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[bookmark: _Toc504559377]INTRODUCTION

Welcome to Global Coatings LLC!

[bookmark: _Int_95Rwlwl6]We're glad you've joined us and welcome you to the Global Coatings family!
We take pride in selecting people such as you to join our company, and we truly believe you will be a positive addition to our most important asset — our employees.

We hope you will enjoy a productive and pleasant association with us. We have created a work environment interactive culture that we believe fosters positive work relationships. We expect that you will enhance the atmosphere by following the Global Coatings LLC Code which extends to all our operating companies:
We believe that you can contribute significantly to our success and want you to share in the growth of our future. We also feel that the best way to help you achieve this is to help you understand our company and your role in it. This Handbook has been prepared as a guide to give you a better understanding of the company's policies, procedures, and practices. Please familiarize yourself with its contents and keep it handy for reference.

Our company supports an "open door" policy and encourages you to ask questions if there are policies or procedures you don't understand. We welcome your ideas and suggestions for ways to improve our operations and/or services or to save unnecessary costs during your employment with us.

Again, welcome to our team. We wish you success in your new position and truly value you and the contribution you make during your employment with us. We sincerely hope you will like it here.

Mark McCalman,

Owner 


[bookmark: _Toc504555032][bookmark: _Toc504559378]ABOUT THIS HANDBOOK

This Employee Handbook is a guide to help you to understand our employment provisions and expectations. The Handbook applies to you and all our hourly Global Coatings LLC employees. It is intended to be a positive document that begins to establish the relationship between us.

Please remember this handbook contains only general information and guidelines. It is not intended to address all the possible applications of or exceptions to general policies and procedures. Our policies are based on the belief that common sense, good judgment, and consideration for the rights of others are paramount to our ability to serve our customers and ourselves. 
We know that employees have varied skills, goals, perceptions, and values, and that such diversity may create situations not fully addressed within this Handbook. In that event, we'll try to make fair and equitable decisions while making sure that the best interests of the company are served.

Neither this Handbook nor any other organizational document confers any express or implied contractual right to remain in Global Coatings LLC' employ, nor in that of any other of Global Coatings LLC's wholly owned subsidiaries. Nor does it guarantee any fixed terms or conditions of your employment. The employment relationship can be terminated by either you or the Company, with or without prior notice, for any reason at any time.

The procedures, practices, policies, and benefits described here may be modified or discontinued from time to time. We recognize our responsibility to keep employees informed of changes that may affect them, and will make a current handbook available or provide a copy at your request.



[bookmark: _Toc504559379]SCHEDULE AND ATTENDANCE

[bookmark: _Toc504559380]At-Will Employment

You are being employed in an "at-will" employment relationship. Therefore, employment at Global Coatings LLC is for no definite period of time and may, regardless of the time and manner of payment of wages and salary, be terminated at will. This means that either you or the company may terminate the employment relationship at any time, with or without reason or advance notice.
No one in the company has the authority to enter into any agreement contrary to this at-will relationship except the Global Coatings LLC Chief Executive Officer, Vice President over Global Coatings LLC or the General Manager. It cannot be altered except when in writing and signed by the one of those named individuals and you. Global Coatings LLC is also not bound by any oral promises concerning the length or terms of your employment.

[bookmark: _Toc504555033][bookmark: _Toc504559381]Work Schedule
Operational demands, work assignments and staff needs may necessitate variations in the starting and ending time of the workday, as well as variations in the total hours that may be scheduled each day and week. Hourly employees may have great variability in their hours based upon the needs of each project.
[bookmark: _Toc504555034][bookmark: _Toc504559382]Overtime
When operating requirements or other needs cannot be met during regular working hours, you may be asked to work overtime. Your supervisor or manager must approve all overtime work.
Regular employees covered under this Handbook shall be paid at the rate of time and one half of their base hourly rate of pay, for all hours worked beyond forty (40) hours in a workweek.
When work is performed in a state with more generous overtime requirements (e.g., overtime paid for work in excess of the daily shift), overtime will be paid in accordance with those laws. Except as otherwise provided above when an employee works more than forty hours in the work week, or as may be required by local or state law, time worked on the weekend will be paid at the regular base hourly rate of pay.
All overtime must be approved in advance by the supervisor.


[bookmark: _Toc504559383]Show Up Pay:
Occasionally, unforeseeable circumstances will cancel or shorten the daily work plan without notice. If management is not able to provide advance notice of such cancellation of work, employees will be permitted to work for two hours or receive a minimum of two hours of show up pay
[bookmark: _Toc504555035][bookmark: _Toc504559384]Meal & Rest Periods
Hourly employees covered under this Handbook are provided breaks in accordance with the state and local laws in which their work occurs. These breaks may not be used for overtime purposes or for leaving work early by working through breaks. You must have approval from your manager to work through any provided rest or meal period. If you are approved to work through a meal period, you will receive pay for the 30-minute meal period.
Rest and meal periods must be given mid-way in each segment of the work day. These breaks are granted according to the following schedule:
	Length of work period
	# of rest periods
	# of meal periods

	2 hours or less
	
	

	2 hours, 1 minute — 4 hours, 59 minutes
	1
	

	5-6 hours
	1
	1

	6 hours, 1 minute — 9 hours, 59 minutes
	2
	1

	10 hours — 11 hours, 59 minutes
	3
	1

	12 hours
	3
	2

	12 hours, 1 minute— 17 hours 59 minutes
	4
	2


[bookmark: _Toc504555036]
[bookmark: _Toc504559385][image: ]Emergency Closing
Except for regularly scheduled holidays, Global Coatings LLC will be open during normal business hours. We know that there may be circumstances beyond our control, such as inclement weather, national crises, or other emergencies that may affect our hours of operation. On these occasions, we may close for all or part of a regularly scheduled workday. In such an event, supervisors will attempt to contact all employees. You may also contact your supervisor or office personnel in such circumstances. In most circumstances, an emergency closing shall be taken as unpaid leave. Exceptions to this provision shall be subject to the sole discretion of the General Manager or Chief Executive Officer.

[bookmark: _Toc504559386]Attendance Purpose & Policy
To help maintain a safe and productive work environment, we expect you to be reliable and on time in reporting to work. Unscheduled absences and/or reporting to work late or leaving early, negatively impact company operations, production schedules, and place additional burdens on other employees.
As a result, we will regularly monitor your attendance, noting that the number and frequency of absences/tardiness/leaving early is as important to evaluate as is the total time missed from work. For example, one ten-day absence due to a serious illness may be more manageable to the company than ten separate and unexpected full or partial day absences.
[bookmark: _Toc504555037][bookmark: _Toc504559387]General
Regular attendance and punctuality by staff are important to support our efforts to maintain high levels of productivity, meet our customer needs and to achieve our goals. This policy establishes and outlines the attendance policy for Global Coatings.
Employees are expected to report to work as scheduled, on time and prepared to start work. Employees are also expected to remain at work for their entire work schedule. Late arrival, early departure, or other absences from scheduled hours are disruptive and must be avoided.
Employees who demonstrate excessive absenteeism and/or tardiness as outlined in this policy will be subject to disciplinary action, up to and including termination.
[image: ][image: ][image: ]Any employee who fails to report to work without following the call in procedure for a period of three (3) days or more will be considered to have voluntarily terminated their employment relationship through job abandonment. An employee who walks off of the job without Supervisor or Manager Authorization is assumed to have voluntarily quit. Merely notifying your supervisor or manager of your intent to leave is not considered authorization. Your supervisor or manager must approve it in writing.

[bookmark: _Toc504559388]Call in procedure
Employees must use the call in procedure for all absences or late arrivals. Employees must use [image: ]this number to call in: 
Global Coating General Line — 360-479-0694 and leave a message as well as calling their immediate supervisor.
Notice should be as early as possible, and at least (1) hour before the starting time of the employee's shift (except in emergency situations).
An employee who walks off the job without Supervisor or Manager Authorization is assumed to have voluntarily quit through job abandonment.
[bookmark: _Toc504555038][bookmark: _Toc504559389]Definitions
Late Arrival is defined as any employee arriving at his/her work station more than 3 minutes past the shift start time.
Leave Early is defined as any employee leaving his/her work station prior to the end of the scheduled shift.
No Call — No Show is defined as any time an employee does not come to work or call-in, in accordance with the Call-ln Procedure.

[bookmark: _Toc504559390]Attendance Progressive Discipline
	First Step
	   Verbal/Recorded Warning 

	Second Step
	Written Warning

	Third Step
	Final Warning

	Fourth Step
	Discharge



Any one of the progressive steps listed above will remain in effect for 12 months and any further violations of the Attendance Policy within the 12 months from the previous step of progressive discipline will be cause for the discipline to move the next step of the policy.

[bookmark: _Toc504555039][bookmark: _Toc504559391]LEAVES OF ABSENCE

[bookmark: _Toc504559392]Family & Medical Leave
Our Family and Medical Leave policy allows you to take a leave of absence for your own serious health condition; for the birth or adoption of a child; for the placement of a foster child; or for the care of a child, spouse, or parent with a serious health condition. Leave may also be provided in the event a family member is called to active duty in the Military or for formal Military events.

[bookmark: _Toc504559393]Eligibility
You will be eligible to take family and medical leave if you meet the following requirements:
You are a regular full- or part-time employee and you have been employed for at least one year or more before the first day of the leave; and, o You have worked at least 1 ,250 hours or more during the preceding twelve months. If you have not met the hour’s requirement, management may still allow the leave. 

[bookmark: _Toc504559394]Length of Leave
You may take a leave of up to twelve weeks of family and medical leave during a twelve-month period. A week is defined as your normal work week schedule. The twelve-month period will be measured forward from the date of leave. If medically necessary, family and medical leave may be taken on a reduced or intermittent schedule. Details of the proposed schedule should be attached to the Request for Family and Medical Leave Form and should be verified by the certifying health care professional on the Health Care Provider Certification Form.

[bookmark: _Toc504559395][image: ]Request Procedure
When the need for medical leave is known in advance, you must give 30 days’ written notice to take family and medical leave by filling out and turning in to the Human Resources Benefits Specialist the Request for Family and Medical Leave Form and the Health Care Provider Certification Form.
In an emergency situation where there is no opportunity to give notice, you must notify your supervisor of the intent to take family and medical leave immediately. You also must deliver the completed Request for Family and Medical Leave Form and the Health Care Provider Certification Form within fifteen days of your request for leave.
Requests for family and medical leaves must be verified by a health care professional by using the Health Care Provider Certification Form. 
In the case of adoption, a legal representative who can attest to the validity of the adoption must verify the request for family and medical leave. In the case of placement of a foster child, a representative of the agency making the placement can verify the request.
Any medical information provided regarding a personal health condition or the health condition of a family member is kept confidential and only those with a valid, business-related reason for knowing will have access to any of this information.

[bookmark: _Toc504559396]Personal Leave
[image: ]We may provide leaves of absence without pay to regular full-time employees who wish to take time off from work duties to fulfill personal obligations. As soon as you become aware of the need for a personal leave of absence, you should request a leave from your supervisor. Personal leave must be agreed to in writing by your supervisor and the General Manager.
If an employee fails to report to work promptly at the expiration of an approved personal leave period, the Company will assume the employee has resigned.


[bookmark: _Toc504559397]GENERAL PRACTICES

[bookmark: _Toc504559398]Parking & Transportation
Employees are responsible for location and costs of parking. Employer may provide transportation when traveling outside of the Kitsap County.

[bookmark: _Toc504559399]Job Duties & Responsibilities
All employees should be aware that your job duties and responsibilities may change at any time during your employment with Global Coatings. From time to time, you may be asked to work on special projects or to assist with other work necessary or important to the company that is outside of standard duties. Global Coatings reserves the right, at any time, with or without notice, to alter or change job responsibilities, reassign or transfer job positions, or assign additional job responsibilities.

[bookmark: _Toc504559400]Company Equipment
The company maintains tools and supplies for employees that are not normally part of an employee’s personal tools. An employee using company owned equipment has the responsibility to ensure that it is returned to the proper location or to a supervisor in an operable and safe condition; or the equipment should be tagged as unsafe or broken. Employees are expected to return all tools on a daily basis to the job box or supervisor. An employee may be subject to disciplinary action for any lost or misused equipment. 
If an employee voluntarily terminates, is terminated, or laid off, all company tools/equipment/PPE/badges must be returned before a final paycheck will be released.

[bookmark: _Toc504559401]Cameras & Cell Phone Policy
Cameras of any kind, including cell phones are not allowed at PSNS inside of the controlled industrial area (CIA) or aboard any military ship at any time. If you are found in the CIA or onboard a military vessel with a camera of any kind, the camera and your CIA and base badge may be confiscated. If you have a cell phone at work, it should only be used for important or emergency calls unless work related. If you are expecting an important personal call, notify your direct supervisor in advance.

[bookmark: _Toc504559402]Employment/Vacancies
It is our goal to fill employment vacancies with the most qualified applicants, whether recruiting internally or externally. Job applicants will be considered on an equal basis for all positions without regard to sex, age, race, color, religion, national origin, marital or veteran status, sexual orientation, gender identity, or the presence of a physical or mental condition or disability that can be reasonably accommodated.

We will always try to select the most qualified person for each available job, favoring existing employees over outside applicants when possible. External recruiting may be initiated concurrently with the internal posting process.
Former employees and relatives of current employees will be considered for employment in the same manner as other applicants. We may refuse to place a spouse or immediate family member under the direct supervision of his/her spouse or family member if such placement adversely affects supervision, safety, security, or morale.

You may from time to time be temporarily or otherwise transferred or assigned to perform work outside of your regular job classification, schedule, shift, or department. Depending upon the circumstances, when transferred you may be subject to a wage adjustment. We may reassign an employee whose placement is determined to be unsuited to his/her individual skills, and may transfer any employee who has an illness or disability that requires a modified duty job without posting the job.

[image: ][image: ][image: ]Due to security clearance requirements on some of the jobs we perform for the United States Government, a background and criminal history check may be conducted as well as verification of United States citizenship to determine if the individual is eligible to work on such projects. The company will only hire individuals authorized to work in the United States as evidenced by the presentation of appropriate employment eligibility documents.

[bookmark: _Toc504559403]Change in Personal Data
Keeping your personnel records current can be important to you with regard to pay, payroll deductions, and other matters. If you have changes in any of the following items of information, please notify the Human Resources Department or payroll office:
· Name
· Marital status
· Address
· Telephone number
· Dependents
· [image: ]Person to be notified in case of emergency
· Job related physical or other limitations that impact employment
· Other information having a bearing on your employment
All Changes must be submitted in writing.


[bookmark: _Toc504555040][bookmark: _Toc504559404]COMPENSATION
[bookmark: _Toc504559405]Pay Administration
Global Coatings LLC values quality employees and is committed to compensating employees for their efforts and results. It is our intent to provide a competitive wage that will attract, retain, and motivate employees. It is also our intent that policies and pay practices be administered consistently throughout Global Coatings LLC.
Your pay as a new employee is established based on the pay level of current employees in the same or similar positions and your previous experience and skills.
You will be eligible for future pay increases based on your performance, contributions, and company success.

[bookmark: _Toc504559406]Merit Salary Increases
It is our policy to reward you with increases in pay for dedication in your work, extra effort, and contributory performance. Increases are not awarded on an automatic basis or at preset intervals. Your supervisor/manager will determine if an increase is warranted at the time of your performance or salary review. Increase recommendations must be approved by the next level of management and submitted to the General Manager and/or Human Resources Department for final review and approval.
[image: ]Information about your rate of pay and increases in pay, if any, is individual and we ask that you exercise great discretion and care regarding any discussion of these matters.

[bookmark: _Toc504559407]Paydays
You will be paid every week. Paydays are generally on Friday. If a company holiday falls on payday, you will receive your check on the last workday prior to the holiday.

[bookmark: _Toc504559408]Payroll Deductions
Certain mandatory and elective deductions are made from employee pay, and are noted on the paycheck stub. The only deductions made are those mandated by law or authorized by you in writing.

[bookmark: _Toc504559409]Delivery of Paychecks
Your paycheck or payroll deposit notification will be delivered to you or made available to you at the jobsite/office each payday. Paychecks or payroll deposit notifications will not be delivered to anyone else without your written request.
[bookmark: _Toc504559410]Method of Payment
A statement showing gross earnings, deductions, and net salary will accompany each paycheck or direct deposit notification.

[bookmark: _Toc504559411]Employee Withholding Allowance Certificates (Form W-4)
[image: ][image: ]You are required under federal law to furnish the company with an Employee Withholding Exemption Certificate (W-4) at the date of hire. You must file a new W-4 form at any time the number of entitled exemptions decreases to fewer than the number being claimed. New W-4 forms may be filed when the number of entitled exemptions increases, if desired, but it is not required. You may increase withholding by claiming fewer exemptions than entitled or by requesting additional withholding be made if you find that insufficient tax has been withheld to meet your year-end tax liability.

[bookmark: _Toc504559412]Time Records for Non-Exempt (Overtime Eligible) Employees
The time card/time sheet is a record of time worked and must be filled out daily or as otherwise directed by management. It provides a permanent record of the time spent on the job, indicating the exact time worked. Each hourly employee will be issued a time sheet at the start of the work pay period. Non-exempt employee pay is calculated from this record.
The time card should be reviewed for completeness and accuracy at the supervisor's discretion but no less than each pay period. Time cards must be completed in ink. If an error is to be corrected or time clarified, the time card should be taken to the manager/supervisor, who will take the appropriate action. You should never allow someone else to make entries on your time card/sheet. Willfully falsifying a time card will be grounds for corrective action, up to and including immediate termination of employment.

[bookmark: _Toc504559413]Final Paycheck
You will receive your final paycheck on our next regularly scheduled payday.  Final paychecks will include all wages earned through the last workday.


[bookmark: _Toc504555041][bookmark: _Toc504559414]SAFETY IN THE WORKPLACE
[bookmark: _Toc504555042][bookmark: _Toc504559415]Safety
It is the policy of Global Coatings LLC to protect the safety and health of our employees and customers. Losses from accidents and illnesses are costly and most are preventable. Every reasonable effort will be made to maintain a safe working environment. To that end, both management and employees must make diligent efforts to promote safety. We develop and implement safety rules and regulations through our managers and supervisors. This process is ongoing and requires periodic safety audits. Safety audits are undertaken to determine the necessity and feasibility of providing devices or safeguards to make the workplace safe and healthful. We also educate employees about workplace hazards and the proper and safe methods to use in performing job tasks.

You are expected to give your full skill and attention to the performance of your duties, using the highest standard of care and good judgment. You are also expected to always follow safety rules and regulations, including using appropriate protective clothing and equipment, attending all training sessions related to your job description, and following directions of warning signs, signals, and/or directions of supervisory personnel.

[bookmark: _Toc504559416]PPE
Personal Protective Equipment (PPE) will vary by job. Employees are expected to use appropriate PPE at all times. Steel toed boots are required when performing production work in the shop and on all vessels, as well as eye protection (ANSI approved safety glasses or a full face respirator, and/or goggles) at all times onboard and when in the vicinity of production work in the shop. Hard hats are required in most commercial yards. Harnesses may be needed and will be provided with appropriate training as needed. Employees are required to carry a flashlight and ear plugs when onboard vessels and to wear double hearing protection when performing operations over 85 db (such as needlegunning) or when in the vicinity of other noise producing activities over 85 db. Employees are required to provide their own steel toed boots, most other PPE is provided at no cost to the employee.

[bookmark: _Toc504559417]Injuries/Incidents/Near Miss/Illness
[image: ]All job-related injuries, incidents, near misses, and illnesses are to be reported to your supervisor or safety rep immediately, regardless of severity. In the case of serious injury, your reporting obligation will be deferred until circumstances reasonably permit a report to be made. Failure to report an injury, incident, near miss or illness may preclude or delay the payment of any benefits to you and could subject the Company to fines and penalties. 

Safety rules and regulations will be issued or modified from time to time and will be effective immediately upon communication. Rules and regulations will be distributed to you and posted on the employee bulletin board. By accepting the mutual responsibility to work safely, we will all contribute to the well-being of one another and subsequently Global Coatings LLC.
If an injury occurs, you are required to:
1. Take remedial first aid actions.
2. Report the injury as soon as possible.
3. Seek emergency care if necessary.
4. Fill out the accident form.
5. Provide supervisor with a medical release from a doctor.
6. Review the incident with our safety representative.






[bookmark: _Toc504555043][bookmark: _Toc504559418]EMPLOYMENT RELATIONS AND CONDUCT

[bookmark: _Toc504559419]Outside Employment
You may hold a job with another organization as long as you satisfactorily perform your job responsibilities with Global Coatings LLC. Outside employment with another company should not present a conflict of interest, as described in the next section, nor interfere with your required work performance. 
If we determine that outside work interferes with your performance or your ability to meet the requirements of Global Coatings LLC as these may be modified from time to time, we may ask you to terminate outside employment if you wish to remain with the Company.

[bookmark: _Toc504555044][bookmark: _Toc504559420]Conflicts Of Interest
You have an obligation to avoid conflicts of interest with Global Coatings LLC and are expected to exercise good judgment. A conflict of interest exists whenever you encounter a situation in which your personal interest might affect or call into question your judgment on behalf of the Company.
It is our policy that employees avoid the potential for conflicts of interest by not engaging, directly or indirectly, in any conduct that is disloyal, disruptive, and competitive with or damaging to the Company.
[image: ]You may not accept full-time, part-time or temporary employment with, or volunteer for, an organization with activities that could conflict with the interests of Global Coatings LLC. Outside employment presents a conflict of interest if the employment involves work with other liquid coating or powder coating companies, vendors or suppliers to Global Coatings LLC or any organization or business that competes with the Company.
You must disclose any financial interest you or your immediate family have in any enterprise that does business with Global Coatings LLC. You should direct this disclosure to the General Manager.

[bookmark: _Toc504559421]Workplace Romances
It is the policy of Global Coatings LLC to discourage workplace romances. Consenting romantic and sexual relationships within Global Coatings LLC, while not expressly forbidden, are generally considered very unwise. Employees should be aware of the possible cost of apparently consenting sexual relationships in the workplace. An employee, who enters into a romantic or sexual relationship with another individual at Global Coatings LLC, particularly where there exists a difference in power between the persons involved, should realize that, if a complaint of sexual harassment is subsequently made, it will be exceedingly difficult to prove immunity on the grounds of mutual consent. In addition, to the extent that such a relationship results in workplace disruption and/or performance problems, it may be grounds for corrective action, up to and including termination.

[bookmark: _Toc504555045][bookmark: _Toc504559422]Non-Disclosure of Confidential Information
The protection of confidential business information and trade secrets is vital to the interests and the success of Global Coatings LLC. Such confidential information includes, but is not limited to:
· Compensation data
· Customer information, history or relationships 
· Financial information, bid results or quotations
· Marketing strategies or contacts
· Estimates, project data, pending projects or proposals
· Technical drawings or specifications
· Sub-contractor information
· Personnel information

If you have any questions about whether the Company's confidential information policy applies to a specific situation, contact your supervisor or the General Manager.
 It is your responsibility to resolve any confidentiality questions in advance. If you have any doubt about the confidentiality or copyright status of any information, you should assume that it is protected and that its use or disclosure is restricted under this policy.



[bookmark: _Toc504559423]WORKPLACE RULES
At Global Coatings LLC, we believe policies and procedures are essential for the orderly operation of our business and for the protection and fair treatment of all employees. As a result, we have [image: ]clearly identified performance expectations so that everyone conducts themselves in accordance with our workplace standards. 

[bookmark: _Toc504559424]Code of Conduct

The following demonstrate work behaviors considered important to the company:
You are expected to be at work on time, stay until your workday ends, and to do the work assigned or requested of you. If you are unable to be at work on time, you are expected to contact your immediate supervisor promptly.
You are expected to regard your workplace with respect and attention. Company records, equipment, and property are to be treated carefully and appropriately. You are responsible for those items in your custody and will be held accountable for their maintenance, appropriate use, and/or accuracy.
You are expected to act in accordance with all appropriate codes, laws, regulations, and policies, regardless of whether they are set by the Company or outside regulatory bodies.
You are expected to conduct yourself in a professional manner, exhibiting a high regard for our customers, vendors, business associates, and co-workers. This also applies to alcohol consumption when representing the Company in a business or social capacity.
You are expected to maintain the confidentiality of company information or customer information in your possession (i.e., personnel information, trade secrets, etc.).
You are expected to wear clothing that is consistent with the environment and conditions in which you are working. Good individual judgment is the best guideline, but management retains the right to decide what dress is appropriate.
It is not possible to list all the forms of behavior and conduct that Global Coatings LLC considers unacceptable in the workplace. Listed below are examples of behavior and conduct that may result in disciplinary action. The following list does not in any way alter the right of the Company or the employee to terminate the employment relationship at any time, with or without cause or notice:

[bookmark: _Toc504559425]Disciplinary Action Examples:

· Inefficient, incompetent, inadequate or negligent performance of work.
· Use of abusive or obscene language; threatening comments or behavior toward others during working hours or when representing the company.
· Insubordination or refusal to follow a supervisor's directive.
· Inability to maintain a satisfactory working relationship with customers and other employees.
· Tardiness and/or habitual absence from work without reasons satisfactory to the Company. Three consecutive days of unreported absence shall constitute job abandonment without any further notice from the Company to the absent employee. 
· Documented inappropriate use of the Internet or Email system.
· Harassment of a customer or co-worker.
· Discrimination of any kind.
· The sale, use, possession or distribution of alcoholic beverages, illegal drugs or controlled substances, or other intoxicants, at work or on Company premises.
· Working under the influence of alcoholic beverages, illegal drugs or controlled substances or other intoxicants.
· Failure to comply with safety rules set forth in applicable Company, state, and federal safety standards, or failure to otherwise recognize safety procedures in performing your duties.
· Failure to report immediately to supervisory personnel any accident or injury suffered by the employee.
· Violation of traffic or parking regulations while using Company or customer vehicles. Also, failure to properly report any type of accident involving a Company or customer vehicle.
· Engaging in a practice that may be inconsistent with ordinary, reasonable, common sense rules of conduct necessary to the mutual welfare of the Company and its employees.
· Acceptance of any other employment involving duties considered adverse to the Company.
· Failure to refrain from altering, mutilating, abusing or wasting property, facilities, records or equipment belonging to Global Coatings LLC or located on Company property.
· Provoking or instigating a fight during working hours or on or around the Company premises.
· Fighting or engaging in any behavior that is physically assaultive, indicates a potential for violence (e.g., throwing objects, shaking fists, destroying property, etc.) or represents a threat to harm another individual or endanger the safety of others.
· Carrying or possession of firearms, weapons or unauthorized knives on Company premises or in a Company vehicle used for Company business at any time.
· Stealing or misappropriation of the property of the Company or another employee, or any other dishonest act.
· There is no advanced pay. Direct deposit is recommended but is not required. All paper checks are issued Friday afternoons.
· Transportation to and from the worksite is the employee’s responsibility. If transportation is provided it is the employee’s responsibility to make sure they are on time for scheduled transportation. If a ride or flight is missed it will not be rescheduled.
· All travel/hotel reservations made are solely for the employee, family and friends are not invited.
· A photo ID and completed hiring packet is required for employment.
· The employee is employed for the duration of the contract.
· Every employee is required to fill out a respirator medical evaluation questionnaire. Questions or concerns regarding the questionnaire can be emailed to rkaeserohs@comcast.net.  
· A background check will be conducted. Continued employment will rely upon a favorable outcome and ability to receive a badge for military bases.
· All wages are paid as per state/federal law. There is no “under the table work”. 
· The employee is responsible for steel-toed footwear and clothing. All other PPE is provided by Global Coatings LLC.
· There is no paid time off. Sick leave is 1 hour accumulated per week.
· Falsification of information on the employment application, personnel record or other Company work record.
· Disregard for Company dress and appearance standards or conducting oneself in an unprofessional manner while working.
· Participation in organized gambling, betting, a lottery, or any other game of chance at any time while on Company property. This does not include minor card games, state-run lotteries or polls covering various athletic contests or games.
· Smoking in unauthorized areas.
· Solicitation or distribution of written or printed matter in violation of Company policy.
· Divulging confidential or proprietary Company information without authorization.
· Disregarding established safety rules and safe work practices.
· Deliberate alteration or falsification of Company or work-related records.
· Sleeping on the job.




[bookmark: _Toc504559426]Progressive Discipline Policy

Breaking of company rules/policies that are not deemed to be a firing offense will fall under the company progressive discipline policy as follows. Management will determine if an offense falls under the termination policy or the discipline policy.
	First Step
	   Recorded Verbal Warning

	Second Step
	Written Warning

	Third Step
	Final Warning

	Fourth Step
	Discharge.



Any one of the progressive steps listed above will remain in effect for 12 months and any further violations of the company policies within the 12 months from the previous step of progressive discipline will be cause for the discipline to move the next step of the policy.




[bookmark: _Toc504559427]EMPLOYEE RIGHT TO KNOW/HAZARD COMMUNICATION 

[bookmark: _Toc504559428]About
The Company provides a Hazard Communication Program so that all employees are aware of chemical hazards in the workplace. By becoming familiar with this information you can help prevent injuries and illnesses from chemical exposure. If you have any questions regarding chemical hazards, do not delay in asking your supervisor. The following safety precautions have been taken to prevent injuries and illnesses from chemical exposure:

[bookmark: _Toc504559429]Container Labeling
The Global Coating Enviromental and Safety Represenative will verify that all containers received for use are;
· Clearly labled as to the contents
· Note the appropriate hazard warning
· List the manufacturer’s name and address 
It is our policy that no container is to be released for use until the above data is verified.

The supervisor in each section will ensure that all secondary containers have either an extra copy of the original manufacturer’s label or a generic label that has identification and hazard warning blocks. For help with labeling, see the Global Coatings LLC safety represenative.

[bookmark: _Toc504559430]Safety Data Sheets (SDS)
Copies of safety data sheets for all hazardous chemicals that employees of this company may be exposed to will be kept in one of the following areas: general office, the safety department, and/or our online computer system for your review. Data sheets will be available to all employees at the job site for review during each work shift. If data sheets are not available or if you begin using a new chemical for which you do not have a Safety Data Sheet you should immediately contact your supervisor before using the chemical or the machine containing it.

Prior to a new hazardous chemical being introduced into any section of this company, each employee of that section will be given information as outlined above. The supervisor is responsible for informing the safety manager of new products. The Company Safety Representative is responsible for ensuring that Safety Data Sheets (SDS) on new chemicals are available.

[bookmark: _Toc504555046][bookmark: _Toc504559431][image: ][image: ]Smoking/Vaping in the Workplace
The Company does not permit smoking in any of its work areas. Places outside the office or work areas may be designated as smoking areas. Smoking is limited to these areas. If you have a concern about the areas designated, you should speak with your supervisor. Inside military or commercial facilities, smoking with only be permitted in designated smoking areas.  Vaping is not permitted within offices and onboard vessels unless within an open designated smoking area.


[bookmark: _Toc504559432]DRUG, ALCOHOL & FIREARM POLICY

[bookmark: _Toc504559433]About
We have an obligation to our employees to provide an environment that is free of drugs and alcohol or any mind-altering substances. Substance abuse compromises employee productivity, threatens the quality of our services and invites the risk of damage or harm to Specialty Finishes' property and/or employees. Therefore, Global Coatings a zero tolerance policy regarding drugs and alcohol in the workplace.

[bookmark: _Toc504555047][bookmark: _Toc504559434]Employee Responsibility
All managers, supervisors and employees have the responsibility to ensure that the Company's Drug and Alcohol policy is enforced. All employees are encouraged to come forward with any information regarding the use of drugs, alcohol or any other mind-altering substance.

[bookmark: _Toc504559435]Prohibitions
[image: ][image: ][image: ][image: ][image: ]The following are strictly prohibited on the job and/or on Global Coatings premises. Any violation of this policy may result in disciplinary action up to and including immediate termination. (See also Employee Rules of Conduct and Disciplinary Action.)
· Alcohol. Possessing, consuming, selling, attempting to sell, distributing, being under the influence of alcohol, or having alcohol present in the body at any level. 1
· Controlled Substances. Possessing, using, being under the influence of, having a forensically detectable level of (i.e., testing positive), selling, attempting to sell, purchasing, distributing, manufacturing or dispensing a controlled substance and/or drug. However, possessing and/or using a prescription medication is permitted: (1) in strict accordance with a physician's direction, (2) when such use will not affect the employee's ability to safely and/or efficiently perform his or her job, and (3) when appropriate supervisors or managers have been notified as set forth below and have approved the employee to work under those circumstances. (See subsection below on Prescription and Over-the-Counter Drugs.)

[bookmark: _Toc504559436]Testing and/or Rehabilitation. 
Refusing to submit to testing and/or rehabilitation programs as outlined in this policy will result in termination.
· Possession includes substances physically held by a person and stored or deposited in areas an employee controls (e.g., inside purses, lunch boxes, personal automobiles, lockers, and limited access work areas).

[bookmark: _Toc504559437]Prescription and Over-the-Counter Drugs
When a physician prescribes the use of prescription or over-the-counter drugs, or when over-the counter drugs bear warnings about side effects that may affect job performance, the employee is required to ask a physician whether such drugs may adversely affect his or her ability to safely and/or efficiently perform assigned duties. Using or being under the influence of such drugs is prohibited where such use may affect the employee's ability to safely and/or efficiently perform work duties.

Before commencing work, employees are required to advise their immediate supervisors or managers that they are receiving medication that may adversely affect their ability to safely and/or efficiently perform assigned duties. If there is any question concerning an employee's ability to perform safely and/or efficiently, the employee will be assigned to other duties, if, at the sole discretion of management, such duties are appropriate and available. Alternatively, the employee will be sent home on unpaid leave. The Company is entitled to obtain independent medical evaluation concerning the adverse effect of a medication on an employee's ability to safely and/or efficiently perform assigned duties,

Any employee who violates this provision is subject to disciplinary action up to and including immediate termination. However, when an employee complies with this requirement, the Company may still request that an employee consent to drug and/or alcohol testing pursuant to this policy.

[bookmark: _Toc504559438]Drug and/or Alcohol Testing
Global Coating requires drug and alcohol testing:
1. After an offer of employment, but before the applicant commences employment. Applicants who fail either the drug or alcohol test will not be hired and will not be allowed to reapply for employment for a period of 90 days.
2. When a reasonable suspicion exists that an employee is under the influence of any controlled substance, drug, or alcohol while on the job, or is otherwise in violation of this policy.
3. When an employee is found in possession of any controlled substance, drug or alcohol in violation of this policy, or when such items are found in an area controlled or used by the employee
4. [image: ][image: ][image: ][image: ]When an accident, near-miss, or incident occurs in which safety precautions are violated, careless acts are performed, or a claim of an on-the-job injury.
5. On a random basis as part of a Last Chance Agreement.
6. When required by a state or federal law or regulation 
[e.g., (a) persons driving commercial motor vehicles (DOT testing) or (b) for other reasons required by law].

There will be an initial screening test. If alcohol preliminary test result is positive, a second confirmatory test will be conducted after 15 minutes has elapsed. If the preliminary drug test is positive, the sample will be sent to the lab for confirmatory testing and processing according to accepted industry protocols. The employee will be suspended, without pay, pending confirmatory test results.
Test results are kept as confidential as possible.

[bookmark: _Toc504555048][bookmark: _Toc504559439]Test Results
As Global Coating has a zero tolerance policy regarding drugs and alcohol in the workplace, if the confirmatory tests show any number of drugs and/or alcohol present in the body the employee will be [image: ]considered to have tested positive.

[bookmark: _Toc504559440]DRUG FREE WORKPLACE

[bookmark: _Toc504559441]About
Global Coatings LLC has a responsibility to our employees, to those who use or come into contact with our products and services, and to the general public to ensure safe operating and working conditions. To satisfy our drug free workplace objective and meet these responsibilities, we must establish a work environment where employees are free from the effects of drugs, alcohol, or other impairing substances. Accordingly, we have adopted a comprehensive drug and alcohol policy. An overview of this policy follows:
The following conditions and activities are expressly prohibited on our premises or property or during work time or while representing us in any work-related fashion at job sites or any other location:
· Manufacturing, selling, attempting to sell, using, or possessing alcohol or other controlled or illegal substances that impair job performance or pose a hazard when use or possession occurs (except strictly in accordance with medical authorization);
· Possession and/or of illicit drug equipment or paraphernalia;
· Reporting for work under the influence of alcohol, illegal drugs, or controlled substances.

[image: ]If you voluntarily request assistance in dealing with a personal drug and/or alcohol problem, you may do so through the Employee Assistance Program or the Human Resources Department. The request for assistance will not jeopardize your employment as long as this assistance is sought before work performance has deteriorated or disciplinary problems have begun. 

[bookmark: _Toc504559442]Inspections
Desks, storage areas, work areas, lockers, file cabinets and Company vehicles are Company property and must be maintained according to this policy. All such areas must be kept clean and are to be used only for work purposes. We reserve the right, at all times, and without prior notice, to inspect any and all Company property for the purpose of determining if this policy or [image: ]any other Company policy has been violated.
All vehicles and containers including, but not limited to, bags, boxes, purses, briefcases, lunch containers, etc., brought on to Company property are subject to Company inspection at any time a Company representative has a reasonable suspicion that this policy has been violated and such an inspection is reasonably necessary in the investigation of such violation(s)
time a Company representative has a reasonable suspicion that this policy has been violated and such an inspection is reasonably necessary in the investigation of such violation(s).
Refusal to consent to an inspection when requested by the Company constitutes insubordination and the Company may take disciplinary action up to and including immediate termination.
The full Drug and Alcohol Policy and Testing protocols are included as an attachment to this Handbook.




[bookmark: _Toc504555049][bookmark: _Toc504559443]WORKPLACE VIOLENCE

All Company employees must be allowed to work in an environment free from violent conduct or the threat of violence. To accomplish this, we must have the cooperation of all our employees.

Global Coating strictly prohibits violent conduct of any kind in the workplace. Violent conduct includes any fighting, assault battery, verbal taunting, stalking or other behavior that is physically assaultive or reasonably intimidating and threatening to another individual or endangers the safety of employees or guests. A threat of violence includes throwing objects, shaking fists and any course of conduct that is intended to cause a reasonable person to believe that he or she is under a threat of bodily injury or death. Violent conduct does not include acts of self-defense or justifiable defense of others.

[bookmark: _Toc504559444]POSSESION OF FIREARMS

We also strictly prohibit the carrying or possession, at any time, of firearms, weapons or unauthorized knives on Company premises/job sites. If you believe that you or another employee has been subjected to violent conduct or the threat of violence, we urge you to report it immediately to your supervisor or any Member of Company management with whom you feel comfortable.

We may, out of business necessity, conduct an investigation of a current employee when the employee’s behavior raises concerns about work performance, reliability, honesty, or potential threat to the safety of co-workers or others. An employee investigation may include investigation of criminal records and a search of the company’s property such as desks, work areas, lockers, file cabinets, voice mail systems, computer systems, job boxes, etc.

We will take appropriate corrective action, up to and including termination, and/or contacting appropriate law enforcement personnel, against those who violate our violence and weapons policies, and against any others who condone and provoke such conduct.
 



[bookmark: _Toc504555050][bookmark: _Toc504559445]SEPARATION FROM EMPLOYMENT
[bookmark: _Toc504559446]About
Termination of employment is an inevitable part of personnel activity within any organization, and many of the reasons for termination are routine. Below are examples of some of the most common circumstances under which employment is terminated:
· Resignation — Employment with Global Coating is at-will which means that you are free to resign at any time. Resignation is a voluntary employment termination which you initiate. We would appreciate receiving notification of your intent to resign at least ten working days before departure.
· Layoff — When business needs dictate and job volume is low, you may be laid off from your positions with Global Coating for non-disciplinary reasons. In some layoff situations, you may be recalled to work if and when the work needs increase.
· [image: ] Retirement — You may retire from your position with Global Coating when you are 55 years old and have 10 years of service with the company or when you are 65 years old. Retirement is a voluntary employment termination which you would initiate.
· Discharge — Our general practice is to provide employees with an opportunity to correct minor performance and conduct problems before discharge occurs. However, the decision to discharge an employee is based upon a variety of factors and may be immediate.
· Job Abandonment - To maintain a safe and productive work environment, you are expected to be reliable in reporting for scheduled work. Absenteeism and tardiness place a burden on other employees and on the company. Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to and including immediate termination of employment. If you fail to call in or show up for work, after the third day of absence, it will be considered job abandonment and a voluntary resignation.

The above list of common circumstances under which employment may be terminated does not alter or impair the at-will employment relationship between Global Coatings and each of its employees. You and Global Coating remain free to terminate the employment relationship [image: ]for any reason at any time with or without advance notice.


[bookmark: _Toc504559447]Return of Company Property
Upon separation from your employment, either voluntarily or otherwise, you must return all
Global Coatings property in your possession by your last day of employment. Global Coating property may include credit cards, company vehicles, keys, ID cards, pagers, tools, software, computer disks, uniforms,, and any other items in your possession that belong to the company.


[bookmark: _Toc504559448]HARASSMENT & DISCRIMINATION
[bookmark: _Toc504559449]Overview
Global Coatings LLC will not tolerate conduct by any employee that harasses, disrupts, or interferes with another's work performance or which creates an intimidating, offensive, or hostile environment. We want to maintain a working environment free from all forms of harassment, whether based upon race, color, religion, ancestry, national origin, sexual orientation, gender identity, age, marital or veteran status, physical or mental disability, on-the-job injury, gender, or any other legally protected characteristic or status.

Behavior such as telling ethnic jokes; making religious slurs; using offensive slang or other derogatory terms regarding a person's race, sexual orientation, gender identity, age, sex, national origin, or disability; or mimicking one's speech, accent, or disability are examples of prohibited conduct and will not be tolerated. Retaliating against or harassing individuals by making derogatory comments regarding protected status or characteristics, and any other words or conduct that might create a hostile or offensive working atmosphere are prohibited.
While all forms of harassment are prohibited, it is our policy to emphasize that sexual harassment is specifically prohibited. Sexual harassment is considered sex discrimination not only because of the sexual nature of the conduct to which the victim is subjected, but also because the harasser treats a member or members of one sex differently from members of the opposite sex. Conduct is considered to be sexual harassment if:
· [image: ]Submission to the conduct is in any way deemed to be a term or condition of employment;
· Submission to or rejection of the conduct is used as a basis for employment-related decisions; and/or,
· The conduct has the purpose or effect of unreasonably interfering with an individual's work performance or creating an intimidating, hostile, or offensive work environment.
Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature. Conduct such as sexual or sexist language, jokes, or innuendoes; nude, profane, or obscene cartoons, drawings, or photographs; whistling; staring; and inappropriate touching are not tolerated at Global Coatings LLC.
Each manager/supervisor has a responsibility to maintain a workplace free of any form of sexual harassment. No manager/supervisor shall threaten or insinuate, either explicitly or implicitly, that an employee's refusal to submit to sexual advances will adversely affect the employee's employment, evaluation, wages, advancement, assigned duties, shifts, or any other condition of employment or career development.
All management and supervisory personnel have an affirmative action to stop inappropriate conduct in the workplace and promptly report any complaints regarding harassment to the Human Resources. Failure to do so can and will result in immediate corrective action up to and including termination of employment. You have the responsibility to immediately report any actions or words by a supervisor, co-worker, vendor, or other individual that you believe to be unwelcome harassment. 
All complaints of harassment will be investigated promptly and impartially. Discretion will be used during the investigation in order to maintain as much confidentiality as possible while effectively completing the investigation. If you are not satisfied with the handling of a complaint or the action taken by management, you should bring the complaint to the next higher level of authority. In all cases, you will be advised of the findings and conclusion.

[bookmark: _Toc504555051][bookmark: _Toc504559450]Dispute Resolution
We believe that undisclosed problems will remain unresolved and will lead to impaired work relationships, dissatisfaction with working conditions, and a decline in operational efficiency. Therefore, the company has established this dispute resolution procedure to solve problems as quickly, fairly, and thoroughly as possible. This procedure is a method for impartially hearing the complaint, and is intended to resolve problems and provide a fair and objective review. All issues will be handled without prejudice or retaliation.

[bookmark: _Toc504559451]Reporting Incidents of Harassment or Discrimination
If you believe that you have been harassed, have witnessed harassment, or suspect any violation of our harassment policy, you must immediately report the matter to your manager or any other manager with whom you feel comfortable talking. If your immediate supervisor or manager is not available, you can contact any member of management within the company, regardless of location, to voice your concern.
[image: ][image: ]The Human Resources Department is responsible for ensuring that all complaints are promptly and thoroughly investigated without prejudice or retaliation. The investigation will be conducted promptly, but no specific timeframe can be guaranteed because each situation is likely to be different, and individuals may have varying schedules. Every effort will be made to complete the investigation within two weeks. In all cases, you will be notified of the outcome of the investigation.

[bookmark: _Toc504559452]Reporting all Other Issues
Any other questions or concerns you may have should be discussed with your immediate manager/supervisor as soon as you are aware there is a problem or have a question. Your manager will provide a written response to your concern within one week.

[bookmark: _Toc504559453]Appeal Process
Honest differences of opinion occur, and some situations will need the review or decision of a higher management level. However, a higher-management review is intended to occur only after you have discussed a situation with your immediate supervisor and a satisfactory solution has not been reached. We realize there may be valid reasons to forego this initial step. For those unusual circumstances, you may go directly to the next level of management or to the Human Resources Department for assistance.
If you feel a policy has been inappropriately applied, or you have been unfairly treated or unjustly disciplined by your manager/supervisor, you may present the matter to any Vice President within the Company or the Chief Operating Officer or his/her designee. That official will review the issue and make a decision. If you are not satisfied with this decision you may present, the matter to Chief Executive Officer for review and settlement. The decision of this individual will be final.
All cases will be reviewed on an individual basis and without regard to precedent.



[bookmark: _Toc504555052][bookmark: _Toc504559454]EMPLOYMENT POLICIES

[bookmark: _Toc504559455]Equal Employment Opportunity
Global Coatings LLC is an equal opportunity employer. As such, the Company considers individuals for employment according to their abilities and performance. Employment decisions are made without regard to race, age, religion, color, sex, national origin, physical or mental disability, marital or veteran status, sexual orientation, gender identity, or any other classification protected by law. All employment requirements mandated by local, state, and federal regulations will be observed. Global Coatings LLC employs affirmative personnel measures to ensure the achievement of equal employment opportunities in all aspects of employment and the work environment. These policies of nondiscrimination will prevail throughout every aspect of the employment relationship, including recruitment, selection, compensation, promotion, transfer, layoff, recall, termination, and dispute resolution.[image: ][image: ] In conformity with the Immigration Reform and Control Act of 1986 (IRCA), our policy is to hire only those who are eligible to work in the United States. Verification documentation is required of all new hires.

The success of our Equal Employment Opportunity Policy depends in great measure on the unbiased attitudes and actions of all employees. All employees in the company are responsible for following and carrying out this policy according to the spirit and intent of our equal employment commitment. Management provides and supports a dispute resolution procedure for complaints alleging discrimination. Employees are expected to bring any questions, issues, or complaints to management's attention. If you believe you have been harassed (see the Harassment and Discrimination policy below), or if you witness or suspect any violation of this policy, you should report the matter immediately to the Human Resources Department or a manager. We will not retaliate against you for filing a complaint or cooperating in an investigation, and we will not tolerate or permit retaliation by management or co-workers.

[bookmark: _Toc504559456]Americans With Disabilities Act
We are committed to complying fully with the federal Americans with Disabilities Act of 1990 (ADA) and its amendments, as well as state and local law, to ensure equal opportunity in employment for qualified persons with a disability. All of our employment practices and activities are conducted on a non-discriminatory basis.
We will make every reasonable effort to accommodate a disability unless undue hardship would result. However, when an employee is not able to properly perform his or her essential job functions, with or without reasonable accommodation, termination may be necessary.
If you become unable to perform the essential functions of your position due to a disability, provide written notification to your supervisor or the General Manager and include information about the circumstances and make any request for accommodation. We will review your request and to determine whether the reasonable accommodation would cause undue hardship on the Company
[image: ]We may rely on one or more doctors' opinions if there is any question whether your continued work could pose a safety or health risk or if there is reason to believe you may not be able to meet the demands of your job.




[bookmark: _Toc504559457]RECEIPT OF EMPLOYEE HANDBOOK


This acknowledges that I have received a copy of the Global Coating Employee Handbook. As an employee of Global Coatings LLC, I have read this Handbook and have asked my supervisor about any portion of this Handbook I do not understand. I also understand that Global Coating has the right to add, delete or otherwise modify the policies, procedures, or other information provided in this Handbook at any time. I agree to abide by these policies, procedures and other requirements of this Handbook. I understand that my failure to do so may lead to disciplinary action up to and including immediate discharge for the first offense.
I understand that neither this Employee Handbook nor any verbal statements made by Global Coating constitute an agreement or promise of continued employment, and that the provisions of this Handbook may be changed at any time. I understand that Global Coating reserves the right to terminate my employment at will at any time and that I also reserve the right to terminate my employment at any time. I am also aware and understand that no one other than Global Coating General Manager has any authority to enter into any agreement for employment or to make any agreement contrary to the foregoing, and no such agreement has been made


[image: ], have read and understand the above Employee Handbook. I agree to accept and abide by all the policies set forth in this manual.


[image: ]
Signature	Date

Global Coatings LLC 1704 Thompson DR, Bremerton WA 98337	Updated 1/24/18DA
Global Coatings LLC Handbook	Page 4
Version 1 August 22, 2016
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