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Welcome to Freedom Industries, Inc. 

Welcome  

We’re excited to have you as part of the Freedom Industries team.   

As a 100% Employee-Owned Company, our success is built on our Core Focus, Core Values, and every 

teammate of Freedom Industries.   

This manual is designed to help you understand the company, its policies, and resources available to you, 

to support you in your role and ensure a safe, productive, and respectful workplace for all. 

Welcome aboard – we look forward to achieving great things together!      

Core Focus 

Our Purpose is to Honor God by Building a Great Future for our Freedom Family through Relationship 

Driven Industrial Construction and Maintenance.   



ii 
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Section 1: About This Owners Manual 

About This Owners Manual 

The Freedom Industries, Inc. Owners Manual provides employee owners with general guidance regarding 

company policies, expectations, and benefits. It is intended to support a safe, respectful, and productive 

workplace while reinforcing our shared responsibility as an employee-owned company. 

References may be made throughout this manual to benefits, documents, policies and other information.  

Because this manual is intended for general guidance only, in cases of conflict or discrepancy, the official 

written policy or document shall prevail. 

It is the goal of the Company to provide all documents related to policy, procedure, benefits and other 

information in multiple formats to ensure accessibility.  Should you need assistance, please contact the 

Human Resources Department.   

While every effort will be made to provide advance notice, Freedom Industries, Inc. reserves the right to 

interpret, modify, suspend, revoke, or terminate any policy, practice, or benefit described in this Owners 

Manual at any time, with or without notice, subject to applicable law. 

 

Section 2: Employment Compliance

At-Will Employment 

Employment with Freedom Industries, Inc. is at-will. This means that either the employee or the 

Company may terminate the employment relationship at any time, with or without cause or notice, subject 

to applicable law. 

No statement, policy, or practice—written or oral—can alter the at-will employment relationship unless it 

is contained in a written agreement signed by both the employee and an authorized officer of the 

Company. 

Equal Employment Opportunity

Freedom Industries, Inc. is an equal opportunity employer. We are committed to maintaining a workplace 
free from discrimination and harassment and to providing equal employment opportunities to all qualified 

individuals. 

Employment decisions are made without regard to race, color, religion, sex, sexual orientation, gender 
identity or expression, age, national origin, disability, genetic information, veteran status, or any other 

status protected by applicable law. 

Anti-Harassment and Non-Discrimination 

Harassment or discrimination of any kind is not tolerated. This includes unwelcome conduct—verbal, 

physical, visual, or electronic—that is based on a protected characteristic and that unreasonably interferes 

with an employee’s work or creates an intimidating, hostile, or offensive working environment. 

Reasonable Accommodation 

Freedom Industries, Inc. is committed to providing equal employment opportunities and will provide 

reasonable accommodations to qualified employees or applicants with disabilities and to employees with 
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sincerely held religious beliefs, practices, or observances, unless doing so would cause undue hardship to 

the company in accordance with applicable law. 

Employees who need accommodation should promptly notify their supervisor or Human Resources. 

Requests will be reviewed confidentially, and the company will work with the employee to identify possible 

solutions that meet both the employees’ needs and the company’s operational requirements. 

Reporting and Investigation 

Employees who believe they have experienced or witnessed discrimination or harassment are encouraged 

to report the behavior to a supervisor, Human Resources, or any member of Company leadership. 

Employees are not required to report concerns to their direct supervisor.  Retaliation against individuals 

who report concerns or participate in investigations in good faith is strictly prohibited. 

The Company will review concerns promptly and confidentially to the extent possible.  Anyone found to 

have engaged in discrimination, harassment, or retaliation will be subject to disciplinary action, up to and 

including termination of employment.   

 

Section 3: Professional Conduct & Confidentiality 

Confidential Information 

During employment, certain individuals may have access to confidential or proprietary information 

belonging to Freedom Industries, Inc., its employees, customers, or business partners. Employees are 
expected to protect this information and use it only for legitimate business purposes and disclose it only to 

individuals with a legitimate need to know.  

This policy does not restrict employees from engaging in legally protected communications or from 

reporting concerns to appropriate government agencies as permitted by law. 

Failure to protect confidential information may result in corrective action, up to and including termination 

of employment. 

Professional Conduct and Communications 

As an employee-owned company, Freedom Industries expects employee owners to act professionally and 

respectfully in all work-related communications and interactions. 

Conduct that is abusive, threatening, discriminatory, or otherwise inconsistent with Company policies or 

applicable law is not permitted, and may result in corrective action, up to and including termination of 

employment.  

Employees are expected to maintain appropriate communications with coworkers, customers, vendors, 

and client personnel. 

Conflict of Interest 

The Company recognizes that employees may occasionally seek secondary employment; however, such 

activities must not interfere with your primary responsibilities or create a conflict of interest.  

Any outside work must be disclosed to and approved by Human Resources or management prior to 

commencement. To ensure the integrity of your role, you are prohibited from working for direct 
competitors or utilizing company time, facilities, or confidential information for external purposes. All 
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employees are expected to maintain their primary performance standards and ensure that outside 

commitments do not result in divided loyalties or a compromise of company interests.  

 

Section 4: Dress Code & Personal Appearance 

General Standard 

Freedom Industries, Inc. expects employee owners to maintain a neat, clean, and professional appearance 

that reflects the Company’s values, supports safety, and is appropriate for the work environment and 

customer interactions. 

Clothing, footwear, and personal appearance must not interfere with job duties, compromise safety, or 

create a distracting or unprofessional work environment. 

Competitor Apparel 

While working or representing Freedom Industries, Inc., employees may not wear clothing, hats, or other 

apparel that displays the name, logo, or branding of a competitor, customer, or vendor in a manner that 

could create confusion or reflect adversely on the Company.  

Field / Jobsite Employees 

In addition to required Personal Protective Equipment (PPE), employees working in field, shop, or jobsite 

environments must comply with the following dress standards: 

• Long pants are required. 

• Pants must always be worn at the waist. 
• Shirts must have sleeves (no tank tops, sleeveless shirts, or muscle shirts). 

• Shirts must fully cover the torso; exposed midriff is not permitted. 

• Clothing must fit appropriately and be worn in a manner that maintains proper coverage. 
• Footwear must comply with safety requirements (safety-toe footwear that covers the ankle). 

• Clothing that is too loose, torn, or otherwise unsafe for the work area is not permitted. 

Eligible employees may wish to utilize uniform rental services. Uniform rental is provided by a third party 

and costs are payroll-deducted on a weekly basis. Employees should contact their supervisor for more 

information.  

Office / Administrative Employees 

Office and administrative employees are expected to dress in business casual attire appropriate for a 

professional workplace and interaction with coworkers, customers, vendors and visitors.  

Business casual attire may include: 

• Jeans that are clean, professional in appearance, and free of holes, tears, or excessive distress 

• Business shorts (female employees only), skirts, skorts, and dresses should be no shorter than 

three inches above the knee 

The following are not appropriate and therefore unacceptable in the office environment: 

• Clothing that is excessively tight, revealing, or see-through 

• Overly casual attire such as sweatpants, pajamas and yoga pants 
• Exposed midriff, undergarments or spaghetti straps 
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• Low-cut or revealing necklines  
• Dirty, stained or excessively wrinkled clothing 

• Clothing with offensive, discriminatory, or inappropriate graphics or language  

 

Enforcement and Accommodations 

Supervisors, management, and Human Resources are responsible for ensuring dress code standards are 

applied consistently and respectfully. 

The Company may make reasonable accommodations for sincerely held religious beliefs, disabilities, or 

medical conditions, in accordance with applicable law. 

Failure to comply with the dress code may result in corrective action. 

 

Section 5: Attendance & Scheduling 

Regular attendance and punctuality are important to the efficient operation of Freedom Industries, Inc. 

and to maintaining safe and productive worksites. 

Employees are expected to report to work as scheduled and to notify their supervisor as soon as 

practicable if they will be late or absent. Attendance expectations may vary based on position, worksite, 

customer requirements, or operational needs. 

Unreported absences, repeated tardiness, or failure to follow attendance expectations may result in 

disciplinary action, up to and including termination of employment, depending on the circumstances. 

Nothing in this section limits employee rights under applicable federal or state leave laws, including 

FMLA, military leave, jury duty, or other legally protected absences. 

Work Schedules 

The work week begins on Monday and ends on Sunday. The Company makes every effort to schedule work 

on Monday through Friday, but there are projects which require night, weekend, or holiday work. Work 
schedules are communicated as early as possible and are subject to change without notice. You are expected 

to work your assigned schedule unless you have prior approval from your supervisor.  

If you are unable to report to work for your scheduled shift, you should notify your supervisor, scheduler 
or other manager as soon as possible, prior to the start of your shift.  Failure to communicate unapproved 

absences for three consecutive shifts will be considered abandonment of your job and employment will be 

terminated.  

Time for hours worked is reported daily.  Depending on the assignment, you or a supervisor may be 
responsible for recording your work hours daily. Check with your supervisor to verify how your work hours 

will be reported and ask for assistance in the preparation and submission of work hours. 

Meal and other break times will be determined based on work assignment. Meal breaks are not considered 

work time and are not compensated. All break times should be observed according to schedule.  

 

Section 6: Discipline & Termination of Employment 
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Freedom Industries, Inc. is committed to maintaining a safe, respectful, and productive workplace. As an 
employee-owned company, each employee owner is expected to act in a manner that protects our 

Company, coworkers, customers, and reputation. 

When performance, conduct, or safety expectations are not met, corrective action may be taken. 

Depending on the circumstances, corrective action may include coaching, counseling, written warnings, 
suspension, or termination of employment. The Company retains discretion to determine the appropriate 

level of corrective action based on the facts of each situation. 

Examples of conduct that may result in disciplinary action, up to and including termination, include but 

are not limited to: 

• Safety violations or failure to follow Company or customer safety rules 

• Insubordination or failure to follow reasonable supervisory instructions 

• Dishonesty, misrepresentation, or falsification of information 
• Failure to meet reasonable performance or attendance expectations 

• Theft, misuse, or damage to Company or client property 

• Drug or alcohol use while working or operating Company vehicles 

• Unprofessional or inappropriate conduct toward coworkers, customers, or business partners 

Nothing in this section is intended to alter the at-will employment relationship. Freedom Industries, Inc. 

reserves the right to bypass progressive discipline and take immediate action, including termination, when 

circumstances warrant. 

Rehire eligibility, if any, will be determined on a case-by-case basis and is subject to Company discretion. 

 

Section 7: Compensation 

Freedom Industries, Inc. is committed to compensating employee-owners accurately, timely, and in 

compliance with applicable wage and hour laws. 

Workweek and Pay Period 

The standard work week runs from Monday through Sunday. Work schedules may vary based on project, 

customer, and operational needs. 

Employees are paid weekly via direct deposit for hours worked during the prior workweek. Check stubs 

are provided electronically after payroll is processed for the workweek.  

Timekeeping Responsibilities 

Hourly employees must accurately record all hours worked, on a daily basis. Failure to properly record 

time or to submit time records on time may result in delayed payment and/or corrective action. 

Rate of Pay 

Rates of pay are based on job responsibilities, experience, skills, and performance. While employees are 

encouraged to use discretion regarding compensation discussions, the Company does not prohibit 

discussions of wages or other legally protected communications. 

Non-exempt (hourly) employees are paid in accordance with federal and state law. Overtime pay is 

calculated at no less than one and one-half times the regular rate of pay for all hours worked over forty 

(40) in a workweek.  
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Certain premium or holiday pay practices may apply as defined by Company policy. Please contact your 

supervisor or Human Resources for more information about applicable policies.  

 
 

Section 8: Paid Time Off (PTO) & Leave 

Freedom Industries, Inc. provides Paid Time Off (PTO) to eligible full-time employees, according to 

Company policy. 

PTO eligibility, amounts, and usage guidelines are determined based on position and length of service and 

are communicated during orientation or by Human Resources.  

Unused PTO that is not taken within the applicable eligibility period may be forfeited in accordance with 

Company policy and applicable law. PTO is not earned during periods of unpaid leave, unless otherwise 

required by law. 

Payment of unused PTO upon separation of employment, if any, is governed by Company policy in effect 

at the time of separation and applicable law. 

Unpaid Leave and Other Absences 

The Company may approve unpaid leave for qualifying circumstances, including illness, jury duty, 
military service, family emergencies, or as required by federal or state law. Employees should notify their 

supervisor as soon as practicable when unpaid leave is needed. 

Family and Medical Leave (FMLA) 

Freedom Industries, Inc. complies with the Family and Medical Leave Act (FMLA) and applicable 

federal and state leave laws. Eligible employees may be entitled to unpaid, job-protected leave for 

qualifying reasons as provided by law. 

FMLA leave is administered in accordance with applicable law and Company procedures. Employees 

should contact Human Resources for information regarding eligibility, rights, responsibilities, and 

required documentation. 

 

Section 9: Overview of Employee Benefits 

Benefits Overview 

Freedom Industries, Inc. offers certain employee benefits to eligible employees, which may include health 

insurance, retirement plans, and other benefit programs. 

Eligibility for benefits, the terms and conditions of coverage, and employee contributions are governed 

solely by the applicable plan documents and insurance contracts, not by this Owners Manual. The 

Company reserves the right to modify or discontinue benefits at any time, subject to applicable law. 

Holiday Pay 

Eligible employees will receive pay for designated holidays in accordance with Company policy and 
applicable law. Employees with at least ninety (90) days of continuous full-time employment will receive 

holiday pay for: 
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New Years   
Easter   

Memorial Day 

Independence Day 

Labor Day 
Thanksgiving 

Christmas  

To receive Holiday Pay, you must be available for work the day before and the day after the paid holiday.  

Holiday pay is not paid for absences related to unpaid leave, unless otherwise required by law.    

Bereavement Leave 

Up to three (3) days of paid leave will be provided to employees with at least ninety (90) days of 

continuous full-time employment who wish to take time off due to the death of an immediate family 

member.  

The Company defines “immediate family member” as the employee’s parent, spouse, sibling, child, 

grandchild, or grandparent.  

In-law relationship for the same family member will be recognized as part of the immediate family and 

the team member will be granted the day of the funeral as a paid leave day.  

Any additional time needed would require approval from your supervisor and this additional time will be 

excused, but unpaid.   

Tuition Assistance Program 

To foster the professional growth and development of our employee owners, Freedom Industries, Inc. is 

pleased to provide a Tuition Assistance Program (TAP) to eligible employees.  

Please contact Human Resources for more information about this program. 

COBRA Continuation Coverage 

Eligible employees and covered dependents will receive information regarding continuation of benefits 

under COBRA at the time of a qualifying event, as required by law. 

Change of Employment Status 

Changes in employment status, such as promotion, transfer, demotion, reduction in hours, leave of 

absence, or separation from employment, may affect an employee’s pay, benefits, and eligibility for 

Company programs. 

Employees will be notified of applicable changes when they occur. Questions regarding employment 

status changes should be directed to Human Resources. 

 

Section 10: Safety Standards & Personal Protective 

Equipment (PPE) 

Freedom Industries, Inc. is committed to maintaining a safe and healthy workplace and complying with 
all applicable safety laws and regulations. Safety is a core value and a shared responsibility among all 

employee-owners. 
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Employees are expected to follow Company safety policies, participate in required safety training, and 
comply with all applicable customer and jobsite safety rules. Employees should immediately report 

unsafe conditions, hazards, or incidents to a supervisor or the Safety Department. 

Failure to follow safety requirements may result in corrective action, up to and including termination, 

depending on the severity and circumstances of the violation. 

Personal Protective Equipment (PPE) 

Employees must use appropriate PPE as required by Company policy, safety training, or jobsite 

conditions. 

The Company provides required PPE at no cost, except for safety-toe footwear, which employees are 
responsible for providing unless otherwise required by law. Required safety-toe footwear must fully cover 

the ankle and be appropriate for the work being performed. Prescription safety eyewear, if required, is the 

responsibility of the employee and is not provided by the Company. 

Employees are responsible for the proper care and use of PPE and must report damaged or defective 

equipment promptly. 

PPE Replacement Responsibility 

The Company provides required personal protective equipment (PPE) at no cost to employees. Employees 

are expected to properly use, care for, and return Company-issued PPE when it is replaced or no longer 
needed. If Company-provided PPE is lost, not returned, or damaged due to misuse or intentional conduct, 

the Company may require the employee to replace the item or reimburse the Company for the reasonable 

replacement cost, to the extent permitted by applicable law. Any reimbursement or deduction will be 
handled in compliance with federal and state wage and hour laws and will not reduce an employee’s pay 

below applicable minimum wage or overtime requirements. 

 

Section 11: Accident, Injury & Incident Reporting 

Freedom Industries, Inc. requires prompt reporting of all work-related accidents, injuries, illnesses, and 

near-miss incidents to help ensure employee safety and compliance with applicable laws. 

Employees should report incidents to a supervisor or the Safety Department as soon as practicable and 

seek medical attention when needed. Reporting an injury or illness will not result in retaliation or 

discipline when done in good faith. 

Supervisors are responsible for ensuring that required reports are completed and submitted in accordance 

with Company procedures. 

Post-accident drug or alcohol testing may be required in accordance with Company policy and applicable 

law. 

 

Section 12: Drug & Alcohol Policy 

Freedom Industries, Inc. is committed to providing a safe and healthy workplace. Employees may not 

work while impaired by drugs or alcohol or possess, use, sell, or distribute illegal drugs or controlled 

substances on Company time, Company property, Company vehicles, or client property. 
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Violations of this policy may result in disciplinary action, up to and including termination of employment, 

depending on the circumstances. 

Alcohol 

Employees may not report to work or perform job duties while under the influence of alcohol. Operating a 

Company vehicle while under the influence of alcohol is strictly prohibited. 

Prescription and Lawful Medications 

Employees may lawfully use prescription or over-the-counter medications, provided such use does not 
impair their ability to perform job duties safely. Employees may be required to disclose medication use 

only when necessary for safety or legal compliance. 

Drug and Alcohol Testing 

The Company may conduct drug or alcohol testing as permitted by law, including pre-employment, 

reasonable suspicion, post-accident, random, or client-required testing. 

Refusal to submit to required testing, tampering with a test, or attempting to falsify test results may result 

in disciplinary action, up to and including termination of employment, consistent with applicable law. 

 

Section 13: Zero Tolerance Safety Violations 

Freedom Industries, Inc. maintains strict safety standards to protect employees, customers, and the public. 

Certain serious safety violations pose an unacceptable risk and will not be tolerated. 

Serious safety violations may result in immediate disciplinary action, up to and including termination of 

employment, depending on the circumstances. Examples of serious safety violations include, but are not 

limited to: 

• Fighting, physical violence, or threats of violence in the workplace 

• Willful or reckless disregard of established safety rules or procedures 
• Intentional removal, bypassing, or disabling of required safety devices or guards 

• Working at heights without required fall protection 

• Lockout/Tagout violations 

• Confined space violations 

• Arc flash violations or failure to follow electrical safety procedures 

The Company reserves the right to determine the appropriate level of corrective action based on the facts 

and circumstances of each situation. 

 

Section 14: Company Vehicles & Equipment 

Freedom Industries, Inc. provides Company vehicles, tools, machinery, and equipment for business use 

only. Employee-owners are expected to use Company property safely, responsibly, and in compliance 

with all applicable laws, Company policies, and customer requirements. 

Employees who operate Company vehicles must maintain a valid driver’s license and follow all traffic 
laws and safety requirements. Driving privileges for Company vehicles are based on Motor Vehicle 

Record (MVR) results in accordance with Company policy and insurance requirements. 
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Improper, illegal, unsafe, or unauthorized use of Company vehicles or equipment may result in 
disciplinary action, up to and including termination of employment, depending on the circumstances.  

Under no circumstances should alcohol be transported in Company vehicles. 

Employees must promptly report accidents, damage, unsafe conditions, or mechanical concerns involving 

Company vehicles or equipment. All motor vehicle violations are the responsibility of the driver and must 

be reported to the Safety Department as soon as practicable. 

Approved Drivers 

Drivers who are approved to operate Company vehicles are required to report any motor vehicle 

violations to the Safety Director as soon as practicable. Serious offenses, such as DUI/DWI, should be 

reported immediately, and prior to operation of a Company vehicle. 

 

Section 15: Miscellaneous 

Use of Images and Names 

The Company will occasionally feature team members on our website and social media platforms to 

highlight our staff and company culture.  

Please be aware that by working here, your name and photo may be used in these contexts, both during 

and/or after employment with the Company.  

If you have concerns or would prefer not to be featured, please reach out to Human Resources to discuss 

opt-out procedures. 

Loans to Employees 

As a matter of business practice, Freedom Industries, Inc. does not make loans nor payroll advances to its 

employees.   

Personal Business 

Please make every effort to handle personal business outside of work hours. Personal calls and other 

contact should be limited to emergency situations only.   

Employees are always required to adhere to site-specific rules concerning phone use, and failure to adhere 

may result in disciplinary action, up to and including termination of employment.  

Unused Materials 

All unused material, scrap, salvage, etc. which may result from work being performed is the property of 

Freedom Industries, Inc.   

All such items must be sent to the warehouse, unless an Executive Leader gives written approval to do 

otherwise.  

Failure to adhere to this policy renders the employee subject to disciplinary action, up to and including 

termination of employment and/or possible prosecution. 
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Company Credit Cards 

If you possess a Freedom Industries, Inc. credit card, you must take every precaution to prevent theft or 

improper use.   

If a credit card is lost or stolen, report the loss to the office as soon as possible. The lost credit card can be 
locked from the phone application to prevent theft. It is encouraged to lock immediately upon notice of a 

lost/stolen card.  

For any cash expenses, you must have a cash receipt.  Receipts from credit purchases must be captured 

within the credit card phone application to verify charges. All receipts must have the employee’s name 
and job number, if job costed, or the applicable General Ledger code and cost center (whichever applies). 

A note on the transaction is encouraged. Any charges applied to your room when you are out of town, 

such as room service, telephone calls, etc. will be deducted from your payroll check.  

Freedom Industries, Inc. credit cards are to be used for Freedom Industries, Inc. business only.  Using a 

company credit card for personal use is grounds for termination of employment.   

Tobacco, Vape, E-Cig & Smokeless Tobacco 

Smoking or using tobacco in the wrong areas or extinguishing butts in non-approved containers can be a 

safety hazard. All employee owners should comply with Company guidelines below, as well as site specific 

rules: 

• Smoke/chew/vape only in designated approved areas 

• Smoking/chewing/vaping is not allowed inside of customer’s buildings, facilities, or any other 
customer owned enclosed areas or property unless specifically designated for that purpose. 

• Extinguish butts in approved containers, DO NOT throw butts on the ground in smoking areas or 

working areas.  
• Never smoke around flammable or combustible materials. 

• Know and respect our customers’ policies 

• Smoking/chewing/vaping is allowed only during break times and lunch. Smoking/chewing/vaping 

is not allowed during working hours outside of these times 
• DO NOT spit chewing tobacco on floors or on walkways. NEVER spit on the ground in smoking 

areas or working areas. 
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Section 16: Acknowledgment of Receipt & Right to Modify 

I acknowledge that I have received a copy of the Freedom Industries, Inc. Owner’s Manual. I understand 

that it is my responsibility to read and become familiar with the information contained in, or referenced 

by, this manual. 

I understand that the Company will occasionally feature team members on its website and social media 

platforms, and that by working here, my name and photo may be used in these contexts, and that if I have 

concerns or would prefer not to be featured, I should contact Human Resources to discuss opt-out 

procedures. 

I understand that this manual is provided for informational purposes only and does not create a contract of 

employment, express or implied, and that no statement, policy, or practice can alter the at-will 

employment relationship unless it is contained in a written agreement signed by both me and an 

authorized officer of the Company. 

I understand that Freedom Industries, Inc. reserves the right to interpret, modify, suspend, revoke, or 

terminate any policy, procedure, practice, or benefit described in this manual at any time, with or without 

notice, subject to applicable law. 

 

Employee Name (Print): ________________________________ 

Employee Signature: ___________________________________ 

Date: ________________________________________________ 


