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HANBOOK DISCLAIMER 
This handbook was prepared to help employees find the answers to many questions that they may have regarding 

their employment with the Company. The purpose of this Handbook is to provide general guidelines about the 

Company’s policies and procedures for employees. It is a guide to assist you in becoming familiar with some of 

the privileges and obligations of your employment. This handbook describes benefits and policies designed for 

employees of General MRO Aerospace, Inc. This handbook supersedes any and all prior handbooks or guidelines, 

written or verbal. We expect each employee to read this Employee Handbook carefully as it is a valuable reference 

for understanding your job and the Company. Take the necessary time to read it and understand it.  

This handbook is intended only to outline the employment policies, procedures and benefits of General MRO 

Aerospace, Inc. This manual is not intended to be all-inclusive and should not be considered to be an employment 

contract. General MRO Aerospace, Inc. reserves the right to change employment policies, procedures, benefits 

or this manual at any time without notice. It is the responsibility of the employee to stay abreast of policy. General 

MRO Aerospace, Inc. will make every effort to notify employees of any policy changes, additions or deletions. 

Said changes will immediately become a part of this manual. 

If you have questions or need assistance reviewing this document, please contact: the Head of Human Resources 

at HR@generalmroaerospace.com 

Office hours are: 

Monday through Friday: 8:00 am to 4:30 pm. 

Our main phone number is 305-482-9903 

 

 

 

 

 

 

 

 

 

 

 

 

 



 General MRO Aerospace: Employee Handbook 

 

SECTION 1 - INTRODUCTION 

1-1. Welcome aboard! 
 

Welcome to General MRO Aerospace, Inc.! We are pleased you are joining us and we know your contributions 

will assist us in providing exceptional service and results to our customers. We are happy to have you as a member 

of our team and sincerely hope your employment with us will be a satisfying experience. For employees who are 

commencing employment with General MRO Aerospace, Inc, on behalf of the Company, let me extend a warm 

and sincere welcome. For current employees, thank you for your past and continued service.  

I extend my personal best wishes for your success and happiness here at General MRO Aerospace, Inc. We 

understand that it is our employees who provide the services that our customers rely upon, and who will enable 

us to create new opportunities in the years to come. 

As a member of the family at General MRO Aerospace, Inc.  you will want to know what you can expect from us 

and what we expect of you. This Handbook provides this information by outlining our Company's current business 

practices, policies and benefits.  

General MRO Aerospace Inc. is actively launching new customer satisfaction standards throughout the aviation 

industry, by providing a tailored approach to each customer´s needs. 

Please keep this Handbook handy as a guide and ready reference throughout your employment. If you have 

questions as you read through this Handbook, please do not hesitate to discuss them with your manager or a 

representative from the Human Resources department. 

 

Lester Kamberger, CEO 
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1-2. Our Mission 
 

General MRO Aerospace (GMA) is a globally recognized FAA 145 Repair Station that specializes in maintenance 
and repairs of hydraulic, pneumatic, electrical, fuel and electromechanical aircraft components. Since 2006, we 
have consistently set new industry standards in all aspects of our business by providing unmatched flexibility, 
tailored services, and highly competitive turnaround times. 
 
Customers and their expectations are our number one priority.  GMA exceeds them by delivering exceptional 
quality and reliability, which lowers their costs and allow serviced components to stay on wing and customers in 
the air.  As a result, we have become an industry MRO leader sought by customers and in turn have been able to 
attain, retain, and service hundreds of global customers each year. 
 
Our biggest asset our GMA family allows our organization to continue to grow in new ideas, innovation, and 
building the exceptional reputation that our company has been able to garner.  We believe our team is the true 
reason for continued successes and customer relationships that have been built over the last decade.   
 
Before landing at GMA, our employees rose through the ranks in their respective fields of expertise. Now, they 
strengthen our teams and offer our customers years of experience in component repair, ranging from Boeing, 
Airbus, and regional aircrafts.   
 
Our goal to our customers is to provide technical expertise, a quality product that’s reliable and total client 
satisfaction. We have built a brand that is respected and recognized throughout the aviation community by 
dedicating years to building lasting relationships with customers, suppliers, vendors, and community partners. 
We look forward to building and growing a lasting relationship with you, our Valued Employee! 
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1-3. Core Values 
 
General MRO Aerospace seeks to attract, identify, hire and retain the very best person for each job. 

Advancement depends solely on ability, performance and contribution to our goals, without regard to race, 

color, age, creed, sex, disability, national origin or any other status protected by federal, state or local law. 

We encourage creativity and innovation in everything we do. 

Teamwork is critical to our success. We believe, as a team, we can produce the best results. 

Financial stability is essential for our success. It allows us to invest more into our company, attract and 

retain the very best people and innovate for our customers. 

Integrity and honesty are of the outmost important. We believe in maintaining the highest ethical 

standards in everything we do. 

 

“The Core Values That We Follow” 

Creativity 

Innovation 

Teamwork 

Integrity 

Honesty 

Humility 

Work Ethic 

Respect 
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1-4. Communication 
 
General MRO Aerospace believes that suggestions for improving operations should be freely exchanged. 

We welcome new ideas that may be beneficial to our operations. Employees are encouraged to talk to 

their supervisors concerning any suggestions, concerns, questions or problems. Our "Open Door Policy" 

offer all employees the freedom to discuss anything they wish with their supervisors, and if necessary, 

with higher management. Whenever you have a problem, it can usually be resolved by following these 

steps: 

Any concerns should first be discussed with your immediate supervisor. 

If you are not satisfied after you have talked with your supervisor, you should speak to the Human 

Resources Department. 

If you still feel the need to speak to other members of management after you have spoken with your 

supervisor and the Human Resources Department, we encourage you to speak with the CEO or COO. 

 

In the event you have a concern and for personal reasons you cannot follow these steps in this procedure, 

you may go directly to the CEO or COO. 

When you inform us of a concern or a problem, we will attempt to address it as soon as possible under 

the circumstances. It is important to our Company that any situation be treated with confidence with an 

equitable resolution. 
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SECTION 2 – GOVERNING PRINCIPLES OF EMPLOYMENT 

2-1. Equal Employment Opportunity  
 
General MRO Aerospace, Inc. is an Equal Opportunity Employer that does not discriminate on the basis of actual 
or perceived race, creed, color, religion, alienage or national origin, ancestry, citizenship status, age, disability or 
handicap, sex, marital status, veteran status, sexual orientation, genetic information, arrest record, or any other 
characteristic protected by applicable federal, state or local laws. Our management team is dedicated to this 
policy with respect to recruitment, hiring, placement, promotion, transfer, training, compensation, benefits, 
employee activities and general treatment during employment.  
 

Accommodations for Individuals with Disabilities: General MRO Aerospace, Inc. will make reasonable 
accommodations, as required by law, for the known physical or mental disabilities of an otherwise qualified 
applicant or employee, unless doing so would impose an undue hardship upon the Company’s business 
operations. An accommodation is not reasonable if, even with the accommodation, the employee is unable to 
perform essential job duties in a manner that would not endanger the employee's health or safety of the 
employee or others.  
  
Any applicant or employee who believes they require an accommodation in order to perform the essential 
functions of the job should contact the Head of Human Resources to request such an accommodation. Employees 
should specify what accommodation they need to perform the job and submit supporting medical documentation 
explaining the underlying physical or mental disability and the basis for the requested accommodation. General 
MRO Aerospace, Inc. then will review and analyze the request, including engaging in an interactive process with 
the employee or applicant, to identify if such an accommodation can be made. General MRO Aerospace, Inc. will 
evaluate requested accommodations, and as appropriate identify other possible accommodations, if any. The 
employee will be notified of the Company’s decision regarding the request within a reasonable period. General 
MRO Aerospace, Inc. treats all medical information submitted as part of the accommodation process in a 
confidential manner.  
 
General MRO Aerospace, Inc. will endeavor to accommodate the sincere religious beliefs of its employees to the 
extent such accommodation does not pose an undue hardship on the Company operations. If employees wish to 
request such an accommodation, they should contact the Head of Human Resources.  
 
Any employees with questions or concerns about equal employment opportunities in the workplace are 
encouraged to bring these issues to the attention of the Head of Human Resources. General MRO Aerospace, Inc. 
will not allow any form of retaliation against individuals who raise issues of equal employment opportunity. If 
employees feel they have been subjected to any such retaliation, they should contact the Head of Human 
Resources. To ensure our workplace is free of artificial barriers, violation of this policy including any improper 
retaliatory conduct will lead to discipline, up to and including discharge. All employees must cooperate with all 
investigations.  
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2-2. Anti-Harassment  
 

The Company affirms its commitment to provide a work environment free from intimidation and harassment. 

Abuse of the dignity of anyone through ethnic, racist or sexist slurs or through other derogatory or objectionable 

conduct is offensive employee behavior. If you harass another employee of the Company or applicant to the 

Company because of race, religion, creed, color, national origin, ancestry, physical or mental disability, medical 

condition, marital status, sex, age, or any other protected classification, in accordance with applicable federal, 

state, and local laws, you will be subject to disciplinary action, including discharge from the Company. Likewise, 

if you feel you have been the object of harassment or intimidation based upon the aforementioned, you are to 

advise your direct supervisor, follow the normal open-door procedure of filing a complaint or, in the event of 

sexual harassment, institute the procedure indicated below. 

Sexual harassment is a form of sex discrimination, which includes gender-based harassment of a person of the 

same sex as the harasser. It is the express policy of the Company that sexual harassment of employees or of 

applicants, by you or agents of the Company, is unacceptable and will not be tolerated. Unwelcome or unwanted 

sexual advances, requests for favors or other visual, verbal or physical conduct will be deemed sexual harassment 

when: 

(1) Submission to such conduct is explicitly or implicitly a condition of employment 

(2) Submission to or rejection of such conduct is used as the basis of employment decisions; or 

(3) Such behavior has the purpose or effect of unreasonably interfering with an individual's work performance 

or creating an intimidating, hostile or offensive work environment. 

 

Whether a particular action or incident is a purely personal, social relationship without a discriminatory 

employment effect requires a factual determination. The Company further recognizes that allegations of this type 

of discrimination may have serious effects on innocent women and men. Therefore, the Company has devised 

two procedures to process a sexual harassment complaint. First, the normal open-door complaint procedure as 

set forth under the section entitled Complaint Procedure may be utilized. Second, if the employee desires 

confidentiality, the following procedure may be requested: 

(1) Any employee who believes he or she has been the subject of sexual harassment should report the alleged 

act(s) promptly within two (2) working days to Company’s Director of Human Resource or other designee, 

giving details as related to the complaint.  It is Employee’s obligation to ask for the correct designee if one 

has not been named. 

 

(2) The Company’s Director of Human Resource or designee, upon receipt of the complaint, shall take 

immediate and appropriate steps to investigate the complaint. Confidentiality is mandatory to the 

maximum extent possible. 

 

(3) Following the investigation of the complaint, the Company’s Human Resource Manager or designee shall 

weigh the facts and determine the validity of the charge. If the complaint is determined to be valid, the 

offender(s) shall face immediate and appropriate disciplinary action based upon the severity of the 

charge. This may include written warning and/or suspension, and/or discharge. If the offender is a 
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supervisor, he/she may be demoted. If the complaint is found invalid, the complaining party may request 

Step 2 of the normal complaint procedure. 

 

 

Complaint Procedure 

 

The Company subscribes to an open-door policy. You may bring a particular complaint to your direct supervisor 

for resolution. When matters cannot be handled on an informal basis, the Company has established a formal 

procedure for a fair review of any work-related controversy, dispute or misunderstanding. A complaint may be 

brought by one or more employees concerning any work-related problem where the complaint has not been 

satisfactorily resolved in an informal manner. 

 

Step 1 - The complaint must be submitted in writing to the Company’s Head of Human Resource within three 

(3) working days of the incident. A written request for a meeting must be submitted simultaneously to the 

same person. Generally, a meeting will be held within three (3) working days of the employee's request, 

depending upon scheduling availability. Witnesses will be allowed as necessary. If the problem is not resolved 

during this meeting, the Head of Human Resource will give the employee a written resolution within three (3) 

working days. If the employee is not satisfied, the employee may proceed to Step 2. 

 

Step 2 - If the employee is not satisfied after Step 1, the employee may submit a written request for review 

of the complaint and Step 1 resolution to CEO. Such a request must be made within three (3) working days 

following the receipt of the Step 1 resolution. CEO will review the complaint and proposed resolution and 

may call a further meeting to explore the problem. CEO will render the final decision within ten (10) working 

days after receiving the Step 2 request, assuming scheduling availability. The decision will be given to the 

employee in writing. 

 

If CEO is not available, the employee may proceed to Step 2 with COO. 

 

Corrective Action 

 

A high level of job performance is expected from you. In the event that your job performance does not meet the 

standards established for your position, you should seek assistance from your direct supervisor to achieve an 

acceptable level of performance. If you violate established Company procedures, guidelines, or exhibit behavior 

that violates commonly accepted standards of honesty and integrity or creates an appearance of impropriety, the 

Company may elect to administer disciplinary action. If you fail to respond to such action or fail to make positive 

efforts toward improvement, corrective action may ensue, including termination of employment. 

 

It is the policy of the Company to regard discipline as an instrument for developing total job performance rather 

than as punishment. Corrective action is one tool the Company may select to enhance job performance. The 

Company is not required to take any corrective action before making an adverse employment decision, including 

termination of employment. Corrective action may be in the form of a verbal warning, written warning, or 

suspension without pay. The Company reserves the prerogative to discipline, and retains the sole discretion to 

do so in the manner and form it sees fit. 
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2-3. Drug-Free and Alcohol-Free Workplace  
  
To help ensure a safe, healthy and productive work environment for our employees and others, to protect 
General MRO Aerospace, Inc. property, and to ensure efficient operations, General MRO Aerospace has adopted 
a policy of maintaining a workplace free of drugs and alcohol. This policy applies to all employees and other 
individuals who perform work for General MRO Aerospace, Inc. General MRO Aerospace follows Federal Aviation 
Administration drug program. All safety sensitive employees will follow all regulatory requirements regarding 
substance testing. All new employees (safety and non-safety) will be subjected to drug testing to be eligible for 
employment.  
 
The unlawful or unauthorized use, abuse, solicitation, theft, possession, transfer, purchase, sale or distribution of 
controlled substances, drug paraphernalia or alcohol by an individual anywhere on General MRO Aerospace 
premises, while on General MRO Aerospace business (whether or not on General MRO Aerospace premises) or 
while representing General MRO Aerospace is strictly prohibited. Employees and other individuals who work for 
General MRO Aerospace, Inc. also are prohibited from reporting to work or working while they are using or under 
the influence of alcohol or any controlled substances, which may impact the employee's ability to perform their 
job or otherwise pose safety concerns, except when the use is pursuant to a licensed medical practitioner's 
instructions and the licensed medical practitioner authorized the employee or individual to report to work. 
However, this does not extend any right to report to work under the influence of medical marijuana or to use 
medical marijuana as a defense to a positive drug test, to the extent the employee is subject to any drug testing 
requirement, to the extent permitted by and in accordance with applicable law. This restriction does not apply to 
responsible drinking of alcohol at business meetings and related social outings.  
 
Violation of this policy will result in disciplinary action, up to and including discharge.  
 
General MRO Aerospace maintains a policy of non-discrimination and will endeavor to make reasonable 

accommodations to assist individuals recovering from substance and alcohol dependencies, and those who have 

a medical history which reflects treatment for substance abuse conditions. However, employees may not request 

an accommodation to avoid discipline for a policy violation. We encourage employees to seek assistance before 

their substance abuse or alcohol misuse renders them unable to perform the essential functions of their jobs, or 

jeopardizes the health and safety of any Company employee, including themselves. 

2-4. Workplace Safety  
 

General MRO Aerospace is strongly committed to providing a safe workplace. The purpose of this policy is to 

minimize the risk of personal injury to employees and damage to the Company and personal property. 

General MRO Aerospace does not expect employees to become experts in psychology or to physically subdue a 

threatening or violent individual. Indeed, the Company, specifically discourages employees from engaging in any 

physical confrontation with a violent or potentially violent individual. However, General MRO Aerospace does 

expect and encourage employees to exercise reasonable judgment in identifying potentially dangerous 

situations.  

Safety practices that you are expected to follow include, but are not limited to, the following:  
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• In case of sickness or injury, no matter how slight, report at once to any supervisor or human resources.  

• In no case should an employee treat his own or another employee's injuries nor remove foreign 
particles from the eye or any body part.  

• Report any unsafe condition to a supervisor at once. Do not wait for someone else to do it. Safety 
suggestions are always welcome. Give them to a supervisor in writing.  

• It is an unsafe practice to perform a job where there exists a physical or mental problem, incapacity or 
stress. If any employee believes himself/herself or another to be suffering from such a condition, the 
supervisor must be informed immediately so that no unsafe condition may result.  

• Horseplay, throwing things, scuffling, and fooling around are very dangerous and will not be tolerated.  

• Follow the Substance Abuse and Alcohol-Free Workplace Policy.  

• Do not attempt to lift or push objects, which may be too heavy for you - ask for HELP when you need 
it. Learn to lift the RIGHT way to avoid strains; bend your knees; keep your body  
 

Experts in the mental health profession state that prior to engaging in acts of violence, troubled individuals often 

exhibit one or more of the following behaviors or signs: over-resentment, anger and hostility; extreme agitation; 

making ominous threats such as bad things will happen to a particular person, or a catastrophic event will occur; 

sudden and significant decline in work performance; irresponsible, irrational, intimidating, aggressive or 

otherwise inappropriate behavior; reacting to questions with an antagonistic or overtly negative attitude; 

discussing weapons and their use, and/or brandishing weapons in the workplace; overreacting or reacting harshly 

to changes in the Company policies and procedures; personality conflicts with co-workers; obsession or 

preoccupation with a co-worker or supervisor; attempts to sabotage the work or equipment of a co- worker; 

blaming others for mistakes and circumstances; or demonstrating a propensity to behave and react irrationally.  

Prohibited Conduct  
 
Threats, threatening language or any other acts of aggression or violence made toward or by any General MRO 
Aerospace Inc. employee WILL NOT BE TOLERATED. For purposes of this policy, a threat includes any verbal or 
physical harassment or abuse, any attempt at intimidating or instilling fear in others, menacing gestures, flashing 
of weapons, stalking or any other hostile, aggressive, injurious or destructive action undertaken for the purpose 
of domination or intimidation. To the extent permitted by law, employees and visitors are prohibited from 
carrying weapons onto the Company’s premises.  
 
Procedures for Reporting a Threat  
 
All potentially dangerous situations, including threats by co-workers, should be reported immediately to any 
member of management with whom the employee feels comfortable. Reports of threats may be maintained 
confidential to the extent maintaining confidentiality does not impede the Company’s ability to investigate and 
respond to the complaints. All threats will be promptly investigated. All employees must cooperate with all 
investigations. No employee will be subjected to retaliation, intimidation or disciplinary action as a result of 
reporting a threat in good faith under this policy.  
 
If General MRO Aerospace Inc. determines, after an appropriate good faith investigation, that someone has 
violated this policy, General MRO Aerospace will take swift and appropriate corrective action. 
 
If the employee is the recipient of a threat made by an outside party, that employee should follow the steps 
detailed in this section. It is important for General MRO Aerospace to be aware of any potential danger in its 
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offices. Indeed, the Company, wants to take effective measures to protect everyone from the threat of a violent 
act by employees or by anyone else.  
 

 2-5. Reasonable Accommodation  
  
The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act, known as the 
ADAAA, are federal laws that prohibit employers with 15 or more employees from discriminating against 
applicants and individuals with disabilities and that when needed, 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.  
 
General MRO Aerospace, Inc. is committed to providing equal employment opportunities to otherwise qualified 
individuals with disabilities, which may include providing a reasonable accommodation where appropriate. In 
general, it is your responsibility to notify your supervisor of the need for an accommodation. Upon doing so, your 
supervisor may ask you for your input or the type of accommodation you believe may be necessary, or the 
functional limitations caused by your disability. Also, when appropriate, we may need your permission to obtain 
additional information from your physician or other medical or rehabilitation professionals.  
 
It is our 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 our 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.  
 
We 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 these individuals or others in the workplace and the 
threat cannot be eliminated by reasonable accommodation and/or if the accommodation creates an undue 
hardship to the companies. Contact the Human Resource Department with any questions or requests for 
accommodation.  
 
General MRO Aerospace will determine the feasibility of the requested accommodation by considering various 
factors including, but not limited to, the nature and cost of the accommodation, the availability of tax credits and 
deductions, outside funding, the Company's overall financial resources and organization as well as the 
accommodation's impact on the operation of the Company. This includes its impact on the ability of the other 
employees to perform their duties and on the Company's ability to conduct business.  
 
The ADA does not require the Company to make the best possible accommodation, to reallocate essential job 
functions or to provide personal use items (i.e., eyeglasses, hearing aids, wheelchairs, etc.).  
 

2-6. Immigration Law Compliance  
 
General MRO Aerospace, Inc. is committed to employing individuals who are authorized to work in the United 
States and to complying with the Immigration Reform and Control Act of 1986. As a condition of employment, 
new employees must properly complete, sign, and date the first section of the United States Citizenship and 
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Immigration Services Form (I-9), no later than the date of hire, which is the time when employment begins. In 
order to complete this form all new hires employees will be required to bring documentation that supports their 
eligibility to work in the United States as well as proof of identification. Each individual employed by the Company 
will be required to produce, within three (3) days, proof of his/her identity and eligibility to work in the United 
States. The information provided by the employee must be valid and authentic. If at any time during an 
employee's employment, it is discovered that any document used was invalid or not authentic, the employee will 
be terminated.  
 
If an employee is authorized to work in this country for a limited time period, the individual will be required to 
submit proof of renewed employment eligibility prior to expiration of that period to remain employed by the 
company.  
 

2-7. Zero Tolerance of Bullying in the Workplace 
 

General MRO Aerospace defines bullying as "repeated inappropriate behavior, either direct or indirect, 

whether verbal, physical or otherwise, conducted by one or more persons against another or others, at 

the place of work and/or in the course of employment." Such behavior is unacceptable and will not be 

tolerated. 

The purpose of this policy is to communicate to all employees, including supervisors, managers and 

executives, that General MRO Aerospace, Inc. will not tolerate bullying behavior. Employees found in 

violation of this policy will be disciplined up to and including termination. 

Bullying may be intentional or unintentional. However, it must be noted that where an allegation of 

bullying is made, the intention of the alleged bully is irrelevant and will not be given consideration when 

meting out discipline. As in sexual harassment, it is the effect of the behavior upon the individual that is 

important. General MRO Aerospace considers the following types of behavior examples of bullying: 

 

• Verbal bullying: Slandering, ridiculing or maligning a person or his/her family; persistent name 

calling that is hurtful, insulting or humiliating; using a person as the butt of jokes; abusive and 

offensive remarks. 

• Physical bullying: Pushing, shoving, kicking, poking, tripping, assault or threat of physical assault; 

damage to a person's work area or property. 

• Gesture bullying: Non-verbal threatening gestures or glances that convey threatening messages. 

• Exclusion: Socially or physically excluding or disregarding a person in work-related activities. 

Employees that violate this policy may be subject to disciplinary action, up to and including termination 

of employment. 

Workplace Violence 

General MRO Aerospace is committed to providing a safe, violence-free workplace for our employees. Due 

to this commitment, we discourage employees from engaging in any physical confrontation with a violent 

or potentially violent individual or from behaving in a threatening or violent manner. Threats, threatening 
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language, or any other acts of aggression or violence made toward or by any employee will not be 

tolerated. A threat may include any verbal or physical harassment or abuse, attempts to intimidate 

others, menacing gestures, stalking, or any other hostile, aggressive, and/or destructive actions taken for 

the purposes of intimidation. This policy covers any violent or potentially violent behavior that occurs in 

the workplace or at company-sponsored functions. 

employees bear the responsibility of keeping our work environment free from violence or potential 

violence. Any employee who witnesses or is the recipient of violent behavior should promptly inform 

their supervisor, manager, or the Human Resources Department. All threats will be promptly investigated. 

No employee will be subject to retaliation, intimidation, or discipline as a result of reporting a threat in 

good faith under this guideline. 

Any individual engaging in violence against the company, its employees, or its property will be prosecuted 

to the full extent of the law. All acts will be investigated, and the appropriate action will be taken. Any such 

act or threatening behavior may result in disciplinary action up to and including termination. 

The Company prohibits the possession of weapons on its property at all times, including our parking lots 

or company vehicles. Additionally, while on duty, employees may not carry a weapon of any type. 

Weapons include, but are not limited to, handguns, rifles, automatic weapons, and knives that can be 

used as weapons (excluding pocketknives, utility knives, and other instruments that are used to open 

packages, cut string, and for other miscellaneous tasks), martial arts paraphernalia, stun guns, and tear 

gas. Any employee violating this policy is subject to discipline up to and including dismissal for the first 

offense. 

The Company reserves the right to inspect all belongings of employees on its premises, including 

briefcases, purses and handbags, gym bags, and personal vehicles on company property.
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SECTION 3 – OPERATIONAL POLICIES 

3-1. Employee Classifications 
 

We use employment classifications to explain your relationship with the Company and your eligibility for 

benefits. State and/or federal law define some of these classifications, such as exempt employee, and 

non-exempt employee. The classifications include: 

Full-Time Employees - Employees who regularly work at least 30+ hours per week who were not hired 

on a short-term basis. 

Part-Time Employees - Employees who regularly work fewer than 30+ hours per week who were not 

hired on a short-term basis. 

Seasonal Employees - Employees who were hired for a specific short-term project, or on a short- term 

freelance, per diem or temporary basis. Seasonal employees generally are not eligible for General MRO 

Aerospace, Inc. benefits, but are eligible to receive statutory benefits. 

In addition to the above classifications, employees are categorized as either "exempt" or "non-exempt" for 

purposes of federal and state wage and hour laws. Employees classified as exempt do not receive 

overtime pay; they generally receive the same weekly salary regardless of hours worked. Such salary 

may be paid less frequently than weekly. The employee will be informed of these classifications upon 

hire and informed of any subsequent changes to the classifications. 

If you have any questions as to what categories you fall into, please direct them to the Human Resources 

Department. 

3-2. Introductory Period 

 

The first ninety (90) days of employment will be considered an introductory period. This is an 

opportunity for the Company to evaluate your performance and for you to decide whether you are 

happy being employed by the Company. The Company may extend the introductory period if it desires. 

The Company reserves the right to terminate your employment at any time during this period. 

Employees will be entitled to certain benefits during this period based on their role within the 

organization. Please be advised you do not become a regular employee until you have successfully 

completed your first introductory period to ensure your performance meets the company's 

expectations and have a clear understanding of what your role(s) is within your department. Background 

checks can be performed. Successful completion of the introductory period does not affect your "at-

will" relationship with the Company, as described below. 

There will be an introductory period each time you are promoted or experience a role change to another 

role. The date of any promotion or change of role will, at the discretion of Senior Management, be 

substituted as your new date when performance evaluations are conducted. 
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Take the initiative to review and understand policies and instructions. You are required to deliver quality 

services to our patients and health care providers. Most importantly, conduct yourself in a professional 

manner that exemplifies the values of the Company. 

3-3. Your Employment Records 

 

General MRO Aerospace maintains a personnel file on each employee. The personnel file includes such 

information as the employee's name, social security number, date of birth, and address. The file also 

contains job application, resume, records of training and certification, and documentation or related to 

disciplinary actions. Along with the personnel file, the Company maintains benefit records containing 

insurance enrollments, medical leave information, and employee's dependents information like their 

dates of birth and in most cases their social security numbers, and other employment records. 

General MRO Aerospace is also required to maintain other employment records such as records related 

to the employee's national origin and immigration status. These records are kept by the Human 

Resources Department and are under a locked key with limited access. Only direct supervisors will have 

access to the personnel file containing resume, job performance evaluations, and any other types of 

records related to employment. 

In addition to these records, the Company submits electronic data to their payroll or benefit providers. 

This data also contains confidential information. Both the payroll provider and insurance companies 

have confidentiality policies to protect the employee's records. 

will notify all employees, within thirty (30) days, in the case that the management discovers a breach or 

suspects of a breach of such personal information. 

All requests from outside the Company for information about past or present employment should be 

referred to the Human Resources Department. The following information will be verified: 

 

• Dates of Employment 

• Rate(s) of pay 

• Job Title(s) 
 

Other information may be released, but only after obtaining the written consent of the employee or 

former employee involved. Representatives of government or law enforcement agencies, in the course 

of their duties, may be allowed access to file information. 

Employees should keep their personnel file up to date by informing the Head of Human Resources 

and/or the employee's supervisor of any changes. Employees also should inform the Head of Human 

Resources and/or the employee's supervisor of any specialized training or skills they acquire, as well as 

any changes to any required visas. Unreported changes of address, marital status, etc. can affect 

withholding tax and benefit coverage. Further, an "out of date" emergency contact or an inability to 

reach employees in a crisis could cause a severe health or safety risk or other significant problem. 
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3-4. Working Hours and Schedule 

 

Time worked is all the time actually spent performing assigned duties. The Company's standard full- time 

work week is defined as forty (40) hours, five (5)-day work week which begins on Sunday at 12:00 a.m. 

and ends on Saturday at 11:59 p.m. Standard work weeks are Monday to Friday from 7:00 am to 5:30 

pm. There are a variety of other work schedules that are necessary for different work groups based on 

business needs at some point may need to change individual work schedules on either a short-term or 

long-term basis. Employees will be notified by their immediate supervisor of their work schedule. 

 

3-5. Meals and Breaks 

Breakfast Break 

Schedule Break 

One 

9:00am to 9:15am 

Break Two 10:00am to 10:15am 

Lunch break Schedule 

Break One 12:00pm to 12:40pm 

Break Two 12:40pm to 1:20pm 

 

All full-time employees have one (1) paid Breakfast break of (15) Minutes and meal period break of (30) 

thirty minutes unpaid for each workday. GMA pays for the additional (10) Minutes of the meal period. 

Employees will be relieved of all active responsibilities and are highly encouraged to take their scheduled 

meal break. The unpaid one (1) hour meal break will be automatically deducted daily from their time 

sheet; however, employees are required to notify their supervisor of any exception to the automatic 

deduction such as when you did not take a meal break, or the length of the meal break was less or more 

than the allotted one (1) hour. Employees are free to leave the Company's premises during meal periods. 

If you leave the premises, you must clock out via the record keeping system. Rest and meal periods do 

not accumulate nor do any rights accrue for overtime if rest and meal periods are not taken. 

Taking meal periods in an employee's regular work area is not allowed; when eating during break or meal 

period, please make sure to eat in the lunch room designated areas. Employees should not be eating at 

their desks or in their work area. 

General MRO Aerospace, Inc. will comply with any state law regarding breaks and meal periods. 

 

3-6. Timekeeping Procedures 
 
Accurately recording time worked is the responsibility of every employee. Federal and state laws require 
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the Company to keep an accurate record of time worked in order to calculate employee pay and benefits. 

Time worked is all the time actually spent performing assigned duties. Non-exempt employees must 

accurately record when they start and end their work. Non-exempt employees should never work 

without registering their time. 

Employees must record their actual time worked for payroll and benefit purposes. Non-exempt 

employees must record the time work begins and ends, as well as the beginning and ending time of any 

departure from work for any non-work-related reason, on forms as prescribed by management. 

 

Since employee's time records are vital for payroll purposes, employees must inform management if they 

fail or otherwise forget to clock in or out before or after any working time and complete an "Adjustment 

Time Sheet". Any errors in the time record should be reported immediately to a supervisor, who will 

attempt to correct legitimate errors. 

Altering, falsifying or tampering with time records is prohibited and subjects the employee to discipline, 

up to and including discharge. 

Exempt employees are required to record their daily work attendance and report full days of absence 

from work for reasons such as leaves of absence, sick leave or personal business. 

Non-exempt employees may not start work until their scheduled starting time. 

It is the employee's responsibility to sign time records to certify the accuracy of all time recorded. 

 

3-7. Overtime 

 

Like most successful companies, General MRO Aerospace experiences periods of extremely high activity. 

During these busy periods, additional work is required from all of us. Supervisors are responsible for 

monitoring business activity and requesting overtime work if it is necessary. Effort will be made to provide 

employees with adequate advance notice in such situations. 

Any non-exempt employee who works overtime will be compensated at the rate of one and one-half 

times (1.5) their normal hourly wage for all time worked in excess of 40 hours each week, unless 

otherwise required by law. 

All overtime work by a non-exempt employee must be authorized in advance by the employee's 

supervisor. Your supervisor will attempt to provide you with reasonable notice when the need for 

overtime work arises. Please remember, however, that advance notice may not always be possible. 

For purposes of calculating overtime for non-exempt employees, the workweek begins at 12 a.m. on 

Monday and ends 168 hours later at 12 a.m. on the following Monday. 
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3-8. Safe Harbor Policy for Exempt Employees 
 
 
It is the Company’s policy and practice to accurately compensate employees and to do so in compliance 

with all applicable state and federal laws. To ensure proper payment and that no improper deductions 

are made, employees must review pay stubs promptly to identify and report all errors. 

Those classified as exempt salaried employees will receive a salary which is intended to compensate 

them for all hours they may work for General MRO Aerospace, Inc. This salary will be established at the 

time of hire or classification as an exempt employee. While it may be subject to review and modification 

from time to time, such as during salary review times, the salary will be a predetermined amount that 

will not be subject to deductions for variations in the quantity or quality of the work performed. 

Under federal and state law, salary is subject to certain deductions. For example, unless state law 

requires otherwise, salary can be reduced for the following reasons: 

 

• full-day absences for personal reasons 

• full-day absences for sickness or disability if the deduction is made in accordance with a bona fide 

plan, policy or practice of providing wage replacement benefits for such absences (deductions 

also may be made for the exempt employee's full-day absences due to sickness or disability 

before the employee has qualified for the plan, policy or practice or after the employee has 

exhausted the leave allowance under the plan); 

• full-day disciplinary suspensions for infractions of our written policies and procedures; 

Family and Medical Leave Act absences (either full- or partial-day absences); 

• to offset amounts received as payment from the court for jury and witness fees or from the military 

as military pay; 

• the first or last week of employment in the event the employee works less than a full week; and 

• any full work week in which the employee does not perform any work. 
 

Salary may also be reduced for certain types of deductions such as a portion of health, dental or life 

insurance premiums; state, federal or local taxes; social security; or voluntary contributions to a 401(k) 

or pension plan. 

In any work week in which the employee performed any work, salary will not be reduced for any of the 

following reasons: 

 

• partial day absences for personal reasons, sickness or disability 

• an absence because General MRO Aerospace, Inc. has decided to close a facility on a scheduled 

workday 

• absences for jury duty, attendance as a witness, or military leave in any week in which the employee 

performed any work (subject to any offsets as set forth above); and 

• any other deductions prohibited by state or federal law. 
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If employees believe they have been subject to any improper deductions, they should immediately 

report the matter to a supervisor. If the supervisor is unavailable or if the employee believes it would be 

inappropriate to contact that person (or if the employee has not received a prompt and fully acceptable 

reply), they should immediately contact the Controller or any other supervisor in General MRO 

Aerospace, Inc. with whom the employee works with. 

3-9. Your Paycheck 
 
Employees will be paid by-weekly for all the time worked during the past pay period. 

Payroll stubs itemize deductions made from gross earnings. By law, General MRO Aerospace is required 

to make deductions for Social Security, federal income tax and any other appropriate taxes. These 

required deductions also may include any court-ordered garnishments. Payroll stubs also will 

differentiate between regular pay received and overtime pay received. 

If there is an error in any employee's pay, the employee should bring the matter to the attention of the 

Controller immediately so that General MRO Aerospace can resolve the matter quickly. 

Paychecks will be given only to the employee, unless the employee requests that they be mailed or 

authorizes in writing that another person may accept the check. 
 

Paycheck Deductions 

All required deductions (such as federal, state and local taxes) and all authorized voluntary deductions 

(such as health insurance contributions) will be withheld automatically from your paycheck. If 

applicable, deductions for 401(k) will be taken proportionately from each semi-monthly paycheck. 

It is the Company's policy to comply with the salary basis requirements of the Fair Labor Standards Act 

("FLSA" and applicable state laws). Therefore, all Company managers are prohibited from making any 

improper deductions from the salaries of exempt employees. Any deductions that violate the FLSA or 

applicable state laws are also prohibited. 

 

3-10. Direct Deposit 

 

Employees may elect to participate in the direct deposit program and have their earnings deposited 

directly to their checking and/or savings account. Please contact the Human Resources Department for 

additional information. 

 

3-11. Salary Advances 
 

General MRO Aerospace, Inc. does not permit advances on paychecks or against accrued paid time off. 
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3-12.  Performance Evaluations 
 

It is important to evaluate your performance throughout the course of your employment. The first 

evaluation will take place after your introductory period. Thereafter, evaluations will be done annually. 

During your evaluation, your supervisor will discuss your past performance and provide guidance on 

goals or areas that need improvement. 

 

Depending on the employee's position and classification, the Company endeavors to review 

performance annually. However, a positive performance evaluation does not guarantee an increase in 

salary, a promotion or continued employment. Compensation increases and the terms and conditions 

of employment, including job assignments, transfers, promotions, and demotions, are determined by 

and at the discretion of management. 

In addition to these formal performance evaluations, General MRO Aerospace encourages employees 

and supervisors to discuss job performance on a frequent and ongoing basis. 

 

3-13.  General Records 
 

General MRO Aerospace maintains a Records Retention Policy for the purpose of having standardized 

and orderly procedures for retaining and disposing of Company records, which comply with all legal and 

fiscal requirements as well as the business needs of the Company and its employees. 

The Company's policy is designed to meet the following minimum requirements: 

 

• All records are retained for at least the minimum period as required by applicable state or federal 

law or regulation. 

• All records that may substantially affect the obligations of the Company are retained for a period 

of time that will reasonably assure the availability of those records when needed. 

• Adequate records are developed and maintained to document the Company's compliance with all 

relevant laws. 

• As will be directed by the Company's Legal Department, destruction procedures will stop 

immediately in relation to actual or expected legal actions so as to prevent the destruction of 

• records that might be relevant to those legal proceedings. The privacy and security of records is 

appropriately assured. 

• Records maintained on magnetic tape and other electronic data, including emails, are covered by 

this policy. 

 
The Company shall maintain a log of certain reports or complaints submitted pursuant to this policy, 

tracking their receipt, investigation and resolution. All written or email complaints or reports, along with 

the General Counsel's log and any written results of any investigations, shall be retained by the Company 

according to its document retention policy. 

 



 

 

25 

General MRO Aerospace: Employee Handbook 

3-14. Job Postings 
 

General MRO Aerospace, Inc. posts available hiring positions allowing current employees to apply for the 

position. All applicants must meet education and/or experience requirements for consideration. All positions 

for hire will be posted in our internal TV communication system.  

 

3-15.  Workplace Video Monitoring 
 

Monitoring the facilities through video cameras or other devices may be conducted by the Company, to the 

extent allowed by law, to ensure employee safety and security, quality and inventory control, as well as 

customer satisfaction. 

Employees can request access to information gathered through workplace video monitoring that may 

impact employment decisions. Access will be granted unless there is a legitimate business reason to 

protect confidentiality or an ongoing investigation. 

Because the Company is sensitive to the legitimate privacy rights of employees, every effort will be made 

to guarantee that workplace video monitoring is done in an ethical and respectful manner. 

 

3-16. Ethics Statement 
 

It is the policy of the Company to promote teamwork, cooperation and a productive work environment among 

employees.  In support of this policy, we ask that all employees treat co-workers, supervisors, subordinates, 

customers and visitors with respect, honesty and cooperation.  General MRO Aerospace, Inc. encourages 

associates to use its open-door policy, described above. 

 

 

 

 

 

 

 

 



 

 

26 

General MRO Aerospace: Employee Handbook 

SECTION 4 - BENEFITS 

4-1. Benefits Overview/Disclaimer 

 

In addition to good working conditions and competitive pay, it is the Company’s policy to provide a 

combination of supplemental benefits to all eligible employees. In keeping with this goal, each benefit 

program has been carefully devised. These benefits include time-off benefits, such as vacations and 

holidays, and insurance and other plan benefits. We are constantly studying and evaluating our benefits 

programs and policies to better meet present and future requirements. These policies have been 

developed over the years and continue to be refined to keep up with changing times and needs. 

The next few pages contain a brief outline of the benefits programs General MRO Aerospace, Inc. 

provides employees and their families. Of course, the information presented here is intended to serve 

only as guidelines. 

The descriptions of the insurance and other plan benefits merely highlight certain aspects of the 

applicable plans for general information only. The details of those plans are spelled out in the official plan 

documents, which are available for review upon request from the Head of Human Resources. 

Additionally, the provisions of the plans, including eligibility and benefits provisions, are summarized in 

the summary plan descriptions ("SPDs") for the plans (which may be revised from time to time). In the 

determination of benefits and all other matters under each plan, the terms of the official plan 

documents shall govern over the language of any descriptions of the plans, including the SPDs and this 

handbook. 

Further, General MRO Aerospace (including the officers and administrators who are responsible for 

administering the plans) retains full discretionary authority to interpret the terms of the plans, as well as 

full discretionary authority with regard to administrative matters arising in connection with the plans 

and all issues concerning benefit terms, eligibility and entitlement. 

While General MRO Aerospace intends to maintain these employee benefits, it reserves the absolute 

right to modify, amend or terminate these benefits at any time and for any reason. 

If employees have any questions regarding benefits, they should contact the Head of Human Resources. 
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4-2. Holiday Pay 

 

The Company will grant paid holiday time off to all eligible full-time employees. Full-time employees will 

enjoy seven (7) paid holidays annually. The actual holiday schedule is published annually and may be 

adjusted by senior management based on business needs. General MRO Aerospace provides the 

following seven (7) paid holidays: 

 

Holiday Date 

New Year's Day January 1st 

Memorial Day Last Monday in May 

Good Friday Date will be posted 

Independence Day July 4th 

Labor Day 1st Monday in September 

Thanksgiving Day 4th Thursday in November 

Christmas Day December 25th 

 

When a holiday falls on a non-workday, (i.e., Saturday or Sunday) the holiday will usually be observed 

on Monday (if the holiday falls on Sunday) or Friday (if the holiday falls on Saturday). 

If a holiday falls within an eligible employee's approved PTO or vacation period, the eligible employee will be 

paid for the holiday (at the regular straight-time rate) instead of PTO or vacation day. 

If a holiday falls within a jury duty or bereavement leave, the eligible employee will be paid for the holiday 

(at the regular straight-time rate) instead of the leave day. 

Religious Holidays 

In accordance with Equal Employment Opportunity Commission regulations, the Company will make 

every reasonable effort to accommodate the religious needs of employees not met by regularly 

scheduled Company holidays. These days may be taken as PTO days as with the time off, arrangements 

should be made with your supervisor and reported to the Human Resources Department. 

4-3. Paid Time Off (PTO) 
 

General MRO Aerospace, Inc recognizes that employees have diverse needs for time off from work and, as such, 

General MRO Aerospace, Inc has established this paid time off (PTO) policy. Employees are accountable and 

responsible for managing their own PTO to allow for adequate reserves if there is a need to cover illness, 

disability, appointments, emergencies, or other situations that require time off from work. 

PTO is available after ninety (90) days. Newly hired employees may begin using the time after ninety (90) days 

of employment with the Company. PTO is accrued as a lump sum of 3 days and is earned as a lump sum on 

employee’s hire date anniversary. Employees cannot carry over unused PTO from one year to the next. 
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Employees will receive their PTO allowance according to the position into which they are hired.  

 

Employee Level Annual PTO Days/Hours 

All GMA Employees 3 days 

 

Accrual 

PTO accrues when the employee is being paid by the Company (i.e., actually working, using PT holidays). 

PTO is not accrued when the employee is in an unpaid status. PTO is paid at the employee's current base 

rate for the number of hours not present at work or based on eight (8) ho work day and/or forty (40) 

hours {five (5) days per week} work week. It does not include overtime or other special forms of 

compensation such as incentives, commissions, bonuses, or shift differentials. 

Scheduling Time Off 

The Company understands that personal convenience is a factor when selecting PTO days. Whenever 

possible the Company will honor an employee's request but asks that the employee provide as much 

advance notice as possible or at minimum two (2) weeks. 

PTO Scheduling Conflicts 

The Company may receive more employee PTO requests than it can accommodate. The Company may not 

be able to approve all employees' PTO request, therefore when providing PTO approvals care 

consideration will be taken into account. The Company reserves the right to approve or deny request for 

PTO and schedule modifications, at their discretion, based on the needs of the business. 

Minimum PTO Increments 

The minimum amount of PTO you can take at one time depends on whether you are an exempt or non-

exempt employee. If you are a non-exempt employee, you may not take less than one (1) hour off a 

time, unless applicable law requires otherwise. If you are an exempt employee, you must take PTO 

increments of not less than one full day (8 hours), unless applicable law requires otherwise. 

Missing Work Due to Illness 

If an employee is absent for three (3) or more consecutive days due to illness or injury, a physician 

statement must be provided verifying the disability and its beginning and expected ending dates and 

verification that he or she may safely return to work. Such verification may be requested for other sick 

leave absences as well and may be required as a condition to receiving sick leave benefits. The direct 

supervisor must also be contacted on each additional day of absence. 

Advances of PTO 

You may not take time off until you have accrued PTO, except with prior approval from upper 
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management and Head of Human Resources. 

Unused PTO Upon Exit from General MRO Aerospace 

Upon voluntary resignation of employment or termination by the Company, employees will not be paid 

for unused PTO balance that has been accrued.  

 

4-4. Vacation  
 

General MRO Aerospace believes that its employees are the key to what makes a great company. Although 

work makes up a large portion of an employee’s life, we believe that a balance between work and non-

work activities is essential to maintain quality performance and a positive work atmosphere. The Company 

expects for employees to take the opportunity to be away from work to re-energize, spend time with family 

or enjoy the time off as deemed appropriate (e.g., medical appointments, personal business and other 

activities of the employee’s choice). 

To support this philosophy, the Company has designed a Vacation plan that incorporates vacation, personal 

and sick leave into one program. The Vacation policy will allow employees to take time off as needed 

without the restrictions imposed by traditional time-off policies. This approach gives employees a certain 

number of days that are put in a bucket “bank” and will allow “withdrawals” for the time requested off. 

Employees will receive their Vacation allowance according to the position into which they are hired. Full-

time employees shall accrue the following amount of Vacation yearly on the basis of their anniversary date.  

 

Annual Vacation Days/Hours Years of Employment 

5 days 1 to 2 

10 days 3 to 5 

15 days 6 to 9 

1 extra day per year (16 Days) 10 

1 extra day per year (17 Days) 11 

1 extra day per year (18 Days) 12 

1 extra day per year (19 Days) 13 

1 extra day per year (20 Days) 14 
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4-5. Lactation Breaks 

 
General MRO Aerospace, Inc. will provide a reasonable amount of break time to accommodate 

employees desiring to express breast milk for their infant child, in accordance with and to the extent 

required by applicable law. The break time, if possible, must run concurrently with rest and meal periods 

already provided. If the break time cannot run concurrently with rest and meal periods already provided, 

the break time will be unpaid, subject to applicable law. 

General MRO Aerospace, Inc. will make reasonable efforts to provide employees with the use of a room 

or location other than a toilet stall to express milk in private. This location may be the employee's private 

office, if applicable. General MRO Aerospace, Inc. may not be able to provide additional break time if 

doing so would seriously disrupt the Company's operations, subject to applicable law. Please consult the 

Head of Human Resources with questions regarding this policy. 

Employees should advise management if they need break time and an area for this purpose. Employees 

will not be discriminated against or retaliated against for exercising their rights under this policy. 

 

4-6. Workers' Compensation 

 
On-the-job injuries are covered by General MRO Aerospace, Inc.'s Workers' Compensation Insurance 

Policy, which is provided at no cost. If employees are injured on the job, no matter how slightly, they 

should report the incident immediately to their supervisor. Failure to follow General MRO Aerospace, 

Inc. procedures may affect the ability of employees to receive Workers Compensation benefits. 

This is solely a monetary benefit and not a leave of absence entitlement. Employees who need to miss 

work due to a workplace injury must also request a formal leave of absence. See the Leave of Absence 

sections of this handbook for more information. 

4-7. Jury Duty 

 

General MRO Aerospace realizes that it is the obligation of all U.S. citizens to serve on a jury when 

summoned to do so. All employees will be allowed time off to perform such civic service as required by 

law. Employees are expected, however, to provide proper notice of a request to perform jury duty and 

verification of their service. 

Employees also are expected to keep management informed of the expected length of jury duty service 

and to report to work for the major portion of the day if excused by the court. If the required absence 

presents a serious conflict for management, employees may be asked to try to postpone jury duty. 

Employees will be paid their full salary for any week in which time is missed due to jury duty if work is 

performed for General MRO Aerospace, Inc. during such week. 
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4-8. Bereavement Pay 

 

If there is a death in an employee's family, he/she may request paid time off for the funeral and other 

arrangements. Employees receive three (3) consecutive workdays of paid bereavement leave upon the 

death of an immediate family member (spouse, domestic partner, child, parent, or sibling). 

Other immediate family members definition will be considered in accordance with state and local laws. 

An employee should speak to his or her manager to discuss the appropriate amount of bereavement time. 

For other relatives who are not immediate or extended family members, employees may receive one 

day of paid bereavement leave. The Company, at its discretion, may grant additional bereavement leave 

or may request copies of appropriate documentation. 

 

4-9. Voting Leave 

 
Although polls are open from 7 a.m. to 7 p.m., we realize that in some instances, you may be required 

to work overtime and therefore, find these hours are not sufficient to enable you to access the polls. In 

the event employees do not have sufficient time outside of working hours to vote in a statewide 

election, if required by state law, the employee may take off enough working time to vote. Such time 

will be paid if required by state law. This time should be taken at the beginning or end of the regular 

work schedule. Where possible, supervisors should be notified at least two (2) days prior to the voting 

day. 

 

 

4-10. Retirement Plan 
 

Eligible employees are able to participate in General MRO Aerospace, Inc.'s retirement plan. Plan 

participants may make pre-tax contributions to a retirement account. 

Upon becoming eligible to participate in this plan, employees will receive an SPD describing the plan in 

greater detail. Please refer to the SPD for detailed plan information. Of course, feel free to speak to the 

Head of Human Resources if there are any further questions. 

 

4-11. Health and Optional Plans 
 

Medical Insurance 

General MRO Aerospace offers medical insurance to all full-time employees. Employees may choose 

from several plans. Details of the plans may be found in the benefit booklets. These programs are 
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administered by a major medical insurance carrier or health maintenance organization (HMO). An 

employee contribution for coverage will be deducted from the employee's salary based on their benefit 

selections. The Summary Plan Description (SPD) contains more details about these plans. For more 

details, please refer to the specific SPD that governs each of the plans. These plans are subject to change 

at the Company's discretion. Additionally, the amount that the employee may be required to contribute 

towards the premiums for any of these plans may be changed at the Company's discretion. 

 

Dental and Vision Insurance 

General MRO Aerospace offers a dental and vision plan for eligible employees. Please refer to the dental 

Summary Plan Description for an explanation of the plan benefits and limitations. 

Open Enrollment 

At the time you are hired, you are given an opportunity to elect certain benefits. If you waive 

participation in any of these programs for either yourself or your eligible dependents, you will generally 

be allowed to apply for entry into the various plans only during Open Enrollment. 

The Open Enrollment period allows employees to add to or change their benefits coverage. Applications 

for [medical, dental, and vision] may be submitted during this period. Changes, additions and other 

elections made during Open Enrollment will take effect on the effective date following the Open 

Enrollment period. Once you have made a change, you generally cannot change that selection until the 

next Open Enrollment period (except in the case of certain life events; see Special Enrollment). 

Employee Contributions 

The Company's benefit package is contributory; that is, you are responsible for the premium for your 

benefits. Your contributory cost is deducted from your paycheck. 

4-12. Benefits Continuation (COBRA) 
 

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their 

qualified beneficiaries the opportunity to continue health insurance coverage at their own expense 

under the company's health plan when a "qualifying event" would normally result in the loss of 

eligibility. Some common qualifying events are resignation, termination of employment, or death of an 

employee; a reduction in an employee's hours or leave of absence, an employee's divorce or legal 

separation, and a dependent child no longer meet eligibility requirements. 

In the event of divorce, legal separation, or a child's loss of dependent status, you must notify the Human 

Resources Department within thirty (30) days of the occurrence of the event. A notice describing 

benefits, rights, and obligations will be sent to the eligible employee when a qualifying event occurs. If 

you have any questions about COBRA coverage, contact the Human Resources Department. 
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4-12. Jury Duty Leave 

 
General MRO Aerospace, Inc realizes that it is the obligation of all U.S. citizens to serve on a jury when 

summoned to do so. All employees will be allowed time off to perform such civic service as required by law. 

Employees are expected, however, to provide proper notice of a request to perform jury duty and verification 

of their service. Employees also are expected to keep management informed of the expected length of jury 

duty service and to report to work for the major portion of the day if excused by the court. If the required 

absence presents a serious conflict for management, employees may be asked to try to postpone jury duty. 

Employees on jury duty leave will be paid for their jury duty service in accordance with state law; however, 

Employees will be paid their full salary for any week in which time is missed due to jury duty if work is 

performed for General MRO Aerospace, Inc. 

  

 

SECTION 5 – LEAVE OF ABSENCE 

5-1. Family Medical Leave Act (FMLA) 
 

General MRO Aerospace, Inc. will grant family and medical leave in accordance with the requirements of 

applicable state and federal law in effect at the time the leave is granted.  Although the federal and state laws 

sometimes have different names, the Company refers to these types of leaves collectively as “FMLA Leave.”  No 

greater or lesser leave benefits will be granted than those set forth in such state or federal laws.  In certain 

situations, the federal law requires that provisions of state law apply.  In any case, employees will be eligible for 

the most generous benefits available under applicable law. 

Please contact the Human Resources Department as soon as you become aware of the need for a FMLA Leave.  

Employees are expected to provide prompt notice to the Company of any change(s) to an employee’s return to 

work date.  Accepting other employment, continuing to work in another job, or filing for unemployment 

insurance benefits while on leave may be treated as a voluntary resignation from employment.  

a) Employee Eligibility 

To be eligible for FMLA Leave benefits, you must: (1) have worked for the Company for a total of at least 12 

months; (2) have worked at least 1,250 hours over the previous 12 months as of the start of the leave; and (3) 

work at a location where at least 50 employees are employed by the Company within 75 miles, as of the date 

the leave is requested. 

b) Reasons for Leave 

State and federal laws allow FMLA Leave for various reasons.  Because an employee’s rights and obligations may 

vary depending upon the reason for the FMLA Leave, it is important to identify the purpose or reason for the 

leave.  FMLA Leave may be used for one of the following reasons:   
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(1) the birth, adoption, or foster care of an employee's child within 12 months   

 following birth or placement of the child (“Bonding Leave”);  

(2) to care for an immediate family member (spouse, registered domestic partner, child, child of a domestic 

partner or parent with a serious health condition (“Family Care Leave”);  

(3) an employee’s inability to work because of a serious health condition (“Serious Health Condition Leave”); 

(4) a “qualifying exigency,” as defined under the FMLA, for military operations arising out of a spouse’s, 

child’s, or parent’s active duty or call to active duty as (a) a member of the military reserves or National 

Guard in support of a “contingency operation” declared by the U.S. Secretary of Defense, President or 

Congress, as required by law; or (b) a member of the Armed Forces who is on – or is called to – active 

duty in a foreign country (“Military Emergency Leave”); or 

(5) to care for a spouse, child, parent or next of kin (nearest blood relative)—who is (a) an Armed Forces 

member (including the military reserves and National Guard) undergoing medical treatment, 

recuperation, or therapy, is otherwise in an outpatient status, or is otherwise on the temporary disability 

retired list—with a serious injury or illness incurred or aggravated in the line of duty while on active duty 

that may render the individual medically unfit to perform his or her military duties; or (b) a person who, 

during the five (5) years prior to the treatment necessitating the leave, served in the active military, 

Naval, or Air Service, and who was discharged or released therefrom under conditions other than 

dishonorable (a “veteran” as defined by the Department of Veteran Affairs) and who has a serious injury 

or illness incurred or aggravated in the line of duty while on active duty that manifested itself before or 

after the member became a veteran (“Military Caregiver Leave”). 

c)  Length of Leave 

The maximum amount of FMLA Leave will be twelve (12) workweeks in any 12-month period when the leave is 

taken for: (1) Bonding Leave; (2) Family Care Leave; (3) Serious Health Condition Leave; and/or (4) Military 

Emergency Leave.  However, if both spouses (or registered domestic partners) work for the Company and are 

eligible for leave under this policy, the spouses (or registered domestic partners) will be limited to a total of 12 

workweeks off between the two of them when the leave is for Bonding Leave or to care for a parent using Family 

Care Leave.  A 12-month period begins on the date of your first use of FMLA Leave.  Successive 12-month periods 

commence on the date of your first use of such leave after the preceding 12-month period has ended.  

The maximum amount of FMLA Leave for an employee wishing to take Military Caregiver Leave will be a 

combined leave total of twenty-six (26) workweeks in a single 12-month period.  A "single 12-month period" 

begins on the date of your first use of such leave and ends 12 months after that date. 

If both spouses work for the Company and are eligible for leave under this policy, the spouses will be limited to 

a total of 26 workweeks off between the two when the leave is for Military Caregiver Leave only or is for a 

combination of Military Caregiver Leave, Military Emergency Leave, Bonding Leave and/or Family Care Leave 

taken to care for a parent. 

Intermittent Leave and Reduced Leave Schedules 

Under some circumstances, you may take FMLA Leave intermittently—which means taking leave in blocks of 

time, or by reducing your normal weekly or daily work schedule.  Leave taken intermittently may be taken in 

increments of no less than one hour.  
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To the extent required by law, some extensions to leave beyond an employee’s FMLA entitlement may be 

granted when the leave is necessitated by an employee's work-related injury/illness, a pregnancy related 

disability, or a “disability” as defined under the Americans with Disabilities Act and/or applicable state or local 

law.  Certain restrictions on these benefits may apply.  

d) Notice and Certification 

(i)   Bonding, Family Care, Serious Health Condition, and Military Caregiver Leave Requirements 

Employees are required to provide: 

1. when the need for the leave is foreseeable, 30 days advance notice or such notice as is 

both possible and practical if the leave must begin in less than 30 days (normally this 

should be the same day the employee becomes aware of the need for leave or the next 

business day); 

2. when the need for leave is not foreseeable, notice within the time prescribed by the 

Company’s normal absence reporting policy, unless unusual circumstances prevent 

compliance, in which case notice is required as soon as is otherwise possible and practical; 

3. when the leave relates to medical issues, a completed Certification of Health-Care 

Provider form within 15 calendar days (for Military Caregiver Leave, an invitational travel 

order or invitational travel authorization may be submitted in lieu of a Certification of 

Health-Care Provider form); 

4. periodic recertification (upon request); and 

5. periodic reports during the leave. 

Certification forms are available from Human Resources Manager.  At the Company’s expense, the Company 

may also require a second or third medical opinion regarding your own serious health condition.  Employees are 

expected to cooperate with the Company in obtaining additional medical opinions that the Company may 

require. 

When leave is for planned medical treatment, you must try to schedule treatment so as not to unduly disrupt 

the Company’s operation.  Please contact Human Resources Manager prior to scheduling planned medical 

treatment. 

  

(ii) Military Emergency Leave Requirements 

Employees are required to provide:   

1. as much advance notice as is reasonable and practicable under the circumstances; 

2. a copy of the covered military member's active-duty orders when the employee requests leave; and 

3. a completed Certification of Qualifying Exigency form within 15 calendar days, unless unusual 

circumstances exist to justify providing the form at a later date. 

Certification forms are available from Human Resources Manager. 
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(iii) Failure to Provide Certification and to Return from Leave 

Absent unusual circumstances, failure to comply with these notice and certification requirements may result in 

a delay or denial of the leave.  If you fail to return to work at your leave’s expiration and have not obtained an 

extension of the leave, the Company may presume that you do not plan to return to work and have voluntarily 

terminated your employment. 

e) Compensation During Leave 

Generally, FMLA Leave is unpaid.  However, you may be eligible to receive benefits through State-sponsored or 

Company-sponsored wage-replacement benefit programs.  If you are eligible to receive these benefits, you may 

also choose to supplement these benefits with the use of accrued vacation and sick leave, to the extent 

permitted by law and Company policy.  All such payments will be integrated so that you will receive no more 

than your regular compensation during this period.  If you are not eligible to receive any of these wage-

replacement benefits, the Company may require you to use accrued vacation and sick leave to cover some or 

all of the FMLA Leave.  The use of paid benefits will not extend the length of a FMLA Leave.   

 

f) Benefits During Leave 

The Company will continue making contributions for your group health benefits during your leave on the same 

terms as if you had continued to work.  This means that if you want your benefits coverage to continue during 

your leave, you must also continue to make any premium payments that you are now required to make for 

yourself or your dependents.  Employees taking Bonding Leave, Family Care Leave, Serious Health Condition 

Leave, and Military Emergency Leave will generally be provided with group health benefits for a 12-workweek 

period.  Employees taking Military Caregiver Leave may be eligible to receive group health benefits coverage for 

up to a maximum of 26 workweeks.  In some instances, the Company may recover premiums it paid to maintain 

health coverage if you fail to return to work following a FMLA Leave. 

If you are on a FMLA Leave but are not entitled to continued paid group health insurance coverage, you may 

continue your coverage through the Company in conjunction with federal and/or state COBRA guidelines by 

making monthly payments to the Company for the amount of the relevant premium.  Please contact Human 

Resources Manager for further information. 

Your length of service as of the leave will remain intact, but accrued benefits such as vacation and sick leave will 

not accrue while on an unpaid FMLA Leave.   

 

g) Job Reinstatement 

Under most circumstances, you will be reinstated to the same position held at the time of the leave or to an 

equivalent position with equivalent pay, benefits, and other employment terms and conditions.  However, you 

have no greater right to reinstatement than if you had been continuously employed rather than on leave.  For 

example, if you would have been laid off had you not gone on leave, or if your position has been eliminated 

during the leave, then you will not be entitled to reinstatement. 
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Prior to being allowed to return to work, an employee wishing to return from a Serious Health Condition Leave 

must submit an acceptable release from a health care provider that certifies the employee can perform the 

essential functions of the job as those essential functions relate to the employee's serious health condition.  For 

an employee on intermittent FMLA leave, such a release may be required if reasonable safety concerns exist 

regarding the employee’s ability to perform his or her duties, based on the serious health condition for which 

the employee took the intermittent leave.   

“Key employees,” as defined by law, may be subject to reinstatement limitations in some circumstances.  If you 

are a “key employee,” you will be notified of the possible limitations on reinstatement at the time you request 

a leave. 

Employees located in Dade County, may take family and medical leave in accordance with family and medical 
leave. In addition to taking leave as provided above, Dade County employees are permitted to take family and 
medical leave for the care of a grandparent with a serious health condition. The length of leave permitted is 12 
workweeks in a 12-month period to run concurrently with any leave provided under the federal Family and 
Medical Leave Act. 
 

A NOTICE TO EMPLOYEES OF RIGHTS UNDER FMLA IS ATTACHED TO THIS HANDBOOK. 

MEDICAL LEAVE OF ABSENCE 

(For employees who are not eligible for Family Medical Leave) 

If you are eligible for FMLA leave based on your length of employment and hours of service, you will not be 

eligible for this leave.  This leave is only available to employees who are not eligible for Family Medical Leave. 

Any full-time employee who is temporarily disabled and unable to work due to a medical condition may at the 

discretion of management, be granted a leave of absence without pay for the period of his or her disability, 

provided such period shall not exceed 30 days.  The term “medical” as used herein encompasses all temporary 

medical disabilities.  The employee’s temporary disability status must be verified by written confirmation from 

the employee’s doctor on a periodic basis.  Employees must contact the Company on a weekly basis concerning 

their disability status and expected return date. 

Any employee with appropriate doctor certification may request accommodations due to conditions related to 

pregnancy, childbirth, or related medical conditions.  The Company will provide such accommodations unless 

the requested accommodations would constitute an undue hardship.  Any requests for accommodations should 

be directed to your supervisor or the Human Resources Manager. 

An employee who is temporarily disabled and unable to work due to her pregnancy, childbirth, and related 

medical conditions will, upon request be granted a leave of absence without pay for the period of her disability, 

provided such period shall not exceed four (4) months (88 workdays).  The employee’s temporary disability 

status must be verified by written confirmation from the employee’s doctor on a periodic basis.  Employees will 

be informed of their reinstatement rights while utilizing this leave for a disability related to pregnancy at the 

time the leave is granted. 
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An employee who is granted a medical leave of absence must utilize any unused sick leave and vacation benefits 

during the period of his or her disability.  Employees utilizing medical leave for pregnancy disability may, but are 

not required to, utilize any available vacation during their leave.  The use of sick leave or vacation during a 

medical leave of absence does not extend the maximum thirty (30) day period allowed. 

Health insurance benefits ordinarily provided by the employer for eligible employees will be provided for the 

month in which the leave begins on the same terms.  This means that if you want your benefits coverage to 

continue during your leave, you must also continue to make any premium payments that you are now required 

to make for yourself or your dependents. If the employee fails to make their co-payments, the Company will not 

continue to provide health insurance benefits and the employee will be eligible for insurance continuation rights 

under COBRA.   

Employees requesting a medical leave are required to complete a Medical Leave of Absence form.  Requests 

must be submitted to the Company office. 

The employee must notify the Company office of the need for such a leave as soon as the employee learns that 

he or she is, or will become, temporarily disabled and unable to work due to a medical condition.  Such notice 

must specify the reason for the leave, the date such leave will begin, and the expected duration of the disability.  

An employee who requests such a leave may be required to provide initially and from time to time, proof of 

disability in the form of a physician’s statement.  An employee returning from a medical leave of absence shall 

be required to provide a physician’s statement that indicates that he or she is fit to return to work without any 

limitations. 

In the case of illness, a doctor’s release to return to work will be required from the employee before he or she 

will be allowed to return to work, if the absence was three (3) days or longer. 

Benefit credit will not be accrued towards vacation and sick leave for the duration of the leave.  Employees 

returning from a leave of absence during the course of a calendar year will receive only a prorated portion of 

sick leave and vacation benefits for the duration of that year. 

Except as otherwise required by law, it should also be noted by the employee that a return to work from a leave 

of absence is contingent upon an available opening at that time and should be verified with your employer 

before reporting back to work.  If an employee returning from medical leave is unable to perform the essential 

functions of the job because of a physical or mental condition, the Company’s obligations to that employee may 

be governed by the Americans with Disabilities Act. 

Any employee who fails to report for work at the end of an approved leave may be deemed to have voluntarily 

resigned.  Any employee who does not return to his or her job is eligible for continued insurance coverage under 

COBRA.   

It is the responsibility of each employee to promptly report all on-the-job injuries.  If an injury does occur, it 

must be reported to the employee’s immediate supervisor or the office immediately. 
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State Law 

A number of states have family medical leave statutes that provide leave benefits that exceed those available 
to you under the FMLA.  Contact your supervisor for additional information. 
 

Questions and/or Complaints about FMLA Leave 

If you have questions regarding this FMLA policy, please contact Human Resources.  The Company is committed 

to complying with the FMLA and, whenever necessary, shall interpret and apply this policy in a manner 

consistent with the FMLA.   

The FMLA makes it unlawful for employers to: 1) interfere with, restrain, or deny the exercise of any right 

provided under FMLA; or 2) discharge or discriminate against any person for opposing any practice made 

unlawful by FMLA or involvement in any proceeding under or relating to FMLA.  If employees believe their FMLA 

rights have been violated, they should contact the Human Resources Department immediately.  The Company 

will investigate any FMLA complaints and take prompt and appropriate remedial action to address and/or 

remedy any FMLA violation.  Employees also may file FMLA complaints with the United States Department of 

Labor or may bring private lawsuits alleging FMLA violations.   

 

5-2. Personal Leave 
  

If employees are ineligible for any other General MRO Aerospace, Inc. leave of absence, General MRO 

Aerospace, Inc., under certain circumstances, may grant a personal leave of absence without pay. A 

written request for a personal leave should be presented to management at least two (2) weeks before 

the anticipated start of the leave. If the leave is requested for medical reasons and employees are not 

eligible for leave under the federal Family and Medical Leave Act (FMLA) or any state leave law, medical 

certification also must be submitted. The request will be considered on the basis of staffing 

requirements and the reasons for the requested leave, as well as performance and attendance records. 

Normally, a leave of absence will be granted for a period of up to eight (8) weeks. However, a personal 

leave may be extended if, prior to the end of leave, employees submit a written request for an extension 

to management and the request is granted. During the leave, employees will not earn vacation, personal 

days or sick days. General MRO Aerospace, Inc. will continue health insurance coverage during the leave 

if employees submit their share of the monthly premium payments to General MRO Aerospace, Inc. in a 

timely manner, subject to the terms of the plan documents. 

When the employees anticipate returning to work, they should notify management of the expected 

return date. This notification should be made at least one (1) week before the end of the leave. 

Upon completion of the personal leave of absence, General MRO Aerospace, Inc. will attempt to return 

employees to their original job or a similar position, subject to prevailing business considerations. 

Reinstatement, however, is not guaranteed. 

Failure to advise management of availability to return to work, failure to return to work when notified 
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or a continued absence from work beyond the time approved by General MRO Aerospace, Inc. will be 

considered a voluntary resignation of employment. 

Personal leave runs concurrently with any General MRO Aerospace, Inc.-provided Short-Term Disability 

Leave of Absence. 

 

5-3. Military Leave 

 
If employees are called into active military service or enlist in the uniformed services, they will be eligible 

to receive an unpaid military leave of absence. To be eligible for military leave, employees must provide 

management with advance notice of service obligations unless they are prevented from providing such 

notice by military necessity or it is otherwise impossible or unreasonable to provide such notice. 

Provided the absence does not exceed applicable statutory limitations, employees will retain 

reemployment rights and accrue seniority and benefits in accordance with applicable federal and state 

laws. Employees should ask management for further information about eligibility for Military Leave. 

If employees are required to attend yearly Reserves or National Guard duty, they can apply for an 

unpaid temporary military leave of absence not to exceed the number of days allowed by law 

(including travel). They should give management as much advance notice of their need for military 

leave as possible so that General MRO Aerospace, Inc. can maintain proper coverage while employees 

are away. 

 

SECTION 6 – GENERAL STANDARDS OF CONDUCT 

6-1.  Workplace Conduct 

 

General MRO Aerospace, Inc. endeavors to maintain a positive work environment. Each employee plays a 

role in fostering this environment. Accordingly, we all must abide by certain rules of conduct, based on 

honesty, common sense and fair play. 

Because everyone may not have the same idea about proper workplace conduct, it is helpful to adopt 

and enforce rules all can follow. Unacceptable conduct may subject the offender to disciplinary action, up 

to and including discharge, in the Company’s The following are examples of some, but not all, conduct 

which can be considered unacceptable: 

 

1. Falsification of one’s employment application, medical or employment history. 

2. Negligence, carelessness or inconsiderate treatment of Company customers and/or their 
matter/files. 

3. Stealing, removing or defacing General MRO Aerospace, Inc. property or a co-worker's 
property, and/or disclosure of confidential information. 
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4. Theft, misappropriation, or unauthorized possession or use of property, documents, records or 
funds belonging to the Company, or to any customer or employee; removal of same from 
Company premises without authorization.  

5. Obtaining unauthorized confidential information pertaining to customers or employees. 
6. Changing or falsifying customer records, Company records, personnel or pay records, including 

time sheets without authorization.  

7. Completing another employee's time records. 
8. Violation of safety rules and policies. 
9. Taking or giving bribes of any nature, or anything of value, as an inducement to obtain special 

treatment, to provide confidential information or to obtain a position. Acceptance of any 
gratuities or gifts that are not reported to Management.  

10. Entering Company premises without authorization. 
11. Violation of General MRO Aerospace, Inc.'s Drug and Alcohol-Free Workplace Policy. 
12. Unauthorized use of a personal vehicle for Company business.  
13. Rude, discourteous, or un-business-like behavior; crating a disturbance on Company premises or 

creating discord with customers or fellow employees; use of abusive language.  
14. Insubordination or refusing to follow instructions of the immediate supervisor or Management; 

refusal or unwillingness to accept a job assignment or to perform job requirements. 
15. Failure to observe scheduled work hours; failure to contact your direct supervisor before the 

scheduled start of work in the event of illness or any absence; failure to report to work when 
scheduled. 

16. Leaving the work site during scheduled work hours without permission; unauthorized absence 
from assigned work area during regularly scheduled work hours.  

17. Fighting, threatening or disrupting the work of others or other violations of General MRO 
Aerospace, Inc.'s Workplace Violence Policy. 

18. Violation of the Punctuality and Attendance Policy, including but not limited to irregular 
attendance, habitual lateness or unexcused absences. 

19. Gambling on General MRO Aerospace, Inc. property. 

20. Leaving the work site during scheduled work hours without permission; unauthorized absence 
from assigned work area during regularly scheduled work hours.  

21. Sleeping or loitering during regular working hours. 

22. Recording time for another employee or having time record by another employee. 

23. Use or possession of intoxicating beverage or illegal use or possession of narcotics or drugs,  on 
Company premises during working hours; reporting to work under the influence of intoxicants or 
drugs so as to interfere with job performance.  

24. Willful or careless destruction or damage to General MRO Aerospace, Inc. assets or to the 
equipment or possessions of another employee. 

25. Wasting work related materials. 

26. Unauthorized possession of a weapon on Company premises. Weapons include, but are not 
limited to, guns, knives, pocket knives or swords no bigger than 4 inches in length, explosives, and 
any chemical whose purpose is to cause harm to another. A license to carry a concealed weapon 
does not supersede the Company policy.  

27. Performing work of a personal nature during working time. 
28. Soliciting, collecting money, vending and posting or distributing bills or pamphlets or Company 

property. These activities are closely controlled in order to prevent disruption of Company 
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services and to avoid unauthorized implications of Company sponsorship or approval. However, 
this general rule is not intended to hinder or in any way curtail the rights of free speech or free 
expression of ideas. Therefore, such activity by employees during non-working time, including 
meal and rest periods, if applicable, is not restricted so long as such activity does not interfere 
with the orderly and regular conduct of the Company business; is a lawful, is in good taste, is 
conducted in an orderly manner, and does not create safety hazards or violate general good 
housekeeping practices. Any person who is not an employee of the Company is prohibited from 
any and all forms of solicitation, collecting money, vending, and posting or distributing bills or 
pamphlets on Company property at all time.  

29. Unlawful or un-business-like conduct, on or off Company premises, which adversely affects the 
Company services, property, reputation or goodwill in the community, or interferes with work.  

30. Violation of the Solicitation and Distribution Policy. 
31. Violation of General MRO Aerospace, Inc.'s Harassment or Equal Employment Opportunity 

Policies. 
32. Violation of the Communication and Computer Systems Policy. 
33. Unsatisfactory job performance. 
34. Any other violation of Company policy. 

Obviously, not every type of misconduct can be listed. Note that all employees are employed at-will, and 

General MRO Aerospace, Inc. reserves the right to impose whatever discipline it chooses, or none at all, 

in a particular instance.  General MRO Aerospace will deal with each situation individually and nothing 

in this handbook should be construed as a promise of specific treatment in a given situation. However, 

the Company will endeavor to utilize progressive discipline but reserves the right in its sole discretion to 

terminate the employee at any time for any reason. 

The observance of these rules will help to ensure that our workplace remains a safe and desirable place 

to work. 

6-2. Use of Communications and Computer Systems 

 
General MRO Aerospace, Inc.'s communication and computer systems are intended primarily for 

business purposes; however limited personal usage is permitted if it does not hinder performance of job 

duties or violate any other General MRO Aerospace, Inc. policy. This includes the voice mail, e-mail and 

Internet systems. Users have no legitimate expectation of privacy in regard to their use of General MRO 

Aerospace, Inc. systems. 

General MRO Aerospace, Inc. may access the voice mail and e-mail systems and obtain the 

communications within the systems, including past voice mail and e-mail messages, without notice to 

users of the system, in the ordinary course of business when General MRO Aerospace, Inc. deems it 

appropriate to do so. The reasons for which General MRO Aerospace, Inc. may obtain such access include, 

but are not limited to: maintaining the system; preventing or investigating allegations of system abuse 

or misuse; assuring compliance with software copyright laws; complying with legal and regulatory 

requests for information; and ensuring that General MRO Aerospace, Inc. operations continue 

appropriately during the employee's absence. 
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Further, General MRO Aerospace, Inc. may review Internet usage to ensure that such use with General 

MRO Aerospace, Inc. property, or communications sent via the Internet with General MRO Aerospace, 

Inc. property, are appropriate. The reasons for which General MRO Aerospace, Inc. may review 

employees' use of the Internet with General MRO Aerospace, Inc. property include, but are not limited 

to: maintaining the system; preventing or investigating allegations of system abuse or misuse; assuring 

compliance with software copyright laws; complying with legal and regulatory requests for information; 

and ensuring that General MRO Aerospace, Inc. operations continue appropriately during the 

employee's absence. 

General MRO Aerospace, Inc. may store electronic communications for a period of time after the 

communication is created. From time to time, copies of communications may be deleted. 

General MRO Aerospace, Inc.'s policies prohibiting harassment, in their entirety, apply to the use of 

General MRO Aerospace, Inc.'s communication and computer systems. No one may use any 

communication or computer system in a manner that may be construed by others as harassing or 

offensive based on race, national origin, sex, sexual orientation, age, disability, religious beliefs or any 

other characteristic protected by federal, state or local law. 

Further, since General MRO Aerospace, Inc.'s communication and computer systems are intended for 

business use, all employees, upon request, must inform management of any private access codes or 

passwords. 

Unauthorized duplication of copyrighted computer software violates the law and is strictly prohibited. 

No employee may access, or attempt to obtain access to, another employee's computer systems 

without appropriate authorization. 

Violators of this policy may be subject to disciplinary action, up to and including discharge. 

 

6-3. Use of Social Media 
 
General MRO Aerospace, Inc. respects the right of any employee to maintain a blog or web page or to 

participate in a social networking, Twitter or similar site, including but not limited to Facebook and 

LinkedIn. However, to protect General MRO Aerospace, Inc. interests and ensure employees focus on 

their job duties, employees must adhere to the following rules: 

Employees may not post on a blog or web page or participate on a social networking platform, such as 

Twitter or similar site, during work time or at any time with General MRO Aerospace, Inc. equipment or 

property. 

All rules regarding confidential and proprietary business information apply in full to blogs, web pages and 

social networking platforms, such as Twitter, Facebook, LinkedIn or similar sites. Any information that 

cannot be disclosed through a conversation, a note or an e-mail also cannot be disclosed in a blog, web 

page or social networking site. 
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Whether the employees are posting something on their own blog, web page, social networking, Twitter 

or similar site or on someone else's, if the employee mentions General MRO Aerospace, Inc. and also 

expresses either a political opinion or an opinion regarding General MRO Aerospace, Inc.'s actions that 

could pose an actual or potential conflict of interest with General MRO Aerospace, Inc., the poster must 

include a disclaimer. The poster should specifically state that the opinion expressed is his/her personal 

opinion and not General MRO Aerospace, Inc.'s position. This is necessary to preserve General MRO 

Aerospace, Inc.'s good will in the marketplace. 

Any conduct that is impermissible under the law if expressed in any other form or forum is impermissible 

if expressed through a blog, web page, social networking, Twitter or similar site. For example, posted 

material that is discriminatory, obscene, defamatory, libelous or violent is forbidden. General MRO 

Aerospace, Inc. policies apply equally to employee social media usage. 

General MRO Aerospace, Inc. encourages all employees to keep in mind the speed and manner in which 

information posted on a blog, web page, and/or social networking site is received and often 

misunderstood by readers. Employees must use their best judgment. Employees with any questions 

should review the guidelines above and/or consult with their manager. Failure to follow these guidelines 

may result in discipline, up to and including discharge. 

Conduct that negatively affects an employee’s job performance, the job performance of fellow 

employees, or the Company’s legitimate business interests—including its reputation and ability to 

make a profit—may result in disciplinary action up to and including termination. 

 

6-4. Personal and Company-Provided Portable Communication Devices 
 
General MRO Aerospace, Inc.-provided portable communication devices (PCDs), including cell phones 

and personal digital assistants, should be used primarily for business purposes. Employees have no 

reasonable expectation of privacy regarding the use of such devices, and all use is subject to monitoring, 

to the maximum extent permitted by applicable law. This includes, as permitted, the right to monitor 

personal communications as necessary. 

Some employees may be authorized to use their own PCD for business purposes. These employees should 

work with the IT department to configure their PCD for business use. Communications sent via a 

personal PCD also may subject to monitoring if sent through General MRO Aerospace, Inc.'s networks and 

the PCD must be provided for inspection and review upon request. 

All conversations, text messages and e-mails must be professional. When sending a text message or 

using a PCD for business purposes, whether it is a General MRO Aerospace, Inc.-provided or personal 

device, employees must comply with applicable General MRO Aerospace, Inc. guidelines, including 

policies on sexual harassment, discrimination, conduct, confidentiality, equipment use and operation of 

vehicles. Using a General MRO Aerospace, Inc.-issued PCD to send or receive personal text messages is 

always prohibited and personal use during working hours should be limited to emergency situations. 

If employees who use a personal PCD for business resign or are discharged, they will be required to 

submit the device to the IT department for resetting on or before their last day of work. At that time, 
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the IT department will reset and remove all information from the device, including but not limited to, 

General MRO Aerospace, Inc. information and personal data (such as contacts, e-mails and 

photographs). The IT department will make efforts to provide employees with the personal data in 

another form (e.g., on a disk) to the extent practicable; however, the employee may lose some or all 

personal data saved on the device. 

Employees may not use their personal PCD for business unless they agree to submit the device to the IT 

department on or before their last day of work for resetting and removal of General MRO Aerospace, 

Inc. information. This is the only way currently possible to ensure that all General MRO Aerospace, Inc. 

information is removed from the device at the time of termination. The removal of General MRO 

Aerospace, Inc. information is crucial to ensure compliance with General MRO Aerospace, Inc.'s 

confidentiality and proprietary information policies and objectives. 

Please note that whether employees use their personal PCD or a General MRO Aerospace, Inc.-issued 

device, General MRO Aerospace, Inc.'s electronic communications policies, including but not limited to, 

proper use of communications and computer systems, remain in effect. 

Portable Communication Device Use While Driving 

Employees who drive on General MRO Aerospace, Inc. business must abide by all state or local laws 

prohibiting or limiting PCD (cell phone or personal digital assistant) use while driving. Further, even if 

usage is permitted, employees may choose to refrain from using any PCD while driving. "Use" includes, 

but is not limited to, talking or listening to another person or sending an electronic or text message via 

the PCD. 

Regardless of the circumstances, including slow or stopped traffic, if any use is permitted while driving, 

employees should proceed to a safe location off the road and safely stop the vehicle before placing or 

accepting a call. If acceptance of a call is absolutely necessary while driving, and permitted by law, 

employees must use a hands-free option and advise the caller that they are unable to speak at that time 

and will return the call shortly. 

Under no circumstances should employees feel that they need to place themselves at risk to fulfill 

business needs. 

Since this policy does not require any employee to use a cell phone while driving, employees who are 

charged with traffic violations resulting from the use of their PCDs while driving will be solely responsible 

for all liabilities that result from such actions. 

Texting and e-mailing while driving is prohibited in all circumstances. 

 

6-5. Camera Phones/Recording Devices 
 
Due to the potential for issues such as invasion of privacy, sexual harassment and loss of productivity, 

as well as inappropriate disclosure of confidential information, no employee may use a camera phone 

function on any phone on company property or while performing work for General MRO Aerospace, Inc. 
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The use of tape recorders, Dictaphones or other types of voice recording devices anywhere on General 

MRO Aerospace, Inc. property, including to record conversations or activities of other employees or 

management, or while performing work for General MRO Aerospace, Inc., is also strictly prohibited, 

unless the device was provided to you by General MRO Aerospace, Inc. and is used solely for legitimate 

business purposes. 

 

6-6. Inspections 
 
General MRO Aerospace, Inc. reserves the right to require employees while on General MRO Aerospace, 

Inc. property, or on customer property, to agree to the inspection of their persons, personal possessions 

and property, personal vehicles parked on General MRO Aerospace, Inc. or customer property, and work 

areas. This includes lockers, vehicles, desks, cabinets, work stations, packages, handbags, briefcases and 

other personal possessions or places of concealment, as well as personal mail sent to General MRO 

Aerospace, Inc. or to its customers. Employees are expected to cooperate in the conduct of any search 

or inspection. 

 

6-7. Smoking-Free Workplace 
 
It is our policy to prohibit smoking, vaping (use of e-cigarettes) and/or chewing tobacco on all the 

companies' premises or public contact areas in order to provide and maintain a safe and healthy work 

environment for all employees. 

The smoke-free workplace policy applies to: 
 

All workplace areas on the companies' or customers' premises, including all building 

entrances. All company-sponsored off-site conferences and meetings. 

All vehicles owned or leased by the companies. 

All visitors (customers and vendors) to the companies' premises. 

All contractors and consultants and/or their employees working on the companies' premises. 

All temporary employees. 

 

Employees who violate the smoking policy may be subject to disciplinary action up to and including 

termination. 

Smoking is only permitted during break times in designated outdoor areas. Employees using these areas 

are expected to dispose of any smoking debris safely and properly. 

 

6-8. Personal Visits and Telephone Calls 
 
Disruptions during work time can lead to errors and delays. Therefore, personal telephone calls must be 
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kept to a minimum, and only be made or received after working time, or during lunch or break time. 

For safety and security reasons, employees are prohibited from having personal guests visit or 

accompanying them anywhere in General MRO Aerospace, Inc. facilities other than the reception areas. 

 

6-9. Bulletin Boards 
 
Important notices and items of general interest are continually posted on General MRO Aerospace, Inc. 

bulletin boards. Employees should make it a practice to review bulletin boards frequently. This will assist 

employees in keeping up with what is current at General MRO Aerospace, Inc. To avoid confusion, 

employees should not post or remove any material from the bulletin board. 

 

6-10. Conflict of Interest and Business Ethics 
 
It is General MRO Aerospace, Inc.'s policy that all employees avoid any conflict between their personal 

interests and those of General MRO Aerospace, Inc. The purpose of this policy is to ensure that General 

MRO Aerospace, Inc.'s honesty and integrity, and therefore its reputation, are not compromised. The 

fundamental principle guiding this policy is that no employee should have, or appear to have, personal 

interests or relationships that actually or potentially conflict with the best interests of General MRO 

Aerospace, Inc. 

It is not possible to give an exhaustive list of situations that might involve violations of this policy. 

However, the situations that would constitute a conflict in most cases include but are not limited to: 

 

1. holding an interest in or accepting free or discounted goods from any organization that does, or 

is seeking to do, business with General MRO Aerospace, Inc., by any employee who is in a 

position to directly or indirectly influence either General MRO Aerospace, Inc.'s decision to do 

business, or the terms upon which business would be done with such organization; 

2. holding any interest in an organization that competes with General MRO Aerospace, Inc.; 
3. being employed by (including as a consultant) or serving on the board of any organization which 

does, or is seeking to do, business with General MRO Aerospace, Inc. or which competes with 

General MRO Aerospace, Inc.; and/or 

4. profiting personally, e.g., through commissions, loans, expense reimbursements or other 
payments, from any organization seeking to do business with General MRO Aerospace, Inc. 

 

A conflict of interest would also exist when a member of the employee's immediate family is involved in 

situations such as those above. 

This policy is not intended to prohibit the acceptance of modest courtesies, openly given and accepted as 

part of the usual business amenities, for example, occasional business-related meals or promotional items 

of nominal or minor value. 

It is the employee's responsibility to report any actual or potential conflict that may exist between the 
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employee (and the employee's immediate family) and General MRO Aerospace, Inc. 

 

6-11. Use of Facilities, Equipment and Property, Including Intellectual Property 
 
Equipment essential in accomplishing job duties is often expensive and may be difficult to replace. When 

using property, employees are expected to exercise care, perform required maintenance, and follow all 

operating instructions, safety standards and guidelines. 

Employees should notify their supervisor if any equipment, machines, or tools appear to be damaged, 

defective or in need of repair. Prompt reporting of loss, damages, defects and the need for repairs could 

prevent deterioration of equipment and possible injury to employees or others. Supervisors can answer 

any questions about the employees' responsibility for maintenance and care of equipment used on the 

job. 

Employees also are prohibited from any unauthorized use of General MRO Aerospace, Inc.'s intellectual 

property, such as audio and video tapes, print materials and software. 

Improper, careless, negligent, destructive, or unsafe use or operation of equipment can result in 

discipline, up to and including discharge. 

Further, General MRO Aerospace, Inc. is not responsible for any damage to employees' personal 

belongings unless the employee's supervisor provided advance approval for the employee to bring the 

personal property to work. 

 

6-12. Safety; Accident Response and Reporting 

In the event an employee becomes injured or witnesses an injury during working hours, the employee 
should report it immediately to the nearest available management personnel. When any accident, 
injury, or illness occurs while an employee is at work, regardless of the nature or severity, the 
employee must complete an injury reporting form and return it to Management as soon as 
possible. Reporting should not be allowed to delay necessary medical attention. Employees are to 
render any assistance requested by Management. Any questions asked by law enforcement or fire 
officials making an investigative report should be answered giving only factual information and avoiding 
speculation. Employees should never admit liability for personal injury or property damage in answering 
an investigatory question asked by law enforcement or fire officials. Employees should report all 
nonfunctioning hazardous equipment to their immediate supervisor. 

In addition to compliance with safety measures imposed by federal Occupational Safety and Health Act 
(OSHA) and state law, the Company has an independent interest in making its facilities a safe and healthy 
place to work. The Company recognizes that employees may be in a position to notice dangerous conditions 
and practices and therefore encourages employees to report such conditions, as well as non-functioning or 
hazardous equipment, to a manager immediately. Appropriate remedial measures will be taken when 
possible and appropriate. Employees will not be retaliated or discriminated against for reporting of accidents, 
injuries, or illnesses, filing of safety-related complaints, or requesting to see injury and illness logs. General 
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MRO Aerospace, Inc.'s policy applies to all employees at GMA.  The goal is providing a safe, quality-oriented 
and productive work environment free of substance in the work environment. Alcohol and drug misuse poses 
a threat to the health and safety of General MRO Aerospace employees and to the security of the company's 
equipment and facilities. For these reasons, General MRO Aerospace is committed to the elimination of drug 
and alcohol use and misuse in the workplace All General MRO Aerospace employees will be substance tested 
as a result of when an employee cause or contribute to accidents that seriously damage General MRO 
Aerospace vehicle, machinery, equipment or property or that result in an injury to themselves or another 
employee requiring offsite medical attention. A circumstance or situation that constitutes probable cause 
when in any instance involving a work-related accident or injury in which an employee who was on duty is 
found to be responsible for causing the accident. In any of these instances, the investigation and subsequent 
testing must take place within two hours following the accident, if not sooner. Refusal by an employee will 
result in immediate termination of employment with GMA 

6-13. Hiring Relatives 
 
General MRO Aerospace will consider a member of an employee's immediate family for employment if 

the application possesses all of the qualifications for employment. However, an immediate family 

member may not be hired if the employment would: 

 
create either a direct or indirect supervisor/subordinate relationship with a family member. 

create a situation where relatives are working in the same department 

create an actual conflict of interest or the appearance of a conflict of interest. 

These criteria will also be considered when assigning, transferring or promoting an employee. 

For the purposes of this policy, "immediate family" is any person who is related by blood or marriage, or 

whose relationship with the employee is similar to that of persons who are related by blood, marriage, 

or any other member of the employee's household or extended family. 

 

6-14. Employee Dress and Personal Appearance 
 
Standards of dress, grooming and personal cleanliness contribute to the morale of all employees and 

affect the image our Company presents to customers and visitors. 

Employees are, therefore, required to dress for work in appropriate business attire, maintain good 

personal hygiene (paying close attention to body odor, fresh breath and clean hair) and behave in a 

professional businesslike manner. 

During business hours or when representing the Company, employees are expected to present a clean, 

neat and tasteful appearance. An employee should dress and groom himself/herself according to the 

requirements of his or her position, particularly when the job involves personally interacting with 

customers or visitors. Here are some examples of inappropriate business attire: 

 
Outfits that are made to be worn to nightclubs - "showy" tops and dresses, anything that 
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shows off your tummy, short skirts, and anything that's tight-fitting. 

Beach or exercise wear. 

Any garment that's dirty, ripped or 

faded. Any garment with words on it. 

Anything see-through or backless. 

Pajama bottoms or tops. 

Anything you're not positive is appropriate for work. 
 

An employee's supervisor or department head is responsible for enforcing the dress code appropriate 

to the job performed. An employee should consult his or her supervisor with questions concerning 

appropriate appearance. To ensure the comfort and safety of our employees and visitors, the work 

environment will be free from unpleasant smells including smoke or strong fragrances. These odors are 

distracting and may trigger allergic reactions or create health problems for sensitive individuals. This 

policy is meant to cover noticeable odors from any source, including foods, personal items, perfumes, and 

grooming. 

An employee who does not meet these dress standards may be asked to correct his or her appearance 

and, further, may be subject to disciplinary action up to and including termination. General MRO 

Aerospace believes that its existing personal appearance standards are sufficiently flexible to 

accommodate reasonable dress or grooming requirements arising out of a bona fide religious belief, 

gender identity or expression, or medical necessity. Nevertheless, any employee who believes that they 

have a bona fide religious, gender identity related, medical or other substantial need for relaxation or 

exception to this policy should address the matter with the Human Resources Department. 

 

6-15. Publicity/Statements to the Media 
 
All media inquiries regarding the position of General MRO Aerospace, Inc. as to any issues must be 

referred to Director of Marketing. Only Director of Marketing is authorized to make or approve public 

statements on behalf of General MRO Aerospace, Inc. No employees, unless specifically designated by 

Director of Marketing, are authorized to make those statements on behalf of General MRO Aerospace, 

Inc. Any employee wishing to write and/or publish an article, paper, or other publication on behalf of 

General MRO Aerospace, Inc. must first obtain approval from Director of Marketing. 

 

6-16. Operation of Vehicles 
 
All employees authorized to drive General MRO Aerospace, Inc.-owned or leased vehicles or personal 

vehicles in conducting General MRO Aerospace, Inc. business must possess a current, valid driver's 

license and an acceptable driving record. Any change in license status or driving record must be reported 

to management immediately. 

Employees must have a valid driver's license in their possession while operating a vehicle off or on 

General MRO Aerospace, Inc. property. It is the responsibility of every employee to drive safely and 
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obey all traffic, vehicle safety, and parking laws or regulations. Drivers must demonstrate safe driving 

habits at all times. 

General MRO Aerospace, Inc.-owned or leased vehicles may be used only as authorized by management. 
 

Portable Communication Device Use While Driving 

Employees who drive on General MRO Aerospace, Inc. business must abide by all state or local laws 

prohibiting or limiting portable communication device (PCD) use, including cell phones or personal 

digital assistants, while driving. Further, even if use is permitted, employees may choose to refrain from 

using any PCD while driving. "Use" includes, but is not limited to, talking or listening to another person 

or sending an electronic or text message via the PCD. 

Regardless of the circumstances, including slow or stopped traffic, if any use is permitted while driving, 

employees should proceed to a safe location off the road and safely stop the vehicle before placing or 

accepting a call. If acceptance of a call is absolutely necessary while the employees are driving, and 

permitted by law, they must use a hands-free option and advise the caller that they are unable to speak 

at that time and will return the call shortly. 

Under no circumstances should employees feel that they need to place themselves at risk to fulfill 

business needs. 

Since this policy does not require any employee to use a PCD while driving, employees who are charged 

with traffic violations resulting from the use of their PCDs while driving will be solely responsible for all 

liabilities that result from such actions. 

Texting and e-mailing while driving is prohibited in all circumstances. 

 

6-17. Business Expense Reimbursement 
 
Employees will be reimbursed for reasonable approved expenses incurred in the course of business. 

These expenses must be approved by the employee's Supervisor, and may include air travel, hotels, 

motels, meals, cab fare, rental vehicles, or gas and car mileage for personal vehicles. All expenses 

incurred should be submitted to the employee's Supervisor and/or Director of Financial Operations 

along with the receipts in a timely manner. 

Employees are expected to exercise restraint and good judgment when incurring expenses. Employees 

should contact their Supervisor in advance if they have any questions about whether an expense will be 

reimbursed. 

 

6-18. References 
 
General MRO Aerospace, Inc. will respond to reference requests through the Human Resources 

Department. General MRO Aerospace, Inc. will provide general information concerning the employee 
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such as date of hire, date of discharge, and positions held. Requests for reference information must be 

in writing, and responses will be in writing. Please refer all requests for references to the Human 

Resources Department. Only the Human Resources Department may provide references. 

 

 6-19. If You Must Leave Us 
 

Our Resignation policy presents guidelines for handling resignations at General MRO Aerospace, Inc. 

Voluntary separations happen occasionally, and we want to ensure that our company appropriately 

handles them and maintains a smoothly-running workplace. 
 

Notice of Resignation 

Should you decide to resign from employment with General MRO Aerospace, Inc, employees must 

attend to a number of arrangements before leaving. Staff, Supervisors and non-Senior level employees 

who plan to end their employment with the Company are expected to notify their supervisors in writing 

at least two (2) weeks prior to their last day.  

We ask employees to submit a written, signed notice of resignation for record-keeping purposes. If an 

employee verbally resigns, the employee will receive an acceptance of resignation letter confirming 

the resignation as they would receive when submitting a written resignation. The advance notice period 

starts from the moment an employee submits an official notice, whether verbal or written. They can 

inform either their immediate supervisor or Human Resources, although we advise to inform both. 

If you don't provide sufficient notice, at the discretion of the company, General MRO Aerospace, Inc 

may not be obliged to pay out any remaining paid time off (PTO) leave, unless required by state or 

federal law. 

 

Communicating a resignation 

Employees are encouraged to announce their decision to resign to their immediate supervisors as soon 

as possible. They can announce it to their team after notifying their supervisor, if they wish to. 

We advise our employees to follow this procedure when communicating their resignation: 
 

Talk to their managers in person or via phone call to alert them to the possibility of resigning. 

Email communication is also encouraged to communicate the resignation notice. 

Discuss any issues that may exist that could be resolved. 

Hand in a written and signed notice of resignation to their manager and HR department with 

sufficient advance notice as previously indicated. 

Consult with HR to discuss details on final wages and benefits. 
 
Transition of duties after resignation notice 
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Employees shall cooperate in the transition of their duties during company exit transition period. 

Employees will not be allowed to use paid time off (PTO) during this period unless approved in advance 

by their supervisor or due to extenuating circumstances. The Company reserves the right to terminate an 

individual's employment prior to the end of the notice period. 

 

6-20. Exit  Interviews 
 
Employees may be more willing to share their opinions on our processes, practices and culture when 

they're leaving our company. By collecting those opinions, we can improve our workplaces for our 

remaining employees. 

Human Resources will be responsible for arranging exit interviews with employees who recently 

resigned. These interviews are voluntary and refusal to participate won't result in any problems for an 

employee's access to references. As a general rule, exit interviews should be brief, thorough and created 

with the intent to improve our company. 

 

6-21. Attendance and Punctuality 
 
Employees were hired to perform an important service, and timely and regular attendance at work is 

expected. This is important because each employee plays an important role in providing quality 

customer service. Unexcused absences and tardiness place an unfair burden on fellow co-workers and 

negatively affects the quality of service provided to our patrons; therefore, General MRO Aerospace, 

Inc has established the following reasonable and necessary attendance and punctuality procedures to 

meet our business needs: 

 
Failure to report to work on time will result in disciplinary action up to and including termination. 

An employee who is more than ten (10) minutes late for his/her scheduled workday may receive 

verbal disciplinary action. 

Employees are who are more than ten (10) minutes late on three (3) or more occasions during any 

twelve (12) month period may be subject to disciplinary action, including suspension and 

possible termination. 

Personal issues requiring time away from work, such as doctor's appointments or other matters 

should be scheduled during non-work hours, if possible. 

Employees must obtain prior approval from management for any absence from work, including 

doctor's appointments, during all or part of a regularly scheduled workday. 

When absences are due to illness, General MRO Aerospace, Inc reserves the right to require 

medical documentation. 

If an employee is going to be late or miss work, the employee is expected to call and talk to a 

manager at least two (2) hours before they are scheduled to start work. 

Failure to call-in and report to work as scheduled for three (3) consecutive workdays may be 

considered job abandonment and a voluntary resignation of employment. 
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General MRO Aerospace, Inc recognizes that there may be times when absences and tardiness 

cannot be avoided. However, if absent for an emergency, employees are expected to personally 

notify management by telephone as early as possible, but no later than one (1) hour before the 

start of the working day, if going to be absent or late. Emailing management is not acceptable.  

Disciplinary action taken because of absenteeism or tardiness will be considered on an individual 

basis, following a review of the employee's absentee and overall work record. 

 
In addressing attendance and punctuality matters under this Policy, in all cases, consideration will be 

given, to the requirements of federal, state and local laws regarding disability and family and medical 

leave, and other leave laws. 

 

6-22. Acceptable Use of social media 
 
We understand that social media can be a fun and rewarding way to share your life and opinions with 

family, friends and co-workers around the world. However, use of social media, blogs, personal websites, 

and message boards also present certain risks and carries with it certain responsibilities. To assist you 

in making responsible decisions about your use of social media, we have established 

these guidelines for appropriate use of social media. This policy applies to all associates who work for 

General MRO Aerospace, Inc. The Company trusts and expects employees to exercise personal 

responsibility whenever they participate in social media. Ultimately, you are solely responsible for what 

you post online. 

 

Guidelines 

In the rapidly expanding world of electronic communication, social media can mean many things. Social 

media includes all means of communicating or posting information or content of any sort on the 

Internet, including to your own or someone else's web log or blog, journal or diary, personal web site, 

social networking or affinity web site, web bulletin board or a chat room, whether or not associated or 

affiliated with the Company, as well as any other form of electronic communication. The same principles 

and guidelines found in the Company's policies and three basic beliefs apply to your activities online. 

Ultimately, you are solely responsible for what you post online. Before creating online content, consider 

some of the risks and rewards that are involved. Keep in mind that any of your conduct that adversely 

affects your job performance, the performance of fellow associates or otherwise adversely affects 

members, customers, suppliers, people who work on behalf of the Company or the Company's 

legitimate business interests may result in disciplinary action up to and including termination. 

 

Know and Follow the Rules 

Carefully read this handbook to ensure your postings are consistent with these policies. Inappropriate 

postings that may include discriminatory remarks, harassment, and threats of violence or similar 

inappropriate or unlawful conduct will not be tolerated and may subject you to disciplinary action up to 
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and including termination. 

 

Be Respectful 

The Company's Equal Employment Opportunity policy and its policies against discrimination, sexual or 

other harassment or retaliation apply fully to the use of the Internet, including social media sites. Always 

be fair and courteous to fellow associates, customers, members, suppliers or people who work on behalf 

of the Company. Also, keep in mind that you are more likely to resolve work-related complaints by 

speaking directly with your co-workers, supervisors and managers than by posting complaints to a social 

media outlet. Nevertheless, if you decide to post complaints or criticism, avoid using statements, 

photographs, video or audio that reasonably could be viewed as malicious, obscene, threatening or 

intimidating, that disparage customers, members, associates or suppliers, or that might constitute 

harassment or bullying. Examples of such conduct might include offensive posts meant to intentionally 

harm someone's reputation or posts that could contribute to a hostile work environment on the basis 

of race, sex, disability, religion or any other status protected by law or company policy. If conduct is in 

violation of the above, the Company may request that you cease the improper commentary or remove 

the offensive posting, and may take appropriate disciplinary action, up to and including termination of 

employment. 

 

Be Honest and Accurate 

Make sure you are always honest and accurate when posting information or news, and if you make a 

mistake, correct it quickly. Be open about any previous posts you have altered. Remember that the 

Internet archives almost everything; therefore, even deleted postings can be searched. Never post any 

information or rumors that you know to be false about the Company, fellow associates, members, 

customers, suppliers, people working on behalf of the Company, or competitors. 

 

Post Only Appropriate and Respectful Content 

 
Maintain the confidentiality of the Company trade secrets and private or confidential 

information. Trades secrets may include information regarding the development of systems, 

processes, products, knowhow and technology. Do not post internal reports, policies, 

procedures or other internal business-related confidential communications. 

Do not create a link from your blog, website or other social networking site to the Company's 

website without identifying yourself as an associate of the Company. 

Express only your personal opinions. Never represent yourself as a spokesperson for the 

Company. If the Company is a subject of the content you are creating, be clear and open about 

the fact that you are an associate and make it clear that your views do not represent those of 

the Company, fellow associates, members, customers, suppliers or people working on behalf of 

the Company. If you do publish a blog or post online related to the work you do or subjects 

associated with the Company, make it clear that you are not speaking on behalf of the Company. 
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It is best to include a disclaimer such as "The postings on this site are my own and do not 

necessarily reflect the views of my employer." 

You may not disclose trade secrets, confidential information, or other proprietary information 

belonging to the Company or its customers to individuals outside the Company, including 

through social media and other Internet postings. 

Your use of social media and the Internet must comply with copyright, trademark and other 

intellectual property and related laws which may restrict the use and copying of materials 

belonging to the Company and/ or third parties. Copyrighted and trademarked material may 

include company logos, and company advertising and marketing materials. 

 
Using Social Media at Work 

Refrain from using social media while on work time or on equipment we provide, unless it is work- 

related as authorized by your manager. Do not use the Company's email addresses to register on social 

networks, blogs or other online tools utilized for personal use. 

 

Engaging with the Company's Authorized Social Media Platforms 

Company employees may  comment, retweet, "like" or otherwise interact with the Company's 

authorized social media platforms, so long as the content of their engagement is factual, not misleading 

and in accordance with this Policy, and so long as the employees' affiliation with General MRO 

Aerospace is disclosed on their social media platforms in accordance with this Policy. 

 

Retaliation Policy 

The Company prohibits taking negative action against any employee for reporting a possible deviation 

from this policy or for cooperating in an investigation. Any employee who retaliates against another 

employee for reporting a possible deviation from this policy or for cooperating in an investigation will 

be subject to disciplinary action, up to and including termination. 

If you have questions or need further guidance, please contact your supervisor or the Human Resources 

Department. 

 

6-23. Company Property 
 
In the beginning of the employee's employment relationship with General MRO Aerospace, Inc, the 

employees acknowledged that they are required to take proper care of all company equipment 

entrusted with. Upon termination of employment or at the request of the Company, employees are 

required to return all the Company property including, but not limited to: manuals, office keys, Company 

forms and other printed materials, computer or laptop, cell phones, software, other hardware, any other 

Company equipment, and passwords. Employees will return all property of Company and that the 

property will be returned in proper working order. Employees may be held financially responsible for 
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damaged property or any unreturned property. This includes, but is not limited to, the items listed 

above. General MRO Aerospace considers refusal to return company property to be theft. If the above 

listed items are not returned the Company will contact local law enforcement and will lead to criminal 

prosecution by Company. 

 

6-24. No-Solicitation/No-Distribution 
 
Our policy outlines our restrictions for distributing materials and soliciting funds, donations and 

signatures in activities or groups. This policy applies to all employees as well as external visitors, partners 

and customers that may be on company premises during working hours. 

"Workplace" refers to any area on premises where employees work (offices, meeting rooms, reception 

etc.) This definition excludes cafeterias, common rooms, hallways or other places where employees 

don't usually carry out their job duties. 

"Working hours" are any time during which an employee is expected to carry out their job duties. This 

definition excludes meal or rest breaks. 

This policy does not refer to any kind of work-related matters. Employees can discuss and request 

assistance or participation in work-related projects. Discussions that fall under the purview of laws 

protecting unionizing are also excluded from this policy. 

Solicitation is any form of requesting money, support or participation for products, groups, 

organizations or causes which are unrelated to our company. These include but are not limited to: 

 
Seeking funds or donations for a non-profit organization 

Asking for signatures for a petition 

Selling merchandise or services Requesting 

support for a political candidate Engaging 

in religious proselytism 

 

Distribution refers to disseminating literature or material for commercial or political purposes. 

 

• Employees may be prohibited from distributing any materials during his or her working time. 

"Working time" includes all time during which an employee is assigned to or engaged in the 

performance of job duties, but does not include scheduled breaks or meal periods during which 

time the employee is not assigned to or expected to perform any job duties. In addition, it does 

not include the time before and after the employee's shift. Regardless of whether they are on 

working time, employees may be prohibited from distributing any materials in working areas. 

"Working areas" include all areas where work is actually performed, but does not include areas 

such as break rooms, parking lots, locker rooms, and employee cafeterias. 

• Employees may be prohibited from soliciting another employee during his or her working time or 

during the other employee's working time. 
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• For health care and retail employers, employees may be prohibited from soliciting another 

employee at any time in certain working areas (such as patient care areas or retail sales floors). 

• Non-employees do not have to be allowed to solicit employees or distribute written material on 

Company property. At any time. Ever. 

 
Former employees are prohibited from soliciting customers or other employees for business purposes 

and to their benefit in and outside of company premises. The company may require employees to sign 

a non-solicitation agreement before they leave the company. 

As an employee, you may solicit from your co-workers only when you want to: 

 

• Ask colleagues to help organize events for another employee (e.g. adoption/birth of a child, 

promotion, retiring.) 

• Seek support for a cause, charity or fundraising event sponsored, funded, organized or 

authorized by our company. 

• Invite colleagues to employee activities for an authorized non-business purpose (e.g. recreation, 

volunteering.) 

• Ask colleagues to participate in employment-related activities or groups protected by law (e.g. 

trade unions.) 

 
In all cases, we ask that you do not disturb or distract co-workers from their work. We also prohibit 

offensive solicitation or solicitation for personal profit: 

 

• Selling goods for personal profit. 

• Requesting support or funding for political campaigns. 

• Unauthorized posting of non-work-related material on company bulletin boards. 

• Solicitation or distribution of non-business literature towards customers, partners and vendors. 

Proselytizing others to groups or initiatives that violate non-discrimination and equal opportunity 

policies. 

 
Employees have the legal right to refuse assistance or participation to any kind of activities or 

organizations. Employees should not be forced or harassed to support fundraising events, collections, 

purchasing of merchandise or other activities. 

This policy applies in the same manner to all individuals or groups. Our company and managers must 

not allow one group or person to engage in solicitation, while excluding others. 

Employees may refer any questions or doubts to the Human Resources Department. Nothing in this policy, 
however, is intended to or shall be deemed to interfere with or restrict the right of employees to discuss 
their terms and conditions of employment with others or to exercise any other right protected by the 
National Labor Relations Act or other applicable law. 

 

6-25. Inventions and Confidentiality 
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This policy summarizes General MRO Aerospace employees' responsibilities as they relate to 

confidentiality and inventions. The objective of the policy is to further the interests of the Company and 

to permit General MRO Aerospace to comply with its obligations, including obligations to its licensors 

and actual and prospective customers and others with whom the Company may have similar obligations 

regarding confidentiality and inventions. 

 

Ownership of Employee Inventions 

By accepting employment, an employee agrees that General MRO Aerospace will own any and all 

inventions that, in its opinion, are made on company time or with company assets, that relate to the 

Company's business, or that are required to meet its obligations, and that the employee will assist 

General MRO Aerospace in perfecting and protecting its title to these inventions. 

 

Protection of Confidential Company Information 

During the course of their employment at the Company, employees may have access to General MRO 

Aerospace’s confidential, secret and proprietary information. Employees should maintain such 

information in confidence and use such information only in the interest of General MRO Aerospace. 

The employee may use or disclose information learned or acquired through his or her association with 

the Company only for the performance of his or her job or as otherwise permitted by law. Particular 

care must be taken to keep confidential any information that is: 

 
Of possible value to competitors. 

Potentially damaging to customers and their competitors. 

Information received under an express or implied secrecy obligation. 

Information received from third parties outside General MRO 

Aerospace. 

 

Confidential company information is just for General MRO Aerospace’s use and is not intended for 

distribution outside the company. Distribution of such information requires both a need to know and a 

right to know the information requested. 

For purposes of this policy, "confidential information" includes the Company's proprietary and/or trade 

secret information, as well as the proprietary and/or trade secret information disclosed or entrusted to 

the Company by its licensees, suppliers, customers or other persons with whom the Company has a 

business relationship. In addition, "confidential information" includes non-public information relating 

to: 

 

• Company designs for products, advertising and promotional materials and store environments; 

Company business and marketing analyses, plans, strategies and methods; 

• Company financial, sales and pricing information; 

• Company product and services information, know-how, formulas, processes, systems and 
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technologies; 

• Company materials (including this handbook), customer books, records and databases; 

• Company techniques and programs for finding, analyzing and distributing data or information; 

• "Confidential information" also includes employee medical information maintained by the 

Company in accordance with applicable law, as well as other non-public data compiled by the 

Company pertaining to its business, including its employees, contractors, licensees, suppliers, 

customers and competitors. 

Information acquired by an employee in the course of his or her employment with General MRO 

Aerospace must not be used for the employee's individual benefit. Access to General MRO 

Aerospace’s confidential information does not carry with its personal benefit or advantage to General 

MRO Aerospace employees but imposes an obligation on every employee to keep such information 

confidential and to use it solely in the interest of General MRO Aerospace. 

Nothing in this policy, however, is intended to or shall be deemed to interfere with or restrict the right of 

employees to discuss their terms and conditions of employment with others or to exercise any other 

right protected by the National Labor Relations Act or other applicable law. 

When in doubt, the employee should treat information acquired in the course of employment at 

General MRO Aerospace in the strictest confidence and consult the legal group or the Human Resources 

Department for clarification. 

 

6-26. Outside Employment 
 
We hope that you will not find it necessary to seek additional outside employment. However, if you are 

planning to accept an outside position, you must notify your supervisor in writing. Outside employment 

must not conflict in any way with your responsibilities within our company. You may not work for 

competitors nor may you take an ownership position with a competitor. Employees may not conduct 

outside work or use company property, equipment, or facilities in connection with outside work while 

on company time. Failure to comply with this policy or disclose applications for outside employment, 

may result in discipline up to and including immediate termination. 

 

6-27. Fraternization 
 
General MRO Aerospace recognizes and respects the rights of employees to associate freely and pursue 

personal relationships with those they encounter in the work environment. However, employees must 

use good judgment to ensure that those relationships do not compromise their job performance or their 

ability to supervise others. It is considered unprofessional if the conduct arising from a friendship, 

romantic or otherwise intimate relationship between employees in the same work location creates an 

uncomfortable work environment or has an adverse impact on others. This includes, but is not limited 

to, favoritism, open displays of affection or making business decisions based on emotions or friendships 

rather than on the best interest of the Company. Employees who find themselves in an intimate 
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relationship or friendship should use tact, good judgment and sensitivity. 

 

Employees in a reporting relationship with someone they are consensually dating or married to or with 

whom they are romantically involved must inform the next level of management and/or Human 

Resources. In order to protect the interests of both employees and avoid any conflict of interest, the 

Company will work with both individuals to ensure that their employment responsibilities remain 

separate from their personal relationship. The Company may determine that, in order to avoid an actual 

or perceived conflict of interest, it is necessary to transfer one of the individuals, or have one of them 

resign. Unacceptable Behavior 

When two employees are in a relationship with one another, they should behave appropriately in the 

workplace. We define unacceptable behavior as any action that: 

 

• Offends our people. 

• Disrupts or hinders our operations. 

• Distracts our employees from their duties. 

• Decreases our employees' individual performance. 
 

Examples of unacceptable behavior for employees are:  

• Arguing in the workplace during or after working hours. 

• Kissing or touching inappropriately in front of colleagues. 

• Exchanging an excessive number of instant messages or calls unrelated to their work during 

working hours. 

• Making their colleagues uncomfortable by talking or boasting about the relationship during 

working hours. 

 
Employees who exhibit unacceptable behavior will face progressive discipline, up to and including 

termination in cases of repeated violations. Human Resources is responsible for determining 

appropriate penalties. 

Employees are also obliged to behave appropriately towards their colleagues who date each other. We 

prohibit victimization and hostility towards employees for any reason. This includes sexual jokes, gossip 

and improper comments. Employees who witness this kind of behavior should report it to HR. 

 

Dating Managers 

To avoid accusations of favoritism, abuse of authority and sexual harassment, we prohibit supervisors 

from dating employees who report to them. This restriction may extend to every manager within two 

levels above an employee, regardless of team or department to facilitate moving or promoting 

employees. 

Supervisors are strictly forbidden from dating their direct reports. If this occurs, the supervisor may face 

disciplinary action up to and including termination. This rule may be less strict in cases when managers 
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enter into a consenting relationship with an employee from another team or department. When this 

happens, they must inform Human Resources as soon as possible. It's to their best interest not to 

conceal their relationship as they may provoke disciplinary action if and when they are discovered. 

Human Resources will evaluate the situation and act accordingly (e.g. transfer an employee or prepare 

a "love contract" to ensure the relationship is consensual.) 

Employees will not face demotion, victimization or loss of benefits if we have to transfer them to 

another team or department. The supervisor may be reprimanded depending on the circumstances. We 

may terminate those who repeatedly disregard this restriction. 

 

Couples Who are Married or in a Domestic Partnership 

Employees who enter in an official relationship with another employee after they're both hired by our 

Company should follow the rules outlined above. A married employee (or an employee who has a 

domestic partner) who serves as hiring manager for their team is not allowed to consider hiring their 

partner for open roles. This might bring about questions of favoritism in the hiring process. They are 

allowed to refer their partner for employment to other teams or departments for which they don't 

have any managerial or hiring authority. 

If we discover that a hiring manager hired their partner, Human Resources may move one of them to 

another team or branch where one won't supervise the other. The hiring manager will receive a 

reprimand, as their hiring decision may have compromised our company's commitment to equal 

opportunity and avoiding favoritism. 

 

Friendships in the Workplace 

Employees who work together may naturally form friendships either in or out of their workplace. We 

encourage this relationship between peers, as it can help employees communicate, collaborate and 

preserve harmony while working. 

However, we must consider the negative consequences of forming this kind of personal relationship. 

Employees who are friends might occasionally: 

Enter into disputes over borrowed money. 

Gossip about colleagues and acquaintances. 

Form cliques that exclude certain colleagues and bring discord. 

Prevent one another (whether directly or indirectly) from accepting promotions or relocations 

for the sake of their friendship. 

 
To mitigate possible issues, we advise our employees to: 

• Discuss non-work-related issues outside of the workplace. Ask for their managers or Human 
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Resources' help when they are unable to resolve an issue or conflict of interest. 

• Follow our Code of Conduct and act professionally at all times. 

• Focus on their work instead of their friendships while at the office 

 

Friendships with Supervisors 

Being friends with one's manager may have both positive and negative consequences. On one hand, 

friendship might facilitate honesty, trust and job satisfaction for both parties. But friendship might also 

make managers and employees confused about how they should treat each other. Questions of 

favoritism might arise too, and result in negative feelings and loss of morale. 

For these reasons, we discourage employees being friends with their managers. We do encourage a 

harmonious and open relationship, but we think it's to everyone's best interest if managers are not 

involved with their direct reports outside of the workplace. 

 
Openness 

The key point of this policy is openness. We can't stop employees from forming relationships with one 

another and trying to prohibit them from doing so could incite deceit, resentment and gossip. 

For this reason, we expect our employees to be open about their personal relationships with colleagues. 

This does not mean that employees should draw attention to their relationship. But, keeping work 

relationships secret may negatively impact all parties involved. 

Human Resources will be at our employees' disposal to explain our policy, attitude and course of action 

in cases of violation. 

 

General MRO Aerospace’s Commitment 

Just like we expect employees to comply with this policy, our company has responsibilities that we are 

obliged to follow. We will: 

 

• Enforce this policy to Human Resources and senior management as well as employees 

• Treat everyone equally when taking disciplinary action without discriminating against protected 

characteristics 

• Prohibit victimization, violence and retaliation of any kind 

• Examine each situation separately and consider all aspects and perspectives before making 

decisions 

 

Our employees should follow our anti-discrimination policy at all times. For example, Human Resources 

must not penalize a same-sex couple differently than a heterosexual couple when they both have 

violated the present policy in the same manner. Likewise, if a team member is discovered to have a 
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relationship with their manager, the person who will be transferred or terminated must not be chosen 

based on their gender. 

We will keep our employees' freedom and individual rights in mind and follow the law. 

 

6-28. Progressive Discipline 
 
The guidelines for the disciplinary counseling process below are in place to help you understand, with 

fair notice, what is expected of you. 

General MRO Aerospace’s goal is to use positive discipline in order to improve an employee's 

performance and conduct. We have high performance expectations because we strongly believe that 

everyone benefits when we all work together and conduct ourselves in a manner that provides respect 

for both the employee and the Company. It is our philosophy to take corrective action measures when 

needed for the purpose of addressing areas of performance deficiency, or violations of policies and 

procedures. 

The purpose of corrective action is to both correct the situation and to avoid repetition. While the 

Company's general goal is to correct employment issues through positive discipline, some circumstances 

may dictate terminating the employee without any prior counseling or notice. Thus, General MRO 

Aerospace’s retains the right to treat each instance on an individual basis without creating a precedent 

for other cases which may arise at a future date. Corrective action may include any of a variety of actions, 

depending on the circumstances and severity of the particular situation. Below are the disciplinary steps 

which may be followed when a breach of policies and procedures has been disregarded: 

 

Verbal Warning 

For minor offenses. The counseling will be conducted in private, as soon as the offense has been 

identified. The employee will be asked to sign the verbal warning acknowledging the discussion and a 

copy will be placed in the employee file. 

 

Written Warning 

For more serious violations, or when verbal counseling has been previously provided, and corrective 

action has not followed. Written documentation may contain: the facts surrounding the offense, 

supporting documentation, a plan of action for correcting the offense, and consequences for failure to 

comply. A meeting with the employee to go over the issue(s) that requires change will take place, and 

the employee will be coached and counseled on ways to improve. The employee will be asked to sign 

the warning acknowledging the discussion and a copy will be placed in the employee file. 

 

Dismissal 

Employees are subject to dismissal if they have received prior written warning(s) and the offense(s) is 
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repetitive in nature. Repeated offenses or of a significant nature may be grounds for immediate 

dismissal. If the employee feels that the description of events leading to discipline is inaccurate, he/she 

may provide a written response which will be placed in his/her employee personnel file. 

Nothing in this policy is intended to alter the employment-at-will relationship between the employee 

and General MRO Aerospace. 

6-39. Separation of Employment 
 
Separation of employment within General MRO Aerospace can occur for several different reasons. 

Resignation: Although we hope your employment with us will be a mutually rewarding experience, we 

understand that varying circumstances cause employees to voluntarily resign employment. Resigning 

employees are encouraged to provide two weeks' notice, preferably in writing, to facilitate a smooth 

transition out of the organization. If an employee provides less notice than requested, the employer 

may deem the individual to be ineligible for rehire depending on the circumstances regarding the notice 

given. 

Job abandonment: Employees who fail to report to work or contact their supervisor for two (2) 

consecutive workdays shall be considered to have abandoned the job without notice, effective at the end 

of their normal shift on the third day. Employees who are separated due to job abandonment are 

ineligible to receive accrued benefits and are ineligible for rehire. 

Termination: Employees of General MRO Aerospace are employed on an at-will basis, and the Company 

retains the right to terminate an employee at any time. Some acceptable reasons for termination 

include, but are not limited to: 

 

1. Incompetence, including lack of productivity or poor quality of work. 
2. Insubordination and related issues such as dishonesty and breaking company rules. 
3. Attendance issues, such as frequent absences or chronic tardiness. 
4. Theft or other criminal behavior including revealing trade secrets. 
5. Sexual harassment and other discriminatory behavior in the workplace. 

Physical violence or threats against other employees. 

6-30. Confidentiality 

At times, you will have access to and learn about confidential, secret, and proprietary documents, 
materials, data and other information, relating to the Company, its business, its prospective 
customers, suppliers, investors, and other associated third parties. The rule of thumb to remember 
is that all information gathered by, retained or generated by the Company is confidential. There shall 
be no disclosure of any confidential information to anyone outside the Company without the appropriate 
authorization. 
For the purpose of this Employee Handbook, the term “Confidential Information” includes, but is not 
limited to, all information not generally known to the public, in spoken, printed, electronic, or any 
other form or medium, relating directly or indirectly to: an employee’s employment agreement, 
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compensation structure, bonuses, agreements between the employee and the Company, business 
processes, computer software, device configurations, proprietary technology, trade secrets, patent 
process, research and development data, market studies and forecasts, competitive analysis, 
prevention and pricing policies, sales activities or procedures, the substance of agreement with 
customers and others, marketing arrangements,  customer credit or other financial data service and 
training programs and arrangements, supplier information, vender information, employee lists or 
customer lists which may come to an employee’s  knowledge during such employee’s employment 
with the Company, or any other proprietary or confidential information of the Company or other 
parties with whom the Company has business relations concerning the business and activities of the 
Company or such other parties. 

 
It is your duty and responsibility to safeguard all Confidential Information. This includes the 
dissemination of information by any available means, including but not limited to telephone, fax and e- 
mail. When any inquiry is made regarding the confidentiality of any employee or customer, the inquiry 
must be forwarded to your supervisor or Management without comment on your part. Employees 
agree not to directly or indirectly disclose, publish, communicate, or make available Confidential 
Information, or allow it to be disclosed, published, communicated, or made available, in whole or 
part, to any entity or person whatsoever (including other employees of the Company not having a 
need to know and authority to know and to use the Confidential Information in connection with the 
business of the Company) and, in any event, not to anyone outside of the direct employ of the 
Company, except as required in the performance of any of the employee's authorized employment 
duties to the Company or with the prior consent of an authorized officer acting on behalf of the 
Company.  

 
Confidential Information shall be disclosed and/or discussed only on a “need to know” basis. 
Conversation of a confidential nature must never be held within earshot of the public or customers. 
 

6-31. Non-Solicitation 
 

Each employee expressly covenants and agrees not to, without first obtaining the written consent of the 

Company, during the term of employment and for two years after the termination (for whatever reason) of the 

employee’s employment, either directly or indirectly, (a) solicit or attempt to solicit business from any person 

who has done business with the Company during the employee’s term of the employment with the Company or 

with whom the Company is discussing the commencement of business relations at the time of the employee’s 

termination, or (b) induce or attempt to induce any person who is at the time in question an employee of the 

Company to terminate his or her employment with the Company. 

 

6-32. Proprietary Rights of Employee’s Work Product 
 
All writings, works of authorship, technology, inventions, discoveries, ideas and other work product of any 
nature, that are created, prepared, edited, conceived, or reduced to practice by an employee individually or 
jointly with others during the employee’s period of employment by the Company and relating in any way to the 
business, research, or development of the Company (regardless of when or where the work is prepared or 
whose equipment or other resources is used in preparing the same) and all printed, physical, and electronic 
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copies, all improvements, rights, and claims related to the foregoing (collectively, "Work Product"), as well as 
any and all rights in and to copyrights, trade secrets, trademarks (and related goodwill), patents, and other 
intellectual property rights therein arising in any jurisdiction throughout the world (collectively, "Intellectual 

Property Rights"), shall be the sole and exclusive property of the Company. Work Product includes, but is not 
limited to, plans, publications, research, strategies, techniques, agreements, documents, contracts, terms of 
agreements, negotiations, know-how, computer programs, computer applications, software design, web 
design, work in process, databases, manuals, results, developments, reports, market studies, formulae, notes, 
communications,  algorithms, product plans, product designs, styles, models, audiovisual programs, inventions, 
unpublished patent applications, original works of authorship, discoveries, experimental processes, 
experimental results, specifications, customer information, client information, customer lists, client lists, 
marketing information, advertising information, and sales information. 
 
Employees acknowledge that, by reason of being employed by the Company, to the extent permitted by law, all 
of the Work Product consisting of copyrightable subject matter is "work made for hire" as defined in the 
Copyright Act of 1976 (17 U.S.C. § 101), and such copyrights are therefore owned by the Company. To the extent 
that the foregoing does not apply, employees hereby irrevocably assign to the Company, for no additional 
consideration, the entire right, title, and interest in and to all Work Product and Intellectual Property Rights 
therein, including the right to sue, counterclaim, and recover for all past, present, and future infringement, 
misappropriation, or dilution thereof, and all rights corresponding thereto throughout the world. 
 

6-33. Business Gifts 
 
We want at all times to avoid the appearance of impropriety in the acceptance of gifts from business 
contacts or customers. It is the express policy of the Company that you are prohibited from, either 
directly or indirectly, asking, demanding, exacting, soliciting, or seeking, anything of value for yourself 
or for any other person or entity. 
 
It is the express policy of the Company that you are prohibited from, either directly or indirectly, 
accepting, receiving, or agreeing to receive anything of value for yourself or for any other person or entity 
(other than your paycheck from the Company) for or in connection with any transaction or business of 
the Company. If you are promised, offered, or given anything of value from any member, perspective 
member, customer, or perspective customer for or in connection with any transaction or business of 
the Company, you are to advise your immediate supervisor at once.  

 

6-34. Proprietary Rights of Employees’ Work Product 

 

 All writings, works of authorship, technology, inventions, discoveries, ideas and other work 
product of any nature, that are created, prepared, edited, conceived, or reduced to practice by an 
employee individually or jointly with others during the employee’s period of employment by the 
Company and relating in any way to the business, research, or development of the Company 
(regardless of when or where the work is prepared or whose equipment or other resources is used in 
preparing the same) and all printed, physical, and electronic copies, all improvements, rights, and 
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claims related to the foregoing (collectively, "Work Product"), as well as any and all rights in and to 
copyrights, trade secrets, trademarks (and related goodwill), patents, and other intellectual property 
rights therein arising in any jurisdiction throughout the world (collectively, "Intellectual Property 
Rights"), shall be the sole and exclusive property of the Company. Work Product includes, but is not 
limited to, plans, publications, research, strategies, techniques, agreements, documents, contracts, 
terms of agreements, negotiations, know-how, computer programs, computer applications, software 
design, web design, work in process, databases, manuals, results, developments, reports, market 
studies, formulae, notes, communications,  algorithms, product plans, product designs, styles, 
models, audiovisual programs, inventions, unpublished patent applications, original works of 
authorship, discoveries, experimental processes, experimental results, specifications, customer 
information, client information, customer lists, client lists, marketing information, advertising 
information, and sales information. 
 

Employees acknowledge that, by reason of being employed by the Company, to the extent 
permitted by law, all of the Work Product consisting of copyrightable subject matter is "work made 
for hire" as defined in the Copyright Act of 1976 (17 U.S.C. § 101), and such copyrights are therefore 
owned by the Company. To the extent that the foregoing does not apply, employees hereby 
irrevocably assign to the Company, for no additional consideration, the entire right, title, and interest 
in and to all Work Product and Intellectual Property Rights therein, including the right to sue, 
counterclaim, and recover for all past, present, and future infringement, misappropriation, or dilution 
thereof, and all rights corresponding thereto throughout the world. Employees also agree to execute 
and deliver any and all documents necessary to reflect the Company’s ownership thereof, upon 
request of the Company. 
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GENERAL handbook ACKNOWLEDGEMENT 

The undersigned acknowledges receipt of the Company’s Employee Handbook. 

 
The contents of the Employee Handbook are presented as a matter of information. Except for the at-will provisions, the 
Handbook can be amended at any time. I agree to read the Handbook and to follow the guidelines and policies set forth in 
the Handbook and any amendments to the Handbook along with the other policies and procedures of the Company. 

 
It is specifically understood and agreed that the Handbook is for informational purposes only and is not intended to 
create a contract, nor is it a contract, of employment or continuing employment between myself and the Company. It is 
further understood that neither the Handbook nor any policy of the Company is a guarantee or promise of employment 
or continuing employment. 
I understand that I am not being hired for any definite period of time even though my wages are paid regularly. I further 
understand that I am an at-will employee and my employment can be terminated at any time, with or without cause and 
with or without prior notice either by the Company or myself. No promises or representations have been made to me that 
I can be disciplined or discharged from my employment with the Company only under certain circumstances or after 
certain events. 
Company policy requires all employees to be hired at-will and this policy cannot be changed except by a written document 
signed by me and an appropriate officer of the Company, specifically changing my at-will employment status. I have neither 
been requested nor have I signed any such document. 
 
My at-will employment status with the Company has been fully explained and I have been given an opportunity to ask any 
questions regarding Company policies and my at-will employment status. No representative of the Company has made 
any promise or other statements implying employment will be other than what has been stated above. 
 
Disclaimer of Liability: 

Neither The Handbook Center, nor any of its employees, makes any warranty, express or implied, including the warranties 

of merchantability and fitness for a particular purpose, or assumes any legal liability or responsibility for the accuracy, 

completeness, or usefulness of any information, product, or process disclosed, or represents that its use would not infringe 

privately owned rights, with respect to the documents you are being provided or others which are represented as 

available within those documents. The Handbook Center does not make any representations or endorsements of any kind 

whatsoever (including without limitation, warranties of title or non-infringement, or any warranties of merchantability 

or fitness for a particular purpose) with regard to these documents, or with respect to any information, product, service, 

merchandise or other material identified on or through these documents. The Handbook Center does not warrant or 

guarantee the accuracy, completeness, correctness, timeliness or usefulness of any information, products, services, 

merchandise or other material referenced in these documents or on the internet generally. The Handbook Center makes 

no warranty or guarantee that any internet sites identified in the document will be uninterrupted, timely, secure or error-

free. The Handbook Center is not liable to any user or anyone else for any decision made or action taken based on reliance 

upon the information contained on or provided through these documents. The Handbook Center does not waive the 

right to sovereign immunity by making these documents available, or through the representations in these disclaimers. 

 
 

              Date                                                                                   Employee Signature 
 

 

          Employee Printed Name 
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Receipt of Sexual Harassment Policy 

It is General MRO Aerospace, Inc.'s policy to prohibit harassment of any employee by any supervisor, employee, 

customer or vendor on the basis of sex or gender. The purpose of this policy is not to regulate personal morality within 

General MRO Aerospace, Inc. It is to ensure that at General MRO Aerospace, Inc. all employees are free from sexual 

harassment. While it is not easy to define precisely what types of conduct could constitute sexual harassment, 

examples of prohibited behavior include unwelcome sexual advances, requests for sexual favors, obscene gestures, 

displaying sexually graphic magazines, calendars or posters, sending sexually explicit e-mails, text messages and other 

verbal or physical conduct of a sexual nature, such as uninvited touching of a sexual nature or sexually related 

comments. Depending upon the circumstances, improper conduct also can include sexual joking, vulgar or offensive 

conversation or jokes, commenting about the employee's physical appearance, conversation about one's own or 

someone else's sex life, or teasing or other conduct directed toward a person because of their gender which is sufficiently 

severe or pervasive to create an unprofessional and hostile working environment. 

If the employees feel they have been subjected to conduct which violates this policy, they should immediately report 

the matter to the Employee's Supervisor. If unable for any reason to contact this person, or if the employee has not 

received a satisfactory response within five (5) business days after reporting any incident of perceived harassment, 

the employee should contact the Head of Human Resources. If the person toward whom the complaint is directed is 

one of the individuals indicated above, the employee should contact any higher-level manager in their reporting 

hierarchy. Every report of perceived harassment will be fully investigated and corrective action will be taken where  

appropriate. All complaints will be kept confidential to the extent possible, but confidentiality cannot be guaranteed. In 

addition, General MRO Aerospace, Inc. will not allow any form of retaliation against individuals who report 

unwelcome conduct to management or who cooperate in the investigations of such reports in accordance with this 

policy. If the employees feel they have been subjected to any such retaliation, they should report it in the same manner 

in which a claim of perceived harassment would be reported under this policy. Violation of this policy including any 

improper retaliatory conduct will result in disciplinary action, up to and including discharge. All employees must 

cooperate with all investigations. 

I have read and I understand General MRO Aerospace, Inc.'s Sexual Harassment Policy.  

 

              Date                                                                                   Employee Signature 
 

 

          Employee Printed Name 
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Receipt of Non-Harassment Policy 

It is General MRO Aerospace, Inc.'s policy to prohibit intentional and unintentional harassment of any individual by 

another person on the basis of any protected classification including, but not limited to, race, color, national origin, 

disability, religion, marital status, veteran status, sexual orientation or age. The purpose of this policy is not to regulate 

our employees' personal morality, but to ensure that in the workplace, no one harasses another individual. 

Reporting Process 

Any employee who believes he or she has been subject to or witnessed illegal discrimination, including sexual or 

other forms of unlawful harassment, is requested and encouraged to make a complaint. You may, but are not required 

to, complain first to the person you feel is discriminating against or harassing you. You may complain directly to your 

immediate supervisor or department manager, the Human Resources Department, or any other member of management 

with whom you feel comfortable bringing such a complaint. Similarly, if you observe acts of discrimination toward or 

harassment of another employee, you are requested and encouraged to report this to one of the individuals listed above. 

No reprisal, retaliation, or other adverse action will be taken against an employee for making a complaint or report 

of discrimination or harassment or for assisting in the investigation of any such complaint or report. Any suspected 

retaliation or intimidation should be reported immediately to one of the persons identified above. 

All complaints will be investigated promptly and, to the extent possible, with regard for confidentiality. If the 

investigation confirms conduct contrary to this policy has occurred, the Company will take immediate, appropriate, 

corrective action, including discipline, up to and including immediate termination. 

I have read and I understand General MRO Aerospace, Inc.'s Non-Harassment Policy.  

 

 

              Date                                                                                   Employee Signature 
 

 

          Employee Printed Name 
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Receipt of Drug and Alcohol Testing Policy  
 

 General MRO Aerospace, Inc.'s policy applies to all employees at GMA.  The goal is providing a safe, quality-

oriented and productive work environment free of substance in the work environment. Alcohol and drug misuse poses a 

threat to the health and safety of General MRO Aerospace employees and to the security of the company's equipment 

and facilities. For these reasons, General MRO Aerospace is committed to the elimination of drug and alcohol use and 

misuse in the workplace. 

 

All General MRO Aerospace employees will be substance tested as a result of when an employee cause or contribute to 

accidents that seriously damage General MRO Aerospace vehicle, machinery, equipment or property or that result in an 

injury to themselves or another employee requiring offsite medical attention. A circumstance or situation that 

constitutes probable cause when in any instance involving a work-related accident or injury in which an employee who 

was on duty is found to be responsible for causing the accident. In any of these instances, the investigation and subsequent 

testing must take place within two hours following the accident, if not sooner. Refusal by an employee will result in 

immediate termination of employment with GMA. 

 

I have read and I understand General MRO Aerospace, Inc.'s Drug and Alcohol Testing Policy.  

 

I hereby certify that I have received a copy of General MRO Aerospace Drug and Alcohol Testing Policy. 

 

 

              Date                                                                                   Employee Signature 
 

 

          Employee Printed Name 

 

 

Under no circumstances will the employee be allowed to drive himself or herself to the testing facility. 

A member of management must transport the employee or arrange for a cab and arrange for the 

employee to be transported home. 
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WORK PRODUCT AND INTELLECTUAL PROPERTY RIGHTS AGREEMENT 

 

This Work Product and Intellectual Property Rights Agreement (the “Agreement”) is executed effective as of 

______________ (“Effective Date”), by and among ____________________________________, (“Employee “) and 

General MRO Aerospace, Inc. (the “Company”) (hereinafter collectively referred to as the “Parties” and each individually 

as a “Party”).  

 

RECITALS 

 

WHEREAS, the Employee and the Company wish to enter into this Agreement to further protect and 

preserve the Company’s proprietary interests in all products created by the Employee, the Company’s intellectual 

property rights and business interests; 

 

NOW THEREFORE, in consideration of the covenants herein and other good and valuable 

consideration, the receipt and sufficiency which are acknowledged by each Party, the Parties hereto, intending to 

be legally bound, hereby agree as follows: 

 

1. Work Product and Intellectual Property. Employee agrees that all writings, works of 

authorship, technology, inventions, discoveries, ideas and other work product of any nature, that 

are created, prepared, edited, conceived, or reduced to practice by me individually or jointly with 

others during the my employment with the Company (regardless of when or where the work is 

prepared or whose equipment or other resources is used in preparing the same) and all printed, 

physical, and electronic copies, all improvements, rights, and claims related to the foregoing 

(collectively, "Work Product"), as well as any and all exploitation rights, rights in and to 

copyrights, trade secrets, trademarks (and related goodwill), patents, and other intellectual property 

rights therein arising in any jurisdiction throughout the world (collectively, "Intellectual Property 

Rights") shall be deemed the property of the Company. Work Product shall further include, but 

shall not be limited to, plans, publications, research, strategies, techniques, agreements, 

documents, contracts, terms of agreements, negotiations, know-how, computer programs, 

computer applications, software design, web design, work in process, databases, manuals, results, 

developments, reports, market studies, formulae, notes, communications,  algorithms, product 

plans, product designs, styles, models, audiovisual programs, inventions, unpublished patent 

applications, original works of authorship, discoveries, experimental processes, experimental 

results, specifications, customer information, client information, customer lists, client lists, 

marketing information, advertising information, and sales information.  

 

2. Work For Hire. Employee agrees and acknowledges that all of the Work Product consisting of 

copyrightable subject matter is "work made for hire" as defined in the Copyright Act of 1976 (17 

U.S.C. § 101), and such copyrights are therefore owned by the Company. Company is and will 

be the sole and exclusive owner in perpetuity throughout the universe of all right, title, and 

interest in and to the results and proceeds of the Work Product and Intellectual Property 

Rights.  
 

3. Assignment. Employee agrees that to the extent Company is not determined to be the sole owner 

of any Work Product and/or Intellectual Property Rights, and hereby irrevocably assign to the 

Company, for no additional consideration, the entire right, title, and interest in and to all Work 
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Product and Intellectual Property Rights herein, including the right to sue, counterclaim, and 

recover for all past, present, and future infringement, misappropriation, or dilution thereof, and all 

rights corresponding thereto throughout the universe. Employee also agrees to execute and deliver 

any and all documents necessary or desired by the Company to reflect the Company’s ownership 

thereof, upon the Company’s request. 
 

4. Waiver. Employee waives any rights to or claims for compensation, royalties, and/or any other 

form of compensation or credit for any purpose whatsoever in any and all Work for Hire now 

known or hereafter devised throughout the universe in perpetuity. Employee further hereby waives 

any right to injunctive and other equitable relief in the event of a dispute with Company, and any 

defense Employee may have to Company’s enforcement of this Agreement. Employee 

acknowledges that Employee has no right to rescind this Agreement or to interfere with Company's 

production, distribution, exploitation, advertising, or promotion of the Work Product and/or 

Intellectual Property Rights. 
 

5. Disclosure. Employee agrees to promptly and fully disclose to the Company any and all Work 

Product and/or Intellectual Property Rights of which it become aware of and not to remove any of 

the same from the Company property without Company’s express written consent.  
 

6. Use and Return of Company Property. Employee acknowledges that all Work Product and/or 

Intellectual Property Rights belong exclusively to the Company and covenants to return to the 

Company all originals and copies of the same in my possession and/or control, at the request of 

the Company, or, in the absence of such a request, upon the termination of my employment with 

the Company. Employee shall not at any time during the period of Employee’s employment use 

the Work Product or any Company Property including but not limited to intellectual property for 

Employee’s own purposes or for any purposes or interests other than those of the Company.  
 

7. Indemnification. Employee agrees to indemnify, defend, and hold harmless Company and its 

affiliates, and its and their respective officers, directors, employees, agents, successors, and 

assigns, from and against any claims, judgments, damages, liabilities, settlements, losses, costs, 

and expenses, including attorneys' fees and disbursements, arising from or relating to any breach 

by Employee of the representations, warranties, and other obligations set forth hereunder. 
 

8. Amendment. No amendment, waiver, modification or variation of the terms, conditions, 

warranties, covenants, agreements or undertakings set out herein shall be of any force or effect 

unless reduced to writing duly executed by the Parties hereto.  
 

9. Severability. Any provision of this Agreement which is prohibited or unenforceable shall be 

deemed automatically amended so that it is enforceable to the maximum extent permissible under 

the laws of that jurisdiction without invalidating the remaining provisions herein.  
 

10. Successors and Assigns. This Agreement shall inure to the benefit of and be binding upon the 

Parties and their respective successors and permitted assigns. Employee may not assign this 

Agreement or any interest herein without the prior written consent of the Company.  
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11. Governing Law. This Agreement shall be construed, enforced, performed and in all respects 

governed by and in accordance with the laws of the State of Florida. The Parties hereto submit and 

attorn to the jurisdiction of the courts of Miami-Dade County, Florida. 
 

12. Entire Agreement. The Parties are not relying upon any prior contemporaneous, or concurrent 

oral, tacit, or written, representation, statement, letter agreement, understanding, side-deal, 

inducement, warranty, or utterance as an inducement to enter into this Agreement. This Agreement 

constitutes the entire understanding of the Parties with respect to the disposition of the matters 

contained herein. 
 

13. Construction. The provisions of this Agreement shall be construed according to their fair meaning 

and neither for nor against any Party hereto irrespective of which Party caused such provisions to 

be drafted. The headings in this Agreement are only for convenience and cannot be used in 

interpretation.  
 

14. Counterparts. This Agreement may be executed in one or more counterparts and each counterpart 

shall be deemed to be an original. Facsimile and electronic signatures shall be deemed to be 

original signatures. Signatures to the Agreement transmitted by facsimile or e-mail shall have the 

same force and effect as originals. 
 

 
[Signatures to Follow] 
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IN WITNESS WHEREOF, the Parties hereto have executed this Agreement as of the Effective Date. 

 
 

EMPLOYEE:  

 

Name: _________________________________________ 

 

Sign: _________________________________________ 

 

Date: _________________________________________ 

 

 

COMPANY:  

 

Name: _________________________________________ 

 

Sign: _________________________________________ 

 

Date: _________________________________________ 

 


