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Meals

All employees shall receive an unpaid meal break
scheduled approximately in the middle of the work
period. All hourly employees who are leaving the
Company premises must clock out. Failure to do so will
result in disciplinary action up to and including
termination. This does not apply to rest periods where
an employee walks off of the Company property. The
only exception would be that you are on approved
company business.
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Rest Periods

Employees will receive a minimum 10-minute break
during each four-hour work period. Employees will be
compensated for their rest breaks.
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Work Hours

Management shall determine the normal workday for all full-time employees. The
employee’s Lead Person is responsible for scheduling rest and meal periods. It is
the responsibility of the employee to take their respective rest and meal periods.
If proper breaks are not allowed, the employee should contact a member of the
Management Team.

Employees are expected to be at their workstations, ready to work at the beginning
of the assigned shift or workday. This is particularly important for positions that
involve security or direct contact with customers, visitors, or vendors. Except in
emergencies, employees are expected to report absences or tardiness to their
Supervisor at least 30 minutes before the start of the scheduled work period. In
the case of an unforeseen absence or tardiness, employees are expected to report
absences or tardiness no later than 30 minutes after the start of the work period.
The appropriate contact numbers can be obtained from your lead person.
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Work Week

Workweek schedules are designated by Management.
The normal workweek varies, depending on shift and job
classification. An employee, not previously scheduled, is
not permitted to work on the weekend without first
obtaining the consent of his or her lead person, or unless
he or she is the “on-call” technician.
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Compensatory Time (Comp. Time)

No employee, exempt or non-exempt, will be given
compensatory time off with pay.
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Overtime

Salaried workers classified as exempt are not eligible for overtime pay.

Due to the nature of their work, exempt employees are not subject to the overtime pay
provisions of the law. A non-exempt employee shall be paid overtime pay based on his/her
hourly wages at the time the overtime is worked.

Unless otherwise required by applicable law, overtime pay shall be one and one-half times
the employee's normal hourly rate of pay for time worked in excess of 40 hours of work in
any one workweek.

Lunchtime, vacation, and holiday time will not be counted as "hours of work" for overtime
purposes.

A Lead Person must authorize all overtime in advance. Employees may not work overtime
without obtaining prior authorization from his or her Lead Person.

The Company may require overtime in high activity periods but will strive to give advance
notice.
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Pay Period

All employees shall be paid by direct deposit on a bi-
weekly (every other week) basis. The pay stubs you
receive shall represent pay for work performed during
the prior pay period.
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I Withholding Taxes

Deductions for Social Security, federal withholding taxes
and state withholding taxes are withheld from your
check as required by law. If you covered by any
additional insurance coverage, deductions will be made
weekly.

To change federal or state withholding deductions, it is
necessary for you to complete a new W-4 and K-4 form
available from the payroll department.

The Company must withhold Federal and other taxes
from salaries and wages where applicable. At the
beginning of employment, each employee must fill out
standard forms showing the number of dependents. If
there is a change in the number of dependents during
employment, employees are required to notify the
Payroll/Human Resources department.
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Holidays
After thirty (30) days of employment, all full-time employees are entitled to eight
(8) hours pay for the following holidays:

New Year’s Eve

New Year's Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day

Day after Thanksgiving
Christmas Eve
Christmas Day

An employee must work the scheduled workday before and after the holiday in
order to be eligible for holiday pay. Temporary service through an agency counts
toward the eligibility for Holiday and Vacation Pay upon being hired as a full-time
permanent employee. Jobsite schedules and / or manufacturing schedules may
dictate availability. Therefore, Supervisor may reschedule the holiday in advance;
no double time will be paid.
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Uniforms

At the Company’s discretion, uniforms may be issued to
some employees based on department and/or job
classification.

Each year, hourly employees will be provided up to four
(4) T-shirts (production employees) or up to two (2) Polos
for Team Leaders.

Supervisor will be eligible for up to two (2) Polos
annually.
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Vacations

All employees will be entitled to vacation time as follows: Unused vacation time can forward over to the next year
(maximum time allowed to carry over year to year is 15 days). Maximum number of days to take per year is (20) days,
unless Family Medical Leave applies. Vacations must be scheduled at least 72 hours in advance. Employees cannot
borrow from vacation to be earned at a future date. Hourly employees can sell back up to (5) days per year, once per
year, by contacting the Payroll Department. If work is unavailable during certain times, employees may use vacation pay
in lieu of unpaid time off, with management approval.

The dates chosen for vacation time may be limited based on workloads and scheduling conflicts. State and Federal laws
may supersede the use of vacation time.

All Employees

Beginning on date of hire, employees earn 8 hours of vacation for each full month worked (12 days per year).
After 3 years of service, employees earn 10 hours of vacation for each full month worked (15 days per year).
After 5 years of service, employees earn 12 hours of vacation for each full month worked (18 days per year).

An eligible employee must work a minimum of 120 hours in a calendar month (including vacation / Holiday) and be an
employee on the 15t and last day of the month to accrue vacation. The 120-hour requirement may be waived at
management’s discretion (for example, lack of work).

Vacations are intended to give employees an opportunity to rest, relax and enjoy special times with friends or family. All
employees should take regular vacations to minimize or alleviate job-related stresses and tension.




OKCC  ypLovEE BENEFITS

Tuition Reimbursement

Eligible employees can receive tuition reimbursement for
up to $2000 each calendar year.

Contact your HR representative in person for full
explanation or requirements.
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Vacation Reimbursement

KCC employees are rewarded travel reimbursement
monetary awards after an employee reaches one of the
service milestones. Management requires that the
awards in the policy be applied towards a trip or other
travel accommodations to memorialize the personal
achievement connected to the award. The employee
need only to provide a receipt or other travel
confirmation in order for KCC to issue payment of the
relevant award. The award will be paid out through
payroll on a separate direct deposit. Awards can be
altered or discontinued at Management discretion.

Service Milestone Travel Reimbursement Award
10 Years $1000
20 Years $2500
30 Years $4000
40 Years $7000
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