This benefit is 100% employee paid with after-tax, bi-weekly payroll deductions.  Premiums are 
based on the amount of coverage and the member’s age.  Please contact the Human Resource 
Department for more information.  
 

DISABILITY 
 
SHORT-TERM DISABILITY 
 
Short-term disability will be provided to eligible employees in the event that they become 
disabled, as defined in the plan, as a result of a non-work related illness or injury.  To qualify for 
short-term disability benefits, the employee must be absent from work as a result of a disability, 
meaning that the employee is continuously disabled due to a non-work related illness or injury, 
unable to perform the duties of the job, and under the regular care of a healthcare provider. 
Short-term disability will run concurrently with state and federal FMLA. 
 
ENROLLMENT & ELIGIBILITY 
 
Only regular full-time employees are eligible for this benefit and are automatically enrolled.  The 
Company pays the associated premiums for this benefit.  Employees are able to utilize this 
benefit as of the 1st of the month following hire date.   
 
CLAIM PROCEDURE 
 
Please contact the Human Resource Department with the following information regarding the 
disability: 
 

• Date of onset of the disability; 
• Estimated return to work date; and 
• Nature of disability/physician’s excuse or Department of Labor’s ‘Certification of Health 

Care Provider for Employee’s Serious Health Condition form’. 
 
DATE OF DISABILITY 
 
If the employee is determined to be disabled, the period of disability will commence on the date 
that the healthcare provider was consulted, or on the date that the healthcare provider indicated 
as the date the disability occurred. 
 
WAITING PERIOD 
 
There is a 3 consecutive working day waiting period before benefits are available.  The 3 day 
waiting period is unpaid, and employees can elect to substitute PTO days during the 3 day 
waiting period.  Employees who work a 10 or 12 hour work shift will have a 24 (scheduled) work 
hour waiting period.  If applicable, scheduled paid holidays will be counted in the waiting period. 
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AVAILABLE PAID LEAVE 
 
The amount of benefits paid while disabled will be determined by the length of full-time service 
with the Company.   
 

Length of  
Service 

Benefit  
Period 

Working  
Days 

Working  
Hours 

% of 
Compensation 

1st of the month following hire 
date to 1 year 

1 week 5 40 100% 

1 year but less than 2 years 2 weeks 10 80 100% 

2 years but less than 3 years 4 weeks 20 160 100% 

3 years but less than 4 years First 4 weeks 

Additional 2 weeks 

20 

10 

160 

80 

100% 

60% 

4 years but less than 5 years First 4 weeks 

Additional 4 weeks 

20 

20 

160 

160 

100% 

60% 

5 years and over First 4 weeks 

Additional 9 weeks 

20 

45 

160 

360 

100% 

60% 

 
COMPENSATION 
 
Compensation is based on a 40 hour work week.  Overtime pay and bonuses are excluded.  
Scheduled paid holidays are not counted as days of disability (after the waiting period).  PTO 
may be used to offset short-term disability at the 60% level, not to exceed 40 hours in a work 
week. 
 
If the employee’s illness is expected to go beyond 90 days, a long-term disability claim form 
should be filled out by the employee, the employee’s physician, and the Human Resource 
Department approximately 45 days into the employee’s absence. 
 
For the employee working a non-traditional shift - In cases where employees are working a non-
traditional shift (defined as a normal working shift longer than 8 hours or working on weekends), 
the benefit will be converted into “working hours” for the duration of the pay period.  In no case 
will short-term disability benefits be greater than 80 hours in a two-week pay period.  If the 
employee has not been released back to work after the first pay period ends, the benefit will be 
based on a traditional 40-hour work week.  In many cases, the benefit will not follow the 
employee’s normal work schedule.  If the employee returns to work in the middle of a pay 
period, short term disability benefits (if available) will offset hours not worked in the pay period.  
Please refer to the chart above for maximum benefits based on length of service. 
 
Employees released to work on a part-time basis - If an employee is released to work for a 
partial day, the Company will offset the hours not worked for the remainder of their shift at the 
percentage of compensation outlined in the chart.  This situation will count as a working day 
when determining maximum short-term disability benefits available.  In no case will short-term 
disability benefits be greater than the maximum benefit allowed determined by length of service 
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(i.e.  An employee with a length of service of 5 years or greater would have a maximum benefit 
of 13 weeks, or 520 hours). 
 
RETURN TO WORK 
 
Employees must be released back to work in writing by their healthcare provider.  The release 
must list any restrictions relevant to the employee’s position, if applicable, along with the length 
of time that the restrictions will be in effect.  A copy of the employee’s job description as well as 
a Work Recommendations & Light Duty Form can be obtained from the Human Resource 
Department. 
 
If an employee is released to modified or restricted duty by their healthcare provider, the 
Company will try to provide modified or restricted duty tasks on a temporary basis, but there is 
no guarantee that accommodations will be available. 
 
If the employee is unable to return to work within 90 days, the employee’s job status will be 
reviewed.  A determination will be made at that time by the Human Resource Department and 
facility management as to whether the position can remain open.  If business needs necessitate 
refilling the position and the employee is unable to return to work, the employee may be 
terminated.  If temporary modified or restricted duties were offered to the employee, a review 
will be done either weekly or bi-weekly to determine if enough work can be generated to 
accommodate the employee’s restrictions.  If there is no work available, the employee may be 
terminated. 
 
BENEFIT CONTINUATION  
 
While on short-term disability, health and welfare benefits will continue at the employee 
premium rate unless the employee requests otherwise.  Premiums will continue to be deducted 
from the employee’s paycheck as long as short-term disability benefits and/or PTO is being 
paid.  If the employee’s short-term disability benefits have been exhausted, and the employee is 
still out on leave, the employee will be responsible for payment of their premiums.  Please 
contact the Human Resource Department to arrange for repayment of any missed premiums. 
 
LIMITATIONS 
 
Certain types of disabilities are not covered by this plan.  These include, but are not limited to, 
disabilities resulting from: 
 

• Any disability related to or arising out of a work injury; 
• War, declared or undeclared, or any act of hostility by a foreign power; 
• Duty with the armed forces, including National Guard units of any state or country; or 
• Criminal or unlawful activities. 

 
Employees who have questions as to whether a particular disability is covered by the short-term 
disability program should contact the Human Resource Department. 
 
SUCCESSIVE PERIODS OF DISABILITY 
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Successive periods of disability separated by less than 2 weeks of active full-time work shall be 
considered as 1 period of disability, except if the disability is the result of a cause wholly 
different from the prior disability. 
 
TERMINATION 
 
Termination of short-term disability benefits will occur before expiration of the scheduled benefit 
period if any one of the following occurs: 
 

• Termination of employment; 
• Loss of full-time status; 
• Retirement; 
• Employee’s failure to provide proof of disability or refusal to take a medical examination 

when requested; 
• The employee is no longer absent due to illness or injury; or 
• The employee is no longer under the regular care of a physician. 

 
MATERNITY LEAVE 
 
Any regular full-time employee, regardless of length of service, is eligible for 6 weeks paid leave 
at 100% of the employee’s annual salary for the birth of a baby.  There is a waiting period of 24 
work hours before the benefit will begin.  The employee may elect to take the waiting period 
unpaid, use PTO, or a combination of both, with the exception of California employees, who 
must use PTO designated for sick pay.  If an employee has a Cesarean section during the birth 
of a baby, 2 additional weeks paid leave at 60% of the employee’s salary will become available 
under our short-term disability plan.  If the employee has medical complications after childbirth, 
the employee may be eligible for additional paid time off.  Please refer to the Short-Term 
Disability section of this handbook for information on additional paid time off.  Please refer to the 
FMLA section of this handbook for information on additional unpaid time off through the 
provisions of FMLA. 

LACTATION ACCOMMODATION POLICY  
 
Company provides a reasonable amount of break time to accommodate an employee’s need to 
express breast milk for the employee’s infant child. The Company will make a reasonable effort 
to provide the employee with the use of a room or other location in close proximity to the 
employee’s work area for the employee to express milk in private. 

PROCEDURES 
 
An employee may request an accommodation for lactation breaks by submitting a request to the 
direct supervisor, department supervisor, or HR department. 

The requested break time should, if possible, be taken concurrently with other scheduled break 
periods. Non-exempt employees must clock out for any lactation breaks that do not run 
concurrently with normally scheduled rest periods. Any such breaks will be unpaid.  

The Company reserves the right to deny, in writing, an employee’s request for a lactation break 
if the additional break time will seriously disrupt operations. 
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California Employees:  Employees have the right to file a complaint with the labor commissioner 
for any violation of rights provided under Chapter 3.8 of the California Labor Code regarding 
lactation accommodations. 

 
LONG-TERM DISABILITY 
 
EXPLANATION OF BENEFITS 
 
Long-term disability coverage provides eligible full-time employees with continued monthly 
income in the event of time lost from work due to non-work related or work-related illness or 
injury.  Employees are automatically enrolled on the 1st of the month following hire date, and 
Company pays the associated premiums. 
 
For coverage details, please consult your insurance certificate, summary plan document, or 
contact the Human Resource Department. 
 
CLAIM PROCEDURE 
 
Written notice of a claim should be submitted to the Human Resource Department or the 
insurance company within 45 days after a disability begins or as soon as reasonably possible. 
 
Upon request, the Human Resource Department will provide the appropriate forms to be 
completed and will require continued proof of disability as deemed necessary. 
 
Claims under the long-term disability plan are subject to claim and appeal procedures described 
in the ERISA section of this Handbook.  Employees should contact the Human Resource 
Department for information regarding the procedure for denied claims. 
 
TERMINATION 
 
Coverage under the plan automatically terminates if the employee: 
 

• Terminates employment not due to the disability for which the employee is eligible for 
coverage; 

• Loses full-time status; 
• Retires. 

 

OTHER BENEFITS 
 
EMPLOYEE/FAMILY ASSISTANCE PROGRAM (EAP) 
 
The Employee / Family Assistance Program (EAP) is designed to provide employees with 
access to confidential counseling services as well as other services for help with personal and 
relationship issues, work issues, legal issues, financial issues, parenting and child care, 
addiction disorders, elder care, adult disabilities, or any other issues that may adversely affect 
job performance or personal happiness.  The EAP also offers a variety of other wellness 
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resources.  A management line is available to help supervisors deal with issues such as 
performance problems, harassment issues, employee relations, and interpersonal conflicts.   
 
The program is easy to use and is available to regular, full-time employees as well as spouses 
and dependent children who meet the eligibility requirements for the health and welfare 
programs.  The initial assessment and referral to a local counselor is free of charge.  
Participation in the EAP is completely confidential except where the referral is made by the 
Company in lieu of, or in connection with, discipline or a mandatory referral.   
 
HOW TO USE EAP 
 
Short-Term Counseling:  When appropriate, short-term counseling (up to six sessions) may be 
recommended through EAP at no additional cost to the employee or family member.  
 
Help Line Number:  The help line is available year round, 24 hours a day.  Counselors are 
available to assess problems and direct employees and family members to the best available 
resource in the community. 
 
If something arises and immediate assistance is needed, please call 1-800-634-6433 and one of 
the qualified professionals will be available 24 hours a day to help. If you need more information 
on this plan and what it offers, visit LifeMatter’s website at mylifematters.com. Enter HYD1 as 
the password to sign in. 
 
LifeMatters also provides an app with much of the same information. The LifeMatters app can 
be downloaded in the Apple App Store or on Google Play.  Once downloaded enter HYD1 as 
the password to sign in.  
   
Employees should contact the Human Resource Department with questions regarding the use 
of this program.   
 
CHILD ADOPTION PROGRAM 
 
Qualified employees who are adopting a child may be eligible to receive the benefit listed below 
with court documentation reflecting placement of a child with the intention to adopt.   
 
Regular, full-time employees will be eligible for this benefit.  If multiple children are being 
adopted, a benefit request can be made for each child.  If both adopting parents are employees 
of the Company and are eligible for benefits, both employees are eligible for benefits under this 
program.   This benefit is not available to employees adopting their spouse’s child(ren). 
 
 Years of Service:   Benefit:    
 Eligibility to 4.9 years of service $3,000   
 5.0 or more years of service  $5,000   
 
WELLNESS PROGRAM 
 
The Wellness Program provides benefits to employees who voluntarily choose to participate in 
activities to maintain or improve their overall health and well-being.   
 
The Wellness Program   
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• Runs on a calendar year; 
• Is reviewed annually; and 
• Is subject to change. 

 
ELIGIBILITY  
 
This benefit is available to all regular full-time employees.   
 
Your health and wellness is important to the Company and is essential to your success and 
happiness as an individual.  This wellness program provides opportunities for you to engage in 
healthy behaviors and activities.   
 
A summary of the current wellness program is available on the Hydrite Hub. 
 
TOBACCO CESSATION 
 
Work with the Company’s EAP to enroll in the iCAN QUIT tobacco cessation program.  
Employees and their spouses will receive free nicotine replacement therapy (gum, patches, etc.) 
sent directly to their home to assist them with their cessation efforts.  Employees who 
successfully quit using tobacco will receive an initial incentive of $50.  Maintenance incentives 
are provided at 6 months for $200, 12 months for $250, and 24 months for $250.  For additional 
details, please contact the Human Resource Department and then call EAP at 1-888-267-8126. 
 
DISEASE MANAGEMENT PROGRAM 
 
The Company has partnered with UMR to provide chronic condition management and diabetes 
management to employees who are on the health plan.  Employees who believe that they may 
be at risk for heart disease, diabetes, high cholesterol, hypertension, or other chronic conditions 
should contact the UMR Disease Management team at 1-866-575-2540 to speak with a nurse 
or case manager.  Employees looking for assistance to manage their diabetes may contact the 
Disease Management team for one-on-one coaching and to receive free generic medication and 
supplies. 
 
TUITION ASSISTANCE PROGRAM 
 
Eligible employees may participate in the Tuition Assistance Program.  The Company will share 
in the expense of educational activities that enhance the employee’s personal growth and 
contribution to the company.   
 
Completion of such educational training does not automatically qualify employees for 
promotions or new assignments.  Promotions and transfers are based on many factors including 
job performance and demonstrated capability.  
 
ELIGIBILITY  
 
All regular, full-time employees are eligible.    
 
To qualify for reimbursement, all courses must be offered by an organization or educational 
institution recognized by The Council on Higher Education Accreditation in Washington, DC 

https://n33.ultipro.com/
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(www.chea.org) or the US Department of Education (www.ope.ed.gov/dapip/).  The courses 
must be related to the employee’s job, or a skill or degree useful to the Company.  Hobby and 
non-vocational courses will not be covered.        
 
The program provides for 100% reimbursement for tuition, books, and related fees up to a 
maximum benefit of $5,250 per calendar year for approved undergraduate or graduate courses 
that have been completed satisfactorily with a minimum grade of “C,” “Pass,” or the equivalent.   
 
PROCEDURE 
 
Employees should complete the Application for Tuition Assistance Program form, which is 
located on the Hydrite Hub, and submit it along with a copy of the tuition statements, bills for 
related fees or books, and grade reports through their supervisor to the Human Resource 
Department.  The application and supporting documents must be submitted no later than 
January 15th for reimbursement for courses taken the previous year.  Human Resources will 
process the request for payment or notify the applicant in writing if the claim is denied.  
 
When training is requested by an employee’s manager and approved by the Human Resource 
Department, the Company may pay the full tuition, fees, and additional charges of the 
educational organization.   
 
REPAYMENT 
 
In exchange for Company’s tuition assistance, employee agrees to remain employed with 
Company for a period of one (1) year following receipt of tuition assistance.  If employee fails to 
remain employed for one (1) year following receipt of a tuition assistance payment from 
Company, employee will be required to repay Company for any tuition assistance payments 
received within one (1) year prior to employee’s termination date.  To the extent allowed by law, 
Company may deduct the amount of any tuition assistance repayment obligation from any 
compensation due to employee at the time of separation from employment.  Employee will be 
required to repay any amount owed within thirty (30) days from termination date. 
   
REFERRAL REWARD PROGRAM 
 
Regular full-time employees may receive up to a $3,000 referral bonus per applicant who has 
been hired as a regular full-time employee.  Under the Company’s discretion, the referral bonus 
paid for a position may be increased for positions that are considered hard-to-fill.    
 
ELIGIBILITY  
 
All regular, full-time employees are eligible to receive a referral bonus except for: 

• The selecting manager/supervisor or other persons associated with the selection of the 
applicant 

• All Human Resource Department employees 
• Employees who are at the director level or above 

 
The applicant must be hired for a regular full-time position, a referral bonus will not be paid for 
the referral of a temporary, summer, contract, or former employee. 
 

http://www.chea.org/
https://ope.ed.gov/dapip/#/home
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PROCEDURE 
 
Employees should complete the online referral form within Greenhouse to refer an applicant.  
Half of the referral bonus amount will be paid to the referring employee 3 months from the hire 
date of the applicant.  The remaining portion of the referral bonus amount will be paid to the 
referring employee after 1 year from the hire date of the applicant. Both the referring employee 
and the hired applicant must be employed at the above indicated time periods for the referring 
employee to receive the referral bonus amount indicated. 

Any disputes arising from the application of this program will be the responsibility of the Human 
Resource Department.  If more than one employee makes the referral, the referral bonus may 
be split amongst the referring employees at the discretion of the Human Resource Department. 

Only applicants who meet the essential qualifications for the position will be considered.  The 
hiring process will be fair and consistent with company policy and procedures, with no bias for 
or against applicants whose selection might make another employee eligible for a referral 
bonus. 

The Company reserves the right to end or modify this program at any time. 

 
THE RICHARD C. HONKAMP SCHOLARSHIP AWARD PROGRAM 
 
Designed to assist the children of Company’s employees achieve their goal of higher education, 
the Richard C. Honkamp Scholarship Award Program provides scholarship awards to eligible 
children of employees to be used toward post-secondary education.  To ensure complete 
impartiality in the selection of recipients and to maintain a high level of professionalism and 
security, the program is administered by an independent company that specializes in managing 
sponsored educational assistance programs.  hereinafter referred to as “Scholarship 
Administrator”. 
 
ELIGIBILITY 
 
Applicants must be dependent children up to age 25 of regular, full-time employees who have a 
minimum of one year of service with the Company as of the application deadline.  Dependent 
children are defined as natural or legally adopted children or stepchildren living in the 
employee’s household and primarily supported by the employee. 
 
Applicants must be a high school seniors or graduates who plan to enroll, or a college 
freshman, sophomore, or junior who are already enrolled, in a full-time undergraduate four-year 
STEM (Science, Technology, Engineering, and Math) program or a two or for-year trade or 
vocational school.  Awards are not renewable, but students may reapply each year as long as 
they continue to meet the eligibility criteria. 
 
PROCEDURE  
 
The application process usually begins in late January each year.  Applicants are responsible 
for gathering and submitting all necessary information.  Applications are evaluated on the 
information supplied.  Scholarship recipients are selected on the basis of academic 
achievements and records, community involvement, and volunteerism.    Applicants are notified 
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directly by the Scholarship Administrator as to whether or not they have been awarded a 
scholarship. 
 
PAYMENT OF SCHOLARSHIPS  
 
The Scholarship Administrator will process scholarship awards on behalf of the Company.  
Checks will be mailed to each recipient’s home address and will be made payable to the school 
for the student. 
 
 
Recipients have no obligation to the Company.  However, they are required to notify the 
Scholarship Administrator of any changes of address, school enrollment, or other relevant 
information and to supply the agency with a complete transcript when requested.  Except as 
described in the program brochure, no obligation is assumed by the Company. 
 
The Company reserves the right to review the conditions and procedures of the scholarship 
program and to make changes at any time, including termination of the program. 
 
Employees should contact the Human Resource Department with questions regarding the 
scholarship program or to receive a brochure containing the complete program description and 
an application form. 
 

PROFIT SHARING PLAN 
 
ABOUT PROFIT SHARING 
 
The Chemical Employees’ Profit Sharing Plan was established as a way to share Company 
profits with employees in good years.  Effective January 1, 2022, the Money Purchase Pension 
Plan rolled into the Chemical Employees’ Profit Sharing Plan.  
 
Contributions are invested in a trust fund, which can grow tax-free until distribution at retirement 
or upon termination of employment.  The trust is professionally managed by investment 
counselors who are overseen by the plan’s trustees. 
 
With each year of qualified service with the Company up to four years, the percentage of an 
employee’s vested interest in his account balance in the fund increases. 
 
For additional information, employees may contact the Human Resource Department. 
 
The profit sharing plan falls under the jurisdiction of ERISA.  Employees’ rights and obligations 
under ERISA are described in the ERISA section of this Handbook. 
 
ELIGIBILITY 
 
Effective January 1, 2022, employees of the Company, are eligible to participate in the plan 
January 1st following date of hire, provided they are 20 years of age.   
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VESTING 
 
An employee’s vested interest in their profit sharing account depends on the number of years of 
service completed with the Company.  Generally, a year of service for vesting purposes is any 
calendar year after attaining age 20 during which the employee works at least 1,000 hours.  The 
vesting schedule is as follows: 
 
                                  Years of Service:   Vesting: 
   Less than 1 year of service   0% vested 
   1 year of service   25% vested 
   2 years of service   50% vested 
   3 years of service   75% vested 
   4 years of service   100% vested 
    
Employees become fully vested after four years of employment, upon attainment of age 62 
while employed, or as a result of termination because of death or disability. 
 
FORFEITURES 
 
If an employee terminates employment before completing four years of service, the employee 
will lose any right to regain the portion of his or her profit sharing account that is not vested after 
the employee has a “break in service.”  A break in service is five consecutive calendar years 
during which the employee is credited with fewer than 501 hours of service. 
 
If an employee terminates employment, is paid the vested profit sharing account balance, and is 
subsequently rehired before incurring a break in service, the employee may be able to repay the 
distribution and regain the portion of his or her account that was not vested.  Employees should 
contact the Human Resource Department to assist with this process. 
 
CONTRIBUTIONS 
  
The Board of Directors will annually determine contributions to the profit sharing plan, which will 
be a percentage of employee’s total earnings. 
 
ALLOCATION OF CONTRIBUTION  
 
In years when the Company makes a contribution to the plan, the contribution is allocated only 
to those employees who have satisfied certain requirements during the year.  In order to be 
eligible for an allocation, the employee must have completed 1,000 hours of service in the 
calendar year and must be a Company employee on December 31 of the prior year. 
 
 
If a participant is not employed on the last day of the calendar year because of disability, death, 
or normal retirement (i.e., after age 62) and was a participant prior to disability, death, or normal 
retirement, then the participant will receive an allocation, even if not credited with 1,000 hours 
during the year. 
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PLAN ASSETS 
 
Plan assets are invested by licensed money managers selected by the trustees.  Valuation of 
the fund occurs quarterly.  Fluctuations in the value of the fund due to investment performance 
are reflected in the amount available in each employee’s account on a quarterly basis.   
 
STATEMENTS AND FEES 
 
Each quarter earnings or losses will be allocated among all employees’ accounts.  Statements 
will be distributed during the spring, which will reflect the contributions and earnings or losses 
for the year.  Plan expenses are paid from the plan assets. 
 
DISTRIBUTION OF FUNDS 
 
Employees are entitled to benefits equal to their vested interest in their profit sharing account in 
the event of the employee’s retirement or termination of employment. 
 
Generally, distribution will commence as soon as practicable after the quarterly valuation date 
following the employee’s termination provided that the employee has completed the appropriate 
payment forms.  If the total of the employee’s vested accounts exceeds $5,000, the employee 
can choose to defer the distribution to a later date.  If the total of the employee’s vested 
accounts is less than $5,000 but more than $1,000 and the employee does not complete 
distribution forms, the account balance will be rolled into an IRA established by the plan’s 
custodian.  If the total of all of the employee’s vested accounts equals $1,000 or less, the 
administrator will automatically distribute such amount to the employee in cash as soon as 
possible after the quarterly valuation date following the employee’s termination if the employee 
does not complete distribution forms.  The amount paid in cash will be subject to taxes and early 
withdrawal penalties.  
  
The employee’s profit sharing account generally will be valued for distribution purposes as of 
the last day of the quarter immediately prior to distribution. 
 
Whenever benefits become payable to the employee or to the employee’s beneficiary, the 
method of payment will be one of the following: 
 

• A single sum in cash; 
• A series of periodic installment payments; 
• A direct rollover to an IRA or other qualified plan which accepts the rollover (in 

accordance with the rules adopted by the administrator); or 
• A combination of the above. 

 
 
At the time of an employee’s termination or retirement, the Human Resource Department will 
provide further information regarding distribution rights and the forms to elect the method of 
benefit payment.  
 
BENEFICIARY 
 
If the participant dies prior to receiving all vested account funds, the funds will be paid to the 
designated beneficiary.  Participants may designate a beneficiary in writing on a form provided 
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by the Human Resource Department. 
 
Beneficiaries may be changed at any time by filing a new written designation.  If a participant is 
married and does not name his or her spouse as the beneficiary for all of the participant’s 
accounts in the plan, the participant’s designation of a non-spouse beneficiary is invalid unless 
the participant’s spouse consents to the beneficiary designation by signing the beneficiary form 
and the spouse’s signature is witnessed by a notary public.  When married participants reach 
age 35, non-spouse beneficiary designations will automatically expire and will need to be 
renewed.  
 
If a beneficiary is not designated, or if a designation is invalid, the plan first names the 
participant’s spouse as the beneficiary, then the participant’s children, and then the participant’s 
estate. 
 
LOANS 
  
Loans are not available under this plan. 
 
WITHDRAWALS 
 
There are provisions in the plan for hardship withdrawals of the funds from the profit sharing 
accounts. 
 
Participants may make in-service withdrawals of up to 100% of the vested profit sharing account 
as a result of an immediate and financial hardship as defined by government regulations.  There 
is a limit of one hardship withdrawal per calendar year.  A financial hardship includes only the 
following: 
 

• Medical expenses of an employee, his or her spouse, or a dependent; 
• College tuition of an employee, his or her spouse, or a dependent; 
• Expenses to purchase a principal residence for the employee (excluding mortgage 

payments); 
• Expenses to prevent eviction or foreclosure of an employee’s principal residence; 
• Burial or funeral expenses for an employee’s deceased parent, spouse, or child; or 
• Expenses for repairing casualty damage to an employee’s principal residence. 

 
Participants are not eligible for a hardship withdrawal unless all available distributions and loans 
from the 401(k) plan have been exhausted.  Hardship withdrawals are subject to 20% federal 
tax, 10% early withdrawal penalty if made before age 59½, and employees may elect to 
withhold additional federal and/or state taxes. 
 
Employees should contact the Human Resource Department if interested in making an in-
service hardship withdrawal. 
 
AMENDMENTS AND TERMINATION 
 
Although the Company intends the Chemical Employees’ Profit Sharing Plan to be permanent, it 
reserves the right to amend or terminate the plan at any time as to any or all eligible employees. 
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Upon termination of the plan, the accounts of all affected participants will become fully vested.  
Because this is a defined contribution plan, benefits payable upon termination of the plan are 
not insured by the Pension Benefit Guarantee Corporation (PBGC). 
 
SPECIAL “TOP-HEAVY” PROVISIONS 
 
Although the plan is not now, nor is it ever likely to become “top-heavy,” the Internal Revenue 
Service requires the Company to include certain provisions in the plan which become effective if 
the plan becomes top-heavy.  Generally, a top-heavy plan is one in which at least 60% of the 
assets of the plan are held in the accounts of officers and shareholders.  If that occurs, vesting 
will accelerate and certain minimum contributions may have to be provided.  A more detailed 
explanation of these provisions will be provided if the plan ever becomes top-heavy. 
 
ADMINISTRATION 
 
Plan Name:      Chemical Employees’ Profit Sharing Plan 
 
Custodian and Record Keeper:   BMO / OneAmerica Financial Partners, Inc. 
 
Employer Whose Employees are Covered:  Hydrite Chemical Co. 
       17385 Golf Parkway 
       Brookfield, WI  53045 
 
Employer Identification Number (EIN):  39-0364390 
 
Plan Number; Type; and Plan Year for Record Keeping: 
 
     005; Defined Contribution; January 1 - December 31 
 
The Company also acts as the “plan administrator” and is the designated agent for service of 
legal process.  Service of process may be made upon the Company or upon any plan trustee. 
 
Trustees:      Michael R. Honkamp 
       Daniel Sager 
       James Auerbach 
   
The Company reserves the right to amend or terminate any provisions of the profit 
sharing plan at any time as to any or all eligible employees. 
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401(K) PLAN 
 
The Chemical Employees’ 401(k) Plan enables employees to save for their retirement on a pre-
tax and/or after-tax basis.  The Company matches a portion of the employees’ savings with 
Company dollars.  Any matching is dependent upon the profitability of the Company and may be 
discontinued at any time upon the Company’s discretion. 
 
401(k) provisions allow employees to: 
 

• Make contributions on a pre-tax basis; 
• Make contributions on an after-tax (Roth) basis; 
• Make catch-up contributions if over age 50 and on pace to defer IRS maximum; 
• Earn tax deferred interest on their contributions; 
• Have some of their savings dollars matched as described below; 
• Have access to their savings dollars and Company match dollars before retirement 

through loans and hardship withdrawals (subject to government regulations); 
• Change contribution percentages biweekly; 
• Suspend contributions at any time; and 
• Change investment choices at any time via the internet or phone. 

 
 For additional information, employees may contact the Human Resource Department. 
 
The 401(k) plan falls under the jurisdiction of ERISA.  Employees’ rights and obligations 
under ERISA are described in the ERISA section of this Handbook. 
 
ELIGIBILITY 
 
Employees, except leased employees, are eligible to make 401(k) deferrals on the first day of 
the month following hire date, provided they have reached the age of 20. 
 
The employee will receive 401(k) plan information along with other benefit information as part of 
their onboarding process. 
 
CONTRIBUTIONS 
  
Employee:  The employee may contribute on a deferral basis up to 50% of compensation 
subject to the maximum dollar amount designated by IRS guidelines each year.  For deferral 
purposes, compensation is generally the full amount of compensation reportable for income tax 
withholding purposes, excluding amounts in excess of the IRS’ allowable limits and certain non-
salary items and fringe benefit payments. 
 
All 401(k) contributions must be made by payroll deduction.  Employees may elect to defer 
contributions to a traditional pre-tax 401(k) and/or a Roth after-tax 401(k). 
 
Company:  Employee contributions up to 5% each payroll period are eligible for a Company 
match.  Company matching contributions are subject to the discretion of the Board of Directors. 
 
Effective January 1, 2022, the Company match is 100% of the first 3% an employee defers and 
50% of the next 2% (if an employee defers 5% or more they will get a 4% total match).  
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Company matching contributions are dependent upon the profitability of the Company.  The 
matching arrangement may be adjusted or eliminated on any future date.  The Company 
matching contribution will be allocated to the employee’s account on a per pay period basis.  
The Company match is always pre-tax dollars. 
 
LIMITATIONS  
 
The Internal Revenue Code contains certain limitations which apply to 401(k) deferral and 
matching contributions.  Employees are prohibited from making more than a specific amount of 
401(k) deferrals in any calendar year.  The annual limit is set by the IRS.  The amount of 401(k) 
deferral contributions and matching contributions also must comply with certain 
nondiscrimination tests.  If any of the limitations are exceeded, some of the deferral 
contributions may have to be returned to the employee as compensation.  If this ever becomes 
necessary, employees will be notified. 
 
ROLLOVER TRANSFERS 
  
This plan accepts rollovers from other qualified plans.  Rollovers from other qualified plans may 
be made before an employee is eligible to defer into the 401(k).  Employees will choose their 
investment mix from the plan’s fund options. 
 
VESTING 
 
Each employee is always 100% vested in their 401(k) contributions, Company matching 
contributions, and any rollover contributions made to the plan. 
 
INVESTMENT CHOICES 
 
Multiple investment options are available for the employee’s 401(k) account.  These options 
range from low to high-risk investments.  Literature regarding these options is provided 
periodically and is also available through the Human Resource Department and Principal 
Financial Group.   
 
Employees who do not select their investment options will have their contributions directed to a 
Principal Lifetime Portfolio according to their age.  Principal Financial Group determines the 
investment mix in each portfolio, and the portfolios range from aggressive to conservative 
depending on how many years an employee has until normal retirement age. 
 
An employee may make a change to the investment mix on new contributions as well as on 
their existing account balance.  Changes can be made by the employee through the phone 
system at 1-800-547-7754, or through the Principal Financial Group website, 
www.principal.com.  When prompted for the Company’s contract number, number 369926 
should be given.  Investment advice is available by Dana Investment Advisors, Inc.  A 
participant who is interested in receiving investment advice should call the Human Resource 
Department. 
 
  

http://www.principal.com/
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ERISA 404(C) PLAN 
 
Effective January 1, 1994, the investment of 401(k) deferrals, matching contributions, rollover 
contributions, and voluntary contributions is intended to constitute a plan described in Section 
404(c) of the Employee Retirement Income Security Act of 1974 and Title 29 of the Code of 
Federal Regulations Section 2550.404c-1.  This means that the employee has control over the 
investment choices of the funds, and the plan’s fiduciaries will not be liable for any losses to 
those accounts which result from the employees’ investment elections under the plan. 
 
STATEMENTS AND FEES 
  
Fees to maintain employees’ 401(k) accounts are deducted quarterly from the employees’ 
account balances.  This information can be accessed through the Principal Financial Group 
website, www.principal.com, or by calling 1-800-547-7754.  In addition, an annual Fee 
Disclosure is sent to all participants’ home addresses. 
 
DISTRIBUTION OF FUNDS 
 
Employees are entitled to have their 401(k) accounts distributed to them in the event of the 
employee’s retirement or termination of employment. 
 
Generally, the 401(k) deferral, matching contribution, voluntary contribution, and rollover 
accounts are distributed two to three weeks after the appropriate paperwork has been 
completed and submitted to the Human Resource Department.  If the total of the employee’s 
vested accounts exceeds $5,000, the employee can choose to defer the distribution to a later 
date.  If the total of the employee’s vested accounts is less than $5,000 but more than $1,000, 
and the employee does not complete distribution forms, the account balance will be rolled over 
into an IRA established by the Principal Financial Group.  If the total of all of the employee’s 
accounts equals $1,000 or less, the employee will be given 30 days to return the applicable 
distribution forms to direct the distribution of his or her 401(k) accounts.  If the employee does 
not return the applicable forms within the stated time frame, the administrator will automatically 
distribute the employee’s account in cash as soon as practicable following the employee’s 
termination and the processing of the applicable distribution forms, regardless of whether or not 
the employee has consented to such distribution.  The amount paid in cash will be subject to 
taxes and early withdrawal penalties. 
  
The employee’s 401(k) account will be valued for distribution purposes as of the date the 
distribution is processed. 
 
Whenever benefits become payable to the employee or to the employee’s beneficiary, the 
method of payment will be one of the following: 
 

• A single sum in cash; 
• A series of periodic installment payments; 
• A direct rollover to an IRA or other qualified plan which accepts the rollover (in 

accordance with the rules adopted by the administrator); or 
• A combination of the above. 

 

http://www.principal.com/
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At the time of an employee’s termination or retirement, the Human Resource Department will 
provide further information regarding distribution rights and the forms to elect the method of 
benefit payment. 
 
BENEFICIARY  
 
If the employee dies prior to receiving all vested account funds, the funds will be paid to the 
designated beneficiary.  Employees may designate a beneficiary in writing on a form provided 
by the Human Resource Department or through the Principal website. 
 
Beneficiaries may be changed at any time by filing a new written designation or making a 
designation on the Principal website.  If an employee is married and does not name his or her 
spouse as beneficiary for all of the employee’s accounts in the plan, the employee’s designation 
of a non-spouse beneficiary is invalid unless the employee’s spouse consents to the beneficiary 
designation by signing the beneficiary form and having the signature witnessed by a notary 
public. 
 
If a beneficiary is not designated, or if a designation is invalid, the plan first names the 
participant’s spouse as the beneficiary, then the participant’s children, and then the participant’s 
estate. 
  
LOANS 
  
There are provisions for loans from the funds in the 401(k) plan. 
 
401(k) loans are currently available with no restrictions on the purpose for the loan. 
 
Loans may be requested at any time.  A maximum of one loan is allowed from the 401(k) 
account.  In addition, only one loan may be requested during a 12 month period even if a 
previous loan has been paid off. 
 
Upon a participant’s termination of employment, the outstanding loan balance will be due within 
31 days from the date employment ends or before his or her vested account balance in the 
401(k) plan is distributed.  If the loan balance is not paid in full within a 31 day time period, it will 
be considered in default.  After the loan is considered in default, the participant has 60 days to 
repay the loan.  If the loan balance is not paid within the 60 day time period, it will be reported to 
the IRS as a taxable distribution and the participant will receive a 1099-R the following January. 
 
No loan will be made in an amount less than $2,500.  Loans are secured by 50% of the 
borrowing participant’s account balance.  The aggregate amount of all outstanding loans to a 
participant may not exceed the lesser of 50% of the amount credited to the participant’s account 
or $50,000 (reduced to by any outstanding loan balance during the past year). 
 
Loans to participants will be on a uniform basis and any outstanding loan, if not paid when due, 
will result in a taxable distribution. 
 
Generally, two to three weeks will be allowed for processing loans.  Repayment of principal and 
interest will be made through payroll deduction.  Interest is not tax deductible.  Interest rates will 
be determined at the time of the loan according to government guidelines.  A $50 loan 
processing fee will be deducted from your 401(k) account balance and paid to the custodian, as 
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well as a $12 quarterly fee. 
 
Loans may be amortized over a period of up to five years.  If the loan is being used to purchase 
a primary residence, a longer repayment period may be considered, up to 15 years.  
Documentation of the purchase is required if the employee chooses to repay the loan over more 
than five years. 
 
Loan applications are available from the Human Resource Department.  If the participant is 
married, the participant’s spouse must sign the loan application in the presence of a notary 
public. 
 
WITHDRAWALS 
  
There are provisions in the plan for hardship withdrawals of the funds from the 401(k) accounts.  
A participant may also make 401(k) withdrawals for any reason after attaining age 59½.  
Withdrawal provisions are subject to government regulations. 
 
Participants may make in-service withdrawals of up to 100% of their 401(k) accounts if there is 
an immediate and financial hardship as defined by government regulations.  There is a limit of 
one hardship withdrawal per calendar year.  A financial hardship includes only the following: 
 

• Medical expenses of an employee, his or her spouse, or a dependent; 
• College tuition of an employee, his or her spouse or a dependent; 
• Expenses to purchase a principal residence for the employee (excluding mortgage 

payments); 
• Expenses to prevent eviction or foreclosure of an employee’s principal residence; 
• Burial or funeral expenses for an employee’s deceased parent, spouse or child; or 
• Expenses for repairing casualty damage to an employee’s principal residence. 

 
Participants are not eligible for a hardship withdrawal unless all available distributions and loans 
from the plans have been exhausted.  Hardship withdrawals are subject to 20% federal tax, 
10% early withdrawal penalty if made before age 59½, and employees may elect to withhold 
additional federal and/or state taxes. 
 
Employees should contact the Human Resource Department if interested in making an in-
service withdrawal. 
 
AMENDMENTS AND TERMINATION  
  
Although the Company intends the Chemical Employees’ 401(k) Plan to be permanent, it 
reserves the right to amend or terminate the plan at any time as to any or all eligible employees. 
 
Because this is a defined contribution plan, benefits payable upon termination of the plans are 
not insured by the Pension Benefit Guarantee Corporation (PBGC). 
 
SPECIAL “TOP-HEAVY” PROVISIONS  
  
Although the plan is not now, nor is it ever likely to become “top-heavy,” the Internal Revenue 
Service requires the Company to include certain provisions in the plan which become effective if 
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the plan becomes top-heavy.  Generally, a top-heavy plan is one in which at least 60% of the 
assets of the plan are held in the accounts of officers and shareholders.  If that occurs, certain 
minimum contributions may have to be provided.  A more detailed explanation of these 
provisions will be provided if the plan ever becomes top-heavy. 
 
ADMINISTRATION 
 
Plan Name:      Chemical Employees’ 401(k) Plan 
 
Custodian and Record Keeper:   401(k) Plan:  The Principal Financial Group 
 
Employer Whose Employees are Covered: Hydrite Chemical Co. 
       17385 Golf Parkway 
       Brookfield, WI  53045 
 
Employer Identification Number (EIN):  39-0364390 
 
Plan Number; Type; and Plan Year for Record keeping: 
 
     008; Defined Contribution; January 1 - December 31 
 
The Company also acts as the “plan administrator” and is the designated agent for 
service of legal process.  Service of process may be made upon the Company or upon 
any plan trustee. 
 
Trustees:      Michael R. Honkamp 
       James Auerbach 

Daniel Sager 
 

 
The Company reserves the right to amend or terminate any provisions of the 401(k) plan at any 
time as to any or all eligible employees. 
 
PENSION PLAN 
 
Effective January 1, 2022, the Money Purchase Pension Plan balances have been rolled into 
the Chemical Employees’ Profit Sharing Plan.  
 
EMPLOYEE RETIREMENT INCOME SECURITY ACT OF 1974 
(ERISA) 

YOUR RIGHTS UNDER ERISA 
 
Federal law requires this description. 
 
ERISA provides that: 
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As an employee covered by this welfare plan, you have certain rights through ERISA.  You also 
have certain protections through ERISA.  ERISA provides that all covered employees will be 
entitled to: 
 
RECEIVE INFORMATION ABOUT YOUR PLAN AND BENEFITS 
 
Examine, without charge, all documents governing the plan.  You may examine them at the plan 
administrator’s office.  You may also examine them at the Company’s Corporate Office.  This 
includes any insurance contracts.  It also includes the latest annual report (Form 5500 Series) 
filed by the plan with U.S. Department of Labor, if filing is required by law.  These filings are 
available at the Public Disclosure Room of the Employee Benefits Security Administration 
(EBSA). 
 
Obtain copies of documents governing the plan.  This includes insurance contracts.  It also 
includes the latest annual report (Form 5500 Series), if filing is required by law, and an updated 
summary plan description.  Written request must be made to the plan administrator.  The plan 
administrator may charge a reasonable amount for the copies. 
 
Receive a summary of the plan’s annual financial report, if filing is required by law.  If a 
summary annual report is required, the plan administrator is required by law to furnish each 
covered employee with a copy. 
 
CONTINUE GROUP HEALTH PLAN COVERAGE 
 
Continue health care coverage for yourself, spouse, or dependents if there is a loss of coverage 
under the plan as a result of a qualifying event.  You or your dependents may have to pay for 
such coverage.  Review this summary plan description and the documents governing the plan 
on the rules governing your COBRA continuation coverage rights. 
 
PRUDENT ACTIONS BY PLAN FIDUCIARIES 
 
ERISA also imposes duties on the people who are responsible for the plan.  The people who 
operate the plan are called “fiduciaries” of the plan.  They have a duty to operate the plan 
prudently and in the interest of you and other covered persons.  No one may terminate your 
employment or otherwise discriminate against you in any way to prevent you from obtaining a 
welfare benefit or exercising your rights under ERISA.  This includes your employer or any other 
person. 
 
ENFORCE YOUR RIGHTS  
 
If your claim for a welfare benefit is denied or ignored, in whole or in part, you have a right to 
know why this was done within certain time limits.  You have a right to obtain copies of 
documents relating to the decision without charge and within certain time limits.  You also have 
the right to appeal any denials within certain time limits. 
 
Under ERISA, there are steps you can take to enforce the above rights.  For instance, if 
materials such as plan documents or the latest annual report that you asked the plan to provide 
are not received within 30 days, you may request the alternate dispute resolution process 
provided by the plan or file a lawsuit in Federal court.  In such a case, the plan administrator 
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may be ordered to provide you with the materials.  The plan administrator may also be ordered 
to pay you up to $110 per day until the materials are received.  If the materials were not sent 
due to reasons beyond the plan’s control, penalties will not be imposed. 
 
If you have a claim or part of a claim for benefits that is denied or ignored, you may request the 
alternate dispute resolution process provided by the plan or file a lawsuit in state or federal 
court.  In addition, if you do not agree with the plan’s decision or lack of decision on the qualified 
status of a medical child support order, you may file a lawsuit in federal court.  If the plan’s 
fiduciaries misuse the plan’s money, or if you are discriminated against for asserting your rights, 
you may seek assistance from the U.S. Department of Labor or file a lawsuit in a Federal court.  
The court will decide who should pay filing costs and legal fees.  
  
If you are successful, the person you have sued may be ordered to pay these costs and fees.  If 
you lose, for example, or if your claim is found frivolous, you may be ordered to pay these costs 
and fees. 
 

ASSISTANCE WITH YOUR QUESTIONS 
 
If you have any questions about your plan, you should contact the plan administrator.  If you 
have any questions about this statement, you should contact the nearest office of EBSA.  If you 
have any questions about your rights under ERISA, you should contact the nearest office of 
EBSA.  If you need assistance to obtain documents from the plan administrator, you should 
contact the nearest office of EBSA.  You can contact EBSA at the U.S. Department of Labor 
number listed in your telephone directory. 
 
You can also contact them at the Division of Technical Assistance and Inquiries; Employee 
Benefits Security Administration; U.S. Department of Labor; 200 Constitution Avenue N.W.; 
Washington, D.C. 20210.  Certain publications about your rights and responsibilities under 
ERISA can be obtained by calling the publications hotline of EBSA. 
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