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OUR COMMITMENT TO EQUAL EMPLOYMENT OPPORTUNITY 

 

Wagonwork Collision Center is an equal opportunity employer.  We enthusiastically accept our 
responsibility to make employment decisions without regard to race, religious creed, color, age, 
sex, national origin, marital status, disability, military service or any other classification 
protected by federal, state or local laws.  Our management is dedicated to ensuring the 
fulfillment of this policy with respect to all aspects of employment, including recruitment, hiring, 
placement, promotion, transfer, demotion, layoff, termination, pay and other forms of 
compensation, training and general treatment during employment.  We will provide reasonable 
accommodation to qualified employees and applicants for disabilities and religious beliefs. 

It is every Wagonwork employee's duty to comply with this policy.  We encourage you to report 
any violations you experience or witness to any member of management. 

OUR PHILOSOPHY 

 

Our goal is to maintain a satisfied and productive team of employees.  The keys to reaching that 
goal are effective leadership, competitive wages and benefits, dedication to the job and close 
attention to personnel matters. 

NO HARASSMENT POLICY 

Wagonwork Collision Center does not tolerate harassment of our job applicants or employees by 
another employee, supervisor or any vendor or customer.  Harassment of third parties by our 
employees is also prohibited.  Any form of harassment on the basis of race, color, sex, religion, 
disability, age, marital status, disability, military service or any other category protected by 
federal, state or local law is a violation of this policy and will be treated as a disciplinary matter.  
The Company has zero tolerance for harassment and is committed to a workplace free of any 
harassment. 

Harassment Defined 

 
Harassment is unwelcome verbal, visual or physical conduct creating an intimidating, offensive 
or hostile work environment that interferes with work performance.  Examples of harassment 
include verbal (including slurs, jokes, insults, gestures or teasing), graphic or physical conduct 
that denigrates or shows hostility or aversion towards an individual.  Such conduct constitutes 
harassment when: (1) it has the purpose or effect of creating an intimidating, hostile or offensive 
work environment; or (2) it has the purpose or effect of unreasonably interfering with an 
individual’s work performance or (3) it otherwise adversely affects an individual’s employment 
opportunities. 

Sexual Harassment Defined 

 

Sexual harassment is harassment based on an employee's sex and can include all of the above 
actions as well as unwelcome and unsolicited sexual advances, requests for sexual favors, 
conversations regarding sexual activities and other verbal or physical conduct of a sexual nature 
where: (1) submission to such conduct is made, either explicitly or implicitly, a term or condition 
of an individual’s employment; or (2) submission to or rejection of such conduct by an 
individual is used as a basis for employment decisions affecting such individual and (3) such 
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Part time employees accrue PTO on a pro-rated basis. PTO accrual is based upon years of 
service and full- or part-time status. PTO accrues during the first ninety (90) days of 
employment, but you may not take any leave until after this 90 day period. After the first ninety 
(90) days of employment, you may use the total number of PTO days which have accrued to that 
date. You do not accrue PTO while you are on an unpaid leave of absence.  Temporary 
employees are not eligible for PTO. 

You must submit a written request in advance, authorized by your supervisor, to schedule PTO.  
You may withdraw from your PTO balance in increments of a least one hour.  In order to 
accommodate your leave requests and maintain the efficient operation of the Company, you 
should provide the Company with at least one (1) week’s written notice of any request for more 
than two (2) consecutive PTO days. If you cannot provide this notice, then you should provide 
the Company with as much notice as possible. PTO will be granted at the sole discretion of the 
Company based on several factors, which include operational and staffing needs during the 
requested PTO. 

If a scheduled paid holiday occurs during your approved PTO, then that day will not be counted 
as PTO but as a paid holiday. 

If you leave Wagonwork Collision Center, you will be entitled to payment for accrued but 
unused PTO.  This balance payment will be included in your final paycheck. 

Wagonwork Collision Center’s policy is designed to provide you with the opportunity for 
recreation and rejuvenation for the mutual benefit of you and Wagonwork Collision Center.  For 
this reason, Wagonwork Collision Center offers you the choice of pay in lieu of PTO and limits 
the rollover of unused PTO days to a balance of one and one half times the total number of days 
for which you are eligible to accrue the last year.  

For example, a full-time employee in a Body Technician position who has been employed with 
the company three years accrues 10.4 PTO days per year and may carry a maximum balance of   
15.6 days PTO during the following year. This employee will not accrue any additional PTO 
leave until some of the accrued PTO balance is used. At that time, the employee will begin to 
accrue PTO again at the applicable rate up to the PTO balance cap (15.6 days). This employee 
could also cash out the year end balance of 10.4 PTO days at the end of the anniversary year and 
begin again with the accrual of PTO at 1.6 hours PTO per week worked. 

All time accrued under this policy may be use for vacation, personal time, bereavement or 
illness.  Accrued PTO may be taken in lieu of an approved unpaid leave of absence. 

Wagonwork Collision Center reserves the right to modify, change or discontinue this policy, or 
to cash out PTO balances, at any time. 

PTO Pay Plan:  

Salaried Employees will receive their regular compensation at their regular rate of pay for each 
PTO day.   

Commissioned Employees will be paid their PTO based on their prior year-to-date daily payroll 
average.  
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Ownership of Information 

All information generated by employees or consultants while paid by the Company is the 
property of Wagonwork Collision Center and will be protected by the Company as confidential 
information and a trade secret.  Confidential or trade secret information is defined as all items, 
materials and information (whether or not reduced to writing and whether or not patentable or 
copyrightable) which belongs to Wagonwork Collision Center and which are related to the 
present or future business of Wagonwork Collision Center and which are kept confidential and 
secret by the Company.  Confidential information includes, but is not limited to, trade secrets, 
financial and pricing information relating to purchasing, data or statements, the existence and 
contents of contracts, existing and future business plans, marketing plans and strategies, vendor, 
supplier, or customer lists and requirements, and computer data, employee information and 
business know-how.  The failure to designate particular information as confidential and/or 
proprietary shall not preclude any later claim by Wagonwork Collision Center that such 
information is confidential and proprietary.  This includes information generated outside the 
Company premises if the information is part of the Company’s business activities.  The 
Company reserves the right to enter any Company computer files, disk drives, electronic mail, 
and other forms of information.  Employees are required to assist the Company in the retrieval of 
information that may be needed for business activities. 

Security of Equipment 

Inappropriate or unauthorized access of information from, or adding data, software, etc., to, 
Company equipment, including PCs, files, desks or on the servers is strictly prohibited and will 
result in appropriate disciplinary action, including termination of employment. 

SAFETY 

A good safety record is the result of safe working conditions combined with alertness to common 
sense safety practices by all employees. 

All employees are required to comply fully and at all times with all workplace safety and health 
laws, rules, regulations and instructions of Wagonwork Collision Center and of the various 
federal, state and local governmental agencies having jurisdiction over such matters.  Failure to 
comply will result in appropriate disciplinary action, including termination of employment. 

Fires in a facility like ours with flammable materials can be tragic, resulting in severe personal 
injury and property damage. You should be alert for fire hazards and should immediately report 
to your supervisor any actual or potential fire hazard, such as accumulation of combustible 
materials, faulty electric fixtures, etc.  Fires should be reported immediately.  We will conduct 
periodic mandatory fire drills and safety sessions for your continued safety.  

PREMISES SECURITY 

For security purposes, all Wagonwork Collision Center employees are issued building access 
cards and instructed on proper use for entering and leaving the building. This card is your 
personal responsibility. If your access card is lost or damaged, you must report the loss 
immediately to your Human Resources Department.  You must pay a fee for its replacement.  At 
the conclusion of your employment, or at any time at the request of the Company, you must 
surrender this access card.  Do not permit non-employees access to the premises by use of your 
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access card or lend your card to other employees.  All visitors must enter through the reception 
area and be escorted at all times. 

You may obtain any necessary keys from your Human Resources Department. You should return 
these keys to your Human Resources Department when you no longer need them, at the request 
of the Company or upon the termination of your employment. Do not exchange keys with co-
workers or made duplicate keys; all keys should be distributed directly through your Human 
Resources Department.  New keys will be issued if needed. If you lose a key, you should report 
the loss to your Human Resources Department immediately. You must pay a fee for a 
replacement key.   

SNOW AND HAZARDOUS WEATHER 

 

Generally, you should adhere to your regular work schedule without regard to weather 
conditions.  When weather conditions inhibit the flow of traffic, you should try to get to work on 
time by leaving home earlier than usual and traveling via the safest route under the weather 
conditions.  
 
If weather conditions become hazardous, however, we will permit you to choose to take PTO or 
time off without pay, but you must discuss the situation with your supervisor to obtain advance 
authorization to remain away from work or to leave early.  

WORKPLACE VIOLENCE POLICY 

We are strongly committed to providing you a safe workplace by minimizing the risk of personal 
injury to you and of damage to Company property.  We expect and encourage you to exercise 
reasonable judgment in identifying potentially dangerous situations and informing management 
accordingly.  We specifically discourage you from engaging in any physical confrontation with a 
violent or potentially violent individual.   

Prohibited Conduct 

The Company will not tolerate threats, threatening language or any other acts of aggression or 
violence made toward or by any Company employee or anyone on Company property.  If you 
witness or experience a threat or violent behavior, please follow the reporting procedure 
immediately.  For purposes of this policy, a "threat" includes any verbal or physical harassment 
or abuse, attempts to intimidate or to instill fear in others, menacing gestures, possession of 
weapons in the workplace or while engaged in Company business, stalking or any other hostile, 
aggressive, injurious and/or destructive actions undertaken for the purpose or with the effect of 
domination or intimidation. 

Procedures for Reporting a Threat 

You should report immediately all threats or violence by or to co-workers or others or on 
Company to your supervisor or to any other member of management with whom you feel 
comfortable.  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 
policy.  If you experience or witness retaliation, you should report it immediately to any member 
of management. 
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If an investigation confirms that a threat or violence has occurred, the Company will take 
appropriate corrective action with regard to the offending person including immediate 
termination of employment or contacting appropriate law enforcement officials. 

If you experience or become aware of a threat made by anyone connection with Wagonwork 
Collision Center or you have other reason for concern for your safety, please follow the steps 
detailed in this section and notify appropriate law enforcement authorities.  It is important for us 
to be aware of any potential danger in our workplace.  We want to take every precaution to 
protect everyone from the threat of a violent act. If you have any questions about this policy, 
please speak with your Human Resources Department 

ACCIDENTS ON COMPANY PREMISES 

 

You must immediately report to your supervisor any accident or injury on Company premises, 
whether it involves a guest or an employee.  For your own safety and the safety of our guests and 
other employees, please do not attempt to give medical aid.  Seek the assistance of a supervisor 
immediately.  In addition, please remember that only the supervisor can answer questions about 
the Company’s liability to injured guests.  Please direct those asking questions to a supervisor. 

If you are injured on the job, you will usually be entitled to worker’s compensation benefits.  
Wagonwork Collision Center carries workers’ compensation insurance and will assist you in 
obtaining all benefits to which you are entitled. 

You may be treated by your own doctor for any job-related injury if you notify the Company in 
writing of the name of your personal physician before you are injured.  This notice should be 
provided to your Human Resources Department.  Your “personal physician” means a licensed 
physician or surgeon who has treated you in the past and who keeps your medical records.  
Otherwise, the Company will refer you to a local physician for medical care.  After 30 days from 
the date your injury is reported, you may see the physician of your choice.  You may submit one 
written request at any time to change this designated physician, and the Company will honor that 
request five working days after receiving your request.  

SOLICITATION AND DISTRIBUTION 

 
Working time is for working.  Any activity that would interfere with the work of any employee 
or divert an employee’s attention away from his or her work is distracting, potentially unsafe and  
always prohibited.   

Solicitations by employees are permitted only during break time, meal periods and before and 
after work if the employees are authorized to be on Wagonwork Collision Center property. 
Solicitations of any kind are strictly prohibited during the working time of either the employee 
soliciting or the employee being solicited. 
 
The distribution of any materials is prohibited in all work areas.  Distribution of literature and 
other materials by employees is permitted only during non-working time or non-work areas, such 
as parking areas or the break rooms. 
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Outside vendors of supplies are prohibited from soliciting or distributing literature anywhere on 
Wagonwork Collision Center property except when they are transacting business with 
purchasing personnel.  If you are approached by a vendor for solicitations or distributions of 
materials, or witness another employee’s being so approached, in violation of this policy, you 
should direct the vendor to the official who handles purchasing. 
 
As an employee, you are authorized to be on Wagonwork Collision Center property only during 
your regularly scheduled work time unless authorized in advance by your supervisor or 
administrator for business reasons. 
 
Wagonwork Collision Center maintains various communication systems to communicate 
information to our employees and to disseminate or post notices required by law.  The rules 
governing employee use of these systems are contained in the Electronic Communications 
Policy, which is set out in this handbook.  The Electronic Communications Policy is incorporated 
into this Policy by reference. 
 
Employees violating this policy will be subject to disciplinary action, up to and including 
termination of employment. 

SMOKING 

Wagonwork Collision Center regulates smoking on the premises for health and safety reasons.  
Smoking is prohibited in all indoor locations on Company property.  Smoking is permitted at 
appropriate locations at 10:00 am and 3:00 pm breaks, before hours, during lunch and after 
hours. Smoking is permitted only in the designated smoking area. NO SMOKING IS 

ALLOWED IN ANY OTHER PART OF THE COMPANY PREMISES AT ANY TIME.  
This policy applies to everyone on Wagonwork Collision Center property for any reason.  Please 
report violations immediately to your supervisor. 

GENERAL RULES OF CONDUCT 

Any group of people working together must abide by certain rules of conduct based on honesty, 
good taste, fair play and safety.  This is essential if everyone is to work together efficiently. 

Certain specific rules of conduct are observed by the Company and violations of these rules may 
lead to disciplinary action up to and including termination of employment.  The following are 
examples of some, but not necessarily all, types of intolerable misconduct: 

• Any violation of Company policy, rules or guidelines; 

• Any act of dishonesty; 

• Threatening, engaging in or provoking any act of violence; 

• Damaging Company property or the property of another; 

• Any act of insubordination; 

• Any possession, use, being under the influence, sale or offering of alcohol or drugs on 
Company premises or while engaged in Company business; 

• Possession of weapons of any kind on Company property or while engaged in Company 
business; 

• Damage to or misuse of Company property or removal of Company property from the 
premises without advance authorization. 
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We will investigate and address violations of these rules of conduct and any other violations of 
Company policy on an individual basis.  Pursuant to our at-will employment policy, the 
Company reserves the right to determine appropriate discipline in a particular instance.  
Disciplinary action may include oral or written warnings, suspension, demotion, change in 
employment terms, probation or termination of employment.  Nothing in this handbook should 
be construed as a promise of specific treatment in a given situation or a modification of the at-
will employment relationship. 

EMPLOYMENT REFERENCE POLICY 

All requests for employment references must be directed to your Human Resources department.  
No other manager, supervisor or employee is authorized to release references for current or 
former employees.  The Company maintains a reference policy which only permits prospective 
employers to confirm dates of employment, positions held, job responsibilities and general 
compensation information (specific compensation information is only released with written 
permission from the former employee) unless required by law or approved in advance in writing 
by the employee. 

A FEW CLOSING WORDS 

This handbook is intended to give you a broad summary of things to know about Wagonwork 
Collision Center.  The information in this handbook is general in nature and, should questions 
arise, we encourage you to discuss them with your supervisor or your Human Resources 
Department for complete details.  While we intend to continue the policies, rules and benefits 
described in this handbook, the Company may always modify or vary the matters set forth in this 
handbook at its discretion except for the right of the parties to terminate employment at will, 
which may only be modified by an express written agreement signed by you and the President of 
the Company.  Please do not hesitate to speak to your supervisor or your Human Resources 
Department when you have any questions. 

Again, welcome to Wagonwork Collision Center. 
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RECEIPT OF EMPLOYEE HANDBOOK 

Today I received a copy of the Wagonwork Collision Center Employee Handbook.  I agree to 
read the handbook and to comply with the various policies and practices of Wagonwork 
Collision Center.  I understand that neither this Employee Handbook nor any other 
communication by a management representative is intended to in any way create a contract of 
employment, either express or implied, for any fixed period or term of employment and that the 
Company and I each have the right to modify or end our employment relationship for any reason 
at any time, with or without reason, notice or cause.  I further understand that this is the full and 
complete agreement between the Company and me regarding the terms or duration of 
employment, superseding any inconsistent agreements, and that this at-will status may not be 
altered, except in writing signed by both me and the President of the Company. 

I also understand that any rules, policies and benefits described in the employee handbook may 
be modified or varied from by the Company at any time, except for the rights of the parties to 
terminate employment at will, which may only be modified by an express written agreement 
signed by both parties. 

 

 

___________________________   _______________________________ 
Date       Print your name 
 
 
 
 
___________________________   _______________________________ 
Social Security Number    Signature 

 

 

Please sign and return this signature page to your Supervisor. 

This will be included in your corporate personnel file. 
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WAGONWORK COLLISION CENTER

Agreement Concerning Trade Secrets

1. Employee acknowledges and agrees that during the term of his/her employment and in the course

of the discharge of his/her duties.  Employee may have access to and become acquainted with

confidential information concerning the operations of Wagonwork Collision Center (“Employer”),

including without limitation, financial, personnel, sales planning, (including, without limitation

acquisition targets) customer, vendor and other information that is owned by Employer and

regularly used in the operation of Employer’s business and that this information constitutes

Employer’s trade secrets.

2. Employee agrees that he/she shall not disclose any such trade secrets, directly or indirectly, to any

other person or use them in any way, either during the term of this Agreement or at any other time

thereafter, except as required in the course of his/her employment with Employer.

3. Employee further agrees that all files, records, documents, equipment and similar items relating to

Employer’s business, whether prepared by Employee or others, are and shall remain exclusively the

property of Employer and that they shall be removed from the premises of Employer only with the express

prior consent of Employer’s President.

4. Upon the termination or cessation of Employee’s employment, Employee shall return to the premises of the

Employer any and all files, records, documents, equipment and similar items for which permission for

removal from the Employer’s premises may have been given previously and Employee shall neither make

nor allow to be made or retained by anyone any copies, duplicates, abstracts, summaries, or other

compilation of any such material.

5. Nothing contained in this Agreement shall in any way alter the at-will employment relationship between

Employer and Employee.

6. Employee agrees that any hardware accumulated during employment period (ie. clips, nuts, bolts, etc.) are

considered property of Wagonwork Collision Center. In the event of termination of employment these items

will remain the property of Wagonwork Collision Center.

_________________________________ ____________________

Employee Date

_________________________________ ____________________

Witness Date
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WAGONWORK COLLISION CENTER

Company Property & Uniforms

The Company may not make any deductions from an employee’s wage or require any reimbursement from

an employee for any breakage or loss of equipment of uniforms, unless it can be shown that the breakage or loss

is caused by a dishonest or willful at, or by the gross negligence of the employee.

In the course of employment, certain employees of the Company may be furnished work-related equipment

and uniforms.  Any employees receiving such items shall return each and all of the same to the company in good

condition, reasonable wear and tear excepted, at the termination of his or her employment for any reason.  If such

item is not returned on time, the reasonable value of such item may be claimed against such employee and that the

employee agrees that such reasonable value may be deducted from such employee’s pay.  No deductions shall be

made at any time for normal wear and tear.

There will be a uniform start up fee of _____________ to be payroll deducted ____________ per week for

a period of ______________ .

Authorization of Deduction

I understand that upon termination I must return all work-related equipment and uniforms issued to me by

the Company to my supervisor, except for any general office supplies which are to be left in the appropriate desk.

I authorize the deduction from my last paycheck the cost of all work-related equipment and uniforms which I do

not return.

Employee Signature______________________________________ Date _________________________

Date Terminated_____________________

Employee returned all items issued except those listed below on _____________________.

(List items not returned and cost to be charged)

Total cost to be charged from employee’s last paycheck: $____________________

Supervisor’s Signature_____________________________________ Date _________________________
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