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Disclaimer 

 

This March 2018 version of the Sutter Roofing Company Field Employee Handbook 
(“Handbook”) supersedes all previous versions of the Employee Handbook and/or unwritten 
policies and/or practices. Please discard any previous versions of the Employee Handbook that 
you may have. 
 
The policies and procedures covered in this Handbook are not intended to be all-inclusive. This 
Handbook is designed to be a user-friendly guide to be used by employees of the Company, and 
summarizes company guidelines and information. If after reading this Handbook you have 
questions regarding any of its contents, please ask your direct supervisor or contact the Human 
Resources Department. 
 
This Handbook and the policies contained in it do not in any way constitute, and should not be 
construed as, a contract of employment or a promise of employment between you and the 
Company. Nothing in this Handbook binds the Company to any specific procedures, policies, 
benefits, working conditions, privileges of employment, or definite period of employment. The 
contents of this Handbook can be changed at any time for any reason and with or without prior 
notice. 
 
 

 

 

Welcome to Sutter Roofing! 
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Note from The President 

 

We appreciate you choosing Sutter Roofing as your employer. You are joining a top-notch 
subcontractor that believes in doing quality work and taking care of employees, customers, and 
associates.  
 
The success of our company is a direct result of our many loyal long-term employees. We firmly 
believe in taking great care of our employees by providing competitive wages, a superior 
benefit package, and a safe work environment. Quality workmanship in the application of 
roofing systems and the company’s highly qualified professionals define Sutter Roofing as a 
leader in commercial roofing. We are extremely proud of our company heritage and culture and 
especially the dedicated men and women who have helped build it. 
 
Whether you are an existing employee or have just joined our company, this is an opportunity 
for you to become the best you can be. We will provide training and a career path to help you 
achieve your goals. I hope you value this opportunity and that you will be a vital member of our 
team for many years to come. 
 
Welcome to the Sutter Roofing family! 
 
Sincerely, 
 

 
 
 
Douglas C. Sutter  
President 
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Note from The Executive Vice-president 
 
As you embark on your employment at Sutter Roofing, we want you to achieve your career 

goals.  One step in that process is understanding our policies and procedures and how they 

govern you job duties and responsibilities.   

This handbook is your guide and starting point for answering questions about what benefits are 

offered to you and how best to use them.  We have compiled this information in conjunction 

with our benefit providers and legal advisors to provide a comprehensive and accurate 

overview of each item and how you will qualify for participation or inclusion. 

As you move forward in your employment with the company, you may qualify for additional 

benefits and programs.  We hope that you will use this hand book to better understand what is 

available to you and maximize the programs and offerings to your personal benefit. 

Our goal is to provide a rewarding work environment that allows each person to reach their 

potential and achieve their aspirations.  Being informed and knowledgeable about what will be 

required at each level of responsibility is a key starting point to begin the journey on the right 

path. 

Please review and use this information to your and the company’s benefit. 

Welcome to the Sutter Roofing family! 
 
Sincerely, 
 

 
 
 

Bradley Sutter 
Executive Vice-president 
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The Company 

 

Sutter Roofing Company is a nationally recognized leader in commercial roofing and sheet 
metal contracting. We have over 250 employees who are dedicated to only the best quality, 
service, and professionalism in our industry. The Sutter family has been in the commercial 
roofing business continuously since our 1902 founding in Clarksburg, West Virginia where we 
still operate today. Our Florida operation was started in 1979 and has grown to be one of the 
largest roofing contractors in the state, as well as the entire U.S. This steady, controlled growth 
has only been possible due to our tremendous employees whose commitment to excellence 
personifies our organization. 
 
We are proud members of the National Roofing Contractors Association, the Florida Roofing 
and Sheet Metal Contractors Association, and our local Sarasota affiliate. Construction 
organizations such as Associated Building Contractors (ABC) and the Gulf Coast Builders 
Exchange also count us as active members. Although most of our work is within Florida, we 
have completed multiple larger projects throughout the Southeast. 
 
When Sutter Roofing Company was established as a Florida corporation in July 1979 its original 
office location was in Longwood, Florida. The company’s focus then, as it is now, was to provide 
quality service and workmanship to the commercial roofing industry. In 1984, operations began 
in our first Sarasota office. Since that time the company has experienced significant growth. We 
are licensed applicators of single-ply, modified bitumen, and architectural sheet metal roofing 
systems. We also operate our own metal fabrication shop as well as having a dedicated Service 
Department that is one of the largest in the state.  
 
The Sutter Roofing Company of Florida is comprised of a corporate/regional office in Sarasota, 
FL and additional regional division offices in Fort Myers, Tampa, Orlando, and West Palm Beach. 
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Introduction 

We are happy you have decided to pursue a working opportunity with our company, and for 
those personnel already with the company, we value your employment and hope each day 
continues to be rewarding. We firmly believe that the success of the company depends upon 
our employees - your knowledge and skills contribute directly to our daily excellence in meeting 
our goals. 
 
Sutter Roofing has a reputation for both quality service and workmanship. This reputation has 
been earned because of a commitment to do the best job possible and by always putting safety 
first! Such a commitment is not possible without ongoing communication between employees 
and management. We have an open-door policy and will attempt to keep you informed of 
current company news and policy always. We also encourage any input that you may have 
regarding policies and procedures here at Sutter Roofing. 
 
This handbook has been prepared to familiarize you with the company human resource 
policies, procedures and benefits at the Sutter Roofing Company. 
 
Each employee is required to read and be familiar with this Handbook. After reading, sign and 
turn in the Acknowledgement Letter (the last page of the Handbook) to the Human Resources 
Department for corporate office personnel, and to the Office Manager for all division office 
personnel. Your signed Acknowledgement Letter will be included in your personnel file 
indicating that you have read and are familiar and understand company policies and 
procedures, and agree to comply with all policies and procedures. For any questions or 
concerns you may have, please contact the Human Resources Department. 
 

Equal Employment Opportunity (EEO) & American’s with Disabilities Act (ADA) 
 

To provide equal employment and advancement opportunities to all individuals, employment 
decisions at Sutter Roofing Company will be based on merit, qualifications, and abilities. We do 
not discriminate against anyone based on their race, color, religion, sex, national origin, 
citizenship, disability, age, marital status, or any other characteristics protected by federal, 
state, or local law. 
 
Sutter Roofing is committed to complying fully with the ADA and other legal requirements, and 
ensuring equal opportunity in employment for qualified persons with disabilities. We will 
attempt to make reasonable accommodations for qualified individuals with known disabilities. 
This policy governs all aspects of employment, including selection, job assignment, 
compensation, discipline, termination, and access to benefits and training. 
 
Should you have any questions or concerns about any type of discrimination in the workplace, 
you are encouraged to bring these issues to the attention of your immediate supervisor or to 
the Human Resources Department. You can raise your concerns without any fear of reprisal; 
the company will not tolerate retaliation of any kind. Anyone found to have engaged in any 
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form of unlawful discrimination, harassment, or retaliation will be subject to disciplinary action, 
up to and including termination. 
 

Nondiscrimination & Anti-Harassment 
 

Sutter Roofing is committed to providing a work environment free of discrimination and 
unlawful harassment of any kind including actions, words, inappropriate language, jokes or 
comments related or unrelated to an individual’s sex, race, ethnicity, age, religion, or any other 
legally protected class will not be tolerated. 
 
Report any incident of sexual, other unlawful harassment, or inappropriate behavior 
immediately to your supervisor or to the Human Resources Department. You should feel free to 
raise your concerns and make reports without fear of reprisal. 
 
Any Supervisor who becomes aware of any form of unlawful harassment or inappropriate 
behavior must notify Human Resources immediately. 
 
Any form of unlawful harassment or inappropriate behavior will be subject to disciplinary 
action, up to and including termination of employment. 
 

Violence in the Workplace 
 

The company strives to ensure a safe work environment for its employees while in the offices 
and on job sites. Threatening behavior, acts of violence by or against employees or other 
workers on job sites will not be tolerated. Violations of this rule will lead to disciplinary action 
up to and including termination. 
 
Report any threats or unusual violent behavior immediately to any supervisor or the Human 
Resources Department. 
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EMPLOYEE RELATIONS 
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Employment at Will 
 

Your employment with Sutter Roofing is for an unspecified duration and is “at-will”. Under the 
Florida “at-will” employment guidance, the employment relationship may be terminated at any 
time, with or without cause or for any other reason at the option of either the company or you 
as the employee with or without notice. 
 

Immigration Reform and Control Act 
 

In compliance with the Immigration Reform and Control Act of 1986, as a condition of 
employment, all employees must complete the Employment Eligibility Verification Form I-9 and 
present documentation establishing identity and employment authorization to work in the 
United States of America. Former employees who are re-hired must also complete this form if 
they are to once again work for the company. Sutter Roofing participates in the E-Verify 
program. 
 

Employment Reference Checks 
 

To ensure that individuals who join the Sutter Roofing Company are well qualified and have a 
strong potential to be productive and successful, it is our policy to check the employment 
references of all potential employees. In addition, when deemed necessary, we will conduct 
any or all of the following: Motor Vehicle Reports, Criminal and/or Credit Background 
investigations, DOT Testing, and Drug Testing. These checks are typically conducted prior or 
during the start of employment, but may also be performed at any time during the employment 
relationship. If Management decides to conduct random checks during employment, 
employees will be notified immediately prior to such check or testing taking place. 
 

90-Day Introductory Period 
 

The company maintains a 90-day introductory period for all employees upon commencement 
of employment. The 90-day period allows the company to evaluate employees, their 
performance and behavior. Furthermore, the introductory period is a good time for you as a 
new employee to evaluate Sutter Roofing, and decide if it is the best career choice for you. 
Company benefits to include health, dental, vision, life insurance, and Aflac policies commence 
on the 1st of the month following 60 days of employment. Should an employee quit and then 
be rehired, they are required to once again complete a 90-day introductory period. 
 

Continuous Service 
 

Sutter Roofing occasionally utilizes the services of temporary staffing or labor agencies. If a 
temporary worker wishes to become a full or part-time regular employee of Sutter Roofing, the 
date that the employee ceases working for the temporary staffing agency and becomes 
employed by Sutter Roofing will be considered the start date for employment. The 90-day 
introductory period with Sutter Roofing begins on the 1st day the individual becomes an 
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employee of our company. The employee will not receive a 90-day review and/or salary review 
at the start of their employment with the Sutter Roofing Company/end of contract with the 
staffing agency, but only after they have passed their 90-day period as a regular employee with 
the company. 
 

Outside Employment Policy 
 

If employees of Sutter Roofing are found to have outside employment that interferes or 
conflicts with the company’s mission, work schedules or confidentiality in any way, or hinders 
the employee’s productivity while on the job in any way, the employee may be asked to curtail 
such outside employment to continue employment with the company. 
 

Employee Loyalty & Professionalism 
 

Employees of the Sutter Roofing Company should not engage in activities that would harm the 
company, to include the following: 

• Degrading Sutter Roofing reputation, management/ownership, co- workers, policies, 
services or products. 

• Utilizing the Sutter logo for personal use or gain, or for outside use in any way not 
related to Sutter Roofing business. 

• Diverting a business opportunity for the company. 

• Inducing other employees to leave the company. 

• Inducing customers or potential customers to terminate their relationship with Sutter 
Roofing. 

• Using or disclosing confidential and/or proprietary information or trade secrets to 
persons outside of Sutter Roofing. 

 
All Company property, tangible and intangible to include all information, logos, written policy 
and reports, vehicles and equipment is confidential and may not be shared with anyone outside 
of Sutter Roofing at any time. Employees found to be violating the above policies of employee 
loyalty, professionalism and confidentiality may be subject to disciplinary action up to and 
including termination. 
 
Employees should represent Sutter Roofing to the best of their ability and with the utmost 
professionalism. Reinforce the company slogan “We’ve got you covered!” and always try to 
produce 110% while at work and encourage their co-workers to do the same. 
 

Social Media, Social Networking and Weblogs Policy 
 

The following policy governs employee use of social media, including any online tools used to 
share content, profiles, opinions, insights with others including personal web pages, message 
boards, networks, communities and social networking websites, including but not limited to 
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Facebook, Twitter, LinkedIn, and weblogs (“blogs”). The lack of explicit reference to a specific 
site does not limit the application of this policy. 
 
Employees should have no expectation of privacy while using online social media, social 
networking sites and/or blogs. Employees should expect that any information created, 
transmitted, downloaded, exchanged or discussed in online media, social networking sites 
and/or blogs may be accessed by the Company at any time without prior notice. Employees are 
personally responsible for the commentary they express and the material they post while 
engaging in online social networking and blogging activities. 
 
The Company respects the rights of all employees to use social media for the purpose of self-
expression. However, the Company also has an interest in protecting its image, goodwill, and 
reputation in the community. For this reason, the Company expects employees to conduct 
themselves in a professional manner and exercise good judgment when using social media, 
social networking sites, and/or blogs. 
 
Therefore, Employees are strictly prohibited from the following: 
 

• Listing their Company e-mail address or company-issued phone numbers unless the 
social media, social networking site or blog is used solely for Company business and has 
been authorized by Human Resources or the Ownership of the Company; 

 

• Using any social media, social networking, blogs or any other form of online publishing 
or discussion activities while on Company time, property, or business except if the 
activity has been approved and is being done for company business; 

 

• Posting any material that is obscene, vulgar, defamatory, threatening, discriminatory, 
harassing, abusive, or hateful to another person or entity; 

 

• Posting or using a picture or likeness of a manager, supervisor, co-worker, vendor, or 
customer without that individual's express advance permission; and 

 

• Engaging in activity that reflects or may reflect negatively on the Company, its affiliates, 
employees, clients, partners, vendors and suppliers, or contains any content prohibited 
by the Company's policies and procedures. 

 
Employees engaging in use of social media, social networking and blogging activities are subject 
to all of the Company policies and procedures, including but not limited to the Company's 
policies on protecting the confidentiality of Company information, safeguarding Company 
property; the prohibition against unlawful discrimination and harassment; and the use of the 
Company's electronic systems. 
 
Employees are expected to remain respectful of the Company, managers, supervisors and co 
workers, as well as the Company's products and services, clients, partners, affiliates, vendors, 
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suppliers, and competitors (and their products and services), and shall not post any material 
that is obscene, vulgar, defamatory, threatening, discriminatory, harassing, abusive, hateful or 
embarrassing to another person or entity, and shall not engage in activity that reflects or may 
reflect negatively on the Company, its affiliates, employees, clients, partners, vendors and 
suppliers, or contains any content prohibited by the Company's policies and procedures. 
 
Violations of this policy may result in disciplinary action, up to and including termination of 
employment. 
 
The Company will not construe or apply this policy in any manner that interferes with or limits 
employees' rights under federal and state laws, including their right to communicate with one 
another about work-related issues as provided by Section 7 of the National Labor Relations Act. 
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COMPENSATION 
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Typical Work Days & Schedule 
 

The work schedule for Field personnel is Monday through Friday with a half-hour lunch break 
and two 10-minute breaks. Typical hours are 7 am to 4 pm. Adjustments to this schedule are 
often required due to weather conditions. For example, if we receive a full day of rain during 
the week we may work Saturday to make up for that day’s production which also ensures 
hourly employees receive a full week’s pay. Work schedules are dictated by job conditions and 
management. 
 

Timekeeping Requirements 
 

Pay periods are Friday through Thursday. Foremen are required to record their assigned 
employees’ hours worked on a daily basis onto our timekeeping software. Foremen should not 
wait until the end of the pay period to record hours worked. Hours should be completed by 
5:00 p.m. on Monday afternoon in order for the payroll to be run timely for that week. 
 

Driving/Riding Transportation Notice 
 

All field team members required to drive Crews are paid for Drive Time:  The current pay rate 
for drive time will be $8.25/hour. 
 

• It is important to explain how Drive Time will affect the rate paid to you for overtime 
hours worked. When an employee performs regular hours and drive time the employee 
will have more than one pay rate reflected for the week. The overtime paid to you in 
that week will be a figure based on combining your hours worked on the job site at your 
regular pay rate in combination with the drive time pay rate of $8.25.  Drive Time is 
calculated per the U.S. Department of Labor regulations in reference to the calculation 
of multiple pay rates. 

 
For any Personnel Authorized to Take Vehicles Home: For those Foreman and/or Drivers who 
are authorized to take a vehicle home, it is important to clarify when drive time will be paid.  If 
an employee drives the vehicle home and is not required to report to the shop the next 
morning to load materials or for other mandatory work meetings – and the employee is able to 
drive straight to the job site from home, the time driving to/from the job site will not be 
compensated. If a Foreman and/or Driver is required to report to the shop prior to reporting to 
the job site in the morning, then in this case, the Foreman and/or Driver will be paid drive time 
from the shop to the job site. 
 

Overview of Riding & Transportation Policy: 
 

a) To all crew members, Sutter Roofing does not require you to report to the shop/office 
prior to reporting at the job site. However, as a courtesy to its crew members, Sutter 
Roofing makes transportation available for its crew members to and from the job site 
from the shop/office, if you would like to utilize this employee benefit. 
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b) From time to time, your Foreman may require a crew member to report to the 

shop/office in order to complete work related tasks before travel to and from the job 
site in the company provided transportation. If this occurs, the crew member will be 
compensated for all time worked. 

 
c) All crew members are required to be on-time to the job site, whether they utilize their 

own personal transportation or company- provided transportation. If employees are 
late reporting to work, the time missed will not be paid, and disciplinary action may 
result due to tardiness. 

 
d) We are here to assist you with any questions or concerns, etc. you may have related to 

this policy. Please direct questions to Human Resources or your Office Manager. 
 
   

Payroll Information 
 

Employees at Sutter Roofing are paid on a weekly basis. Pay periods begin on a Friday and end 
on Thursday. Employees will receive their pay for the week on the payday following the pay 
period which ended on Thursday night. If the payday falls on a holiday, you will be paid on the 
preceding workday. 
 
Employees will receive their regular rate of pay during normal working hours, while attending 
safety or organizational meetings, and while attending work-related training. 
 
Overtime compensation begins for hourly employees who work more than 40 hours in a given 
work-week. Overtime is computed at 1-1/2 times the employee’s regular rate of pay. When 
calculating overtime, vacation and/or holiday time does not count towards hours worked. 
 
Sutter Roofing requires all of its employees to use direct deposit for paychecks. 
 
Paydays are on each Friday. Employees will receive their pay stubs weekly by Thursday 
afternoon. If you would like to have your pay stub held on a particular week, or if you no longer 
desire receipt of your pay stub on a weekly basis, notify the Human Resources department with 
your request. 
 
For those employees without access to a checking and/or savings account at a bank or financial 
institution, the employee will be required to open a Pay card account with our financial services 
vendor. Employees are then issued a Pay card, where they are able to withdraw funds from 
select ATM machines.  
 
Human Resources reports all new employees to the State of Florida. Any wage garnishments or 
child support agreements sent to Human Resources will be deducted from your paycheck as 
directed by the issuing agency. 
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If you believe that an improper deduction has been made to your compensation, you should 
immediately report the information to your direct supervisor, or the Human Resources 
Department. Reports of improper deductions will be promptly investigated. If it is determined 
that an improper deduction has occurred, you will be promptly reimbursed for any improper 
deduction made. 
 

Per Diem / Reimbursed Expenses 
 

Per Diem will be paid for crews working on jobs that require overnight or extended evening 
stays. Food per diem of $25 full days/$15 half days (extended evening or Friday part days) will 
be loaded on a Per Diem card bearing the name of the Foreman of the crew and Sutter Roofing 
Co of FL. 
 
Foremen will distribute the food per diem money equally to the crew; daily or weekly at their 
discretion. 
 
Rain days, or for any other reason a crew or partial crew pulls off of a job early, will be removed 
from the card also at the direction of the Project Manager. 
 
Your Project Manager may elect to also load monies for ice, water, propane and special dump 
fee arrangements as the location may require. This will be the only material job cost monies 
allowed to load onto a per diem card. NO OTHER USE OF THE PER DIEM CARD WILL BE 
ALLOWED unless authorized by Corporate Management/Ownership. 
 

Company Vehicle Use 
 

All employees, upon their start of employment with Sutter Roofing will have a Drivers’ License 
check with the Department of Motor Vehicles to see if they are eligible for driving Sutter 
Roofing vehicles. You may be assigned, either at the start of your career or at a later date with 
the company as an authorized driver. 
 
While driving or riding in a company vehicle, all state and local laws must be followed. 

• Seatbelts are mandatory for all of those personnel in a company vehicle, no exceptions. 

• There is to be no consumption of alcoholic beverages or illegal substances within a 
company vehicle at any time or during work hours. 

• Drivers must obey all driving laws, and drive within the legal speed limits. 
 
Foreman should ensure that vehicles are kept clean and have a full tank of fuel nightly. All 
vehicles should have a full tank of fuel upon leaving the yard, and must be filled up upon 
returning after a day of work. In the Sarasota division, vehicles must refuel at the warehouse. 
Sarasota vehicles may be filled up with fuel at an outside gas station only if it is an out of town 
job. For the vehicles at the other company divisions, vehicles may be refilled at outside service 
stations, as there are no fuel tanks on site at the division office. 
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When in a company vehicle, you are representing the entire company. We expect the best 
behavior and professionalism from all of our employees while on the job, and while traveling to 
and from locations. Every approved driver must report any moving violation to Human 
Resources within 48 hours.  
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ATTENDANCE & TIME OFF 
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Attendance 
 

Sutter Roofing depends on its employees when scheduling jobs; therefore, it is of the utmost 
importance that all employees be available each workday, ready for work, at the assigned 
location and time. If you are ill and unable to work on a scheduled workday, notify your 
Foreman and one of the Project Managers as soon as you are aware.  It is your responsibility to 
report in.   Do not assume someone will know your whereabouts or rely on another worker to 
report in for you, except in the event of an emergency. Chronic absenteeism or lateness will not 
be tolerated and will be subject to disciplinary action and possible termination. 
 
In the event that an employee fails to show for his scheduled work time, (No Call – No Show) 
and does not notify his supervisor, it will be presumed that the employee voluntarily quit, 
unless within 2 days’ the employee has a valid written excuse acceptable to management. The 
last day worked will be designated as the termination date. 
 
Discipline: Each employee whose attendance record shows excessive absenteeism and/or 
lateness shall be disciplined progressively as follows: 
 

1. Written warning will be issued and notice put into employee’s file. 
2. Written reprimand for second offense. 
3. Third Offense - Second written reprimand and suspension from work without pay for a 

period not exceeding 3 scheduled workdays and placed on 6 months’ probation. If 
during the 6 months probationary period he/she does not exceed these standards, it will 
revert to a written reprimand. 

4. Fourth Offense a Third Written Reprimand, which results in the suspension from work 
and the employee is subject to discharge. 

 

Holidays 
Sutter Roofing recognizes six (6) paid holidays, which are:  
 

• New Years’ Day 

• Memorial Day 

• 4th of July  

• Labor Day 

• Thanksgiving Day 

• Christmas Day 
 
After you have completed six (6) months of continuous employment with Sutter Roofing, you 
are eligible for the six (6) paid holidays shown above. 
 
Whenever a Holiday falls on a Saturday, the Friday prior to the Holiday will be the paid Holiday. 
Should the Holiday fall on a Sunday, the following Monday will be observed as the paid Holiday. 
In order to be paid for the Holiday, you must work your regularly scheduled day before and 
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after the paid Holiday, unless scheduled vacation time has been taken in conjunction with the 
Holiday.   
 
Holiday pay is not considered “worked time” therefore any portion of the week which contains 
holiday pay will not be paid overtime until the worked time exceeds 40 hours. 
 

Bereavement Leave 
 

Employees will be authorized to take three (3) paid days of leave due to the death of an 
immediate family member to include: Mother, Father, Mother-in-Law, Father-in-Law, Spouse, 
Child or Child-in-law, Brother or Sister. Employees will be authorized to take one day of leave 
due to death of a non-immediate family member. An employee may use their vacation time for 
the remaining days or the days will be taken as unpaid days. This time off will be considered 
and granted on a case-by-case basis. The Company may require verification of the need for the 
bereavement leave. 
 

Vacation 
 

The Company believes that time off to spend with family or for relaxation is important. 
Vacation time must be used each year and cannot accrue from one year to the next. It is on a 
“use it or lose it” basis. Once you become eligible for vacation, please check with your 
supervisor for scheduling and requesting vacation. 
 
Vacation eligibility is as follows: 
 

• 1 - 4 Years’ Service  One (1) Week Vacation 

• 5 Years’ Service and Above Two (2) Weeks’ Vacation 
 
Current employees receiving three (3) weeks will continue to receive three weeks. 
 
Vacation time is granted on a yearly basis according to your month of hire. 
 
In the event of voluntary or involuntary terminations, any remaining vacation time will not be 
paid to the employee. 
 

FMLA 

 

The Family Medical Leave Act allows eligible employees to take up to 12 weeks of unpaid leave 
each year (to be calculated on a rotational basis) for family or medical reasons for all employees 
whether exempt or non-exempt. FMLA requires employers to grant such leave and to 
guarantee the employee a position equivalent in pay and other benefits upon timely return 
from leave. Leave may be granted to an employee for one or more of the following reasons: 
 

• Birth or adoption of a child, or placement for adoption or foster care 
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• Because of the birth of a newborn or adoption to care for the newborn child 

• The care for an immediate family member with a serious health condition (such as a 
child, spouse or parent) 

• The employee is unable to work due to his or her own serious health condition 
 
Employees applying for FMLA will be required to use any remaining vacation (if available) prior 
to taking unpaid leave. Medical certification may be required supporting the need for the leave. 
In some cases, FMLA may be taken on an intermittent basis rather than all at once, or the 
employee may work a part-time schedule. The right to take FMLA leave applies equally to male 
and female employees. 
 
Some examples of serious health conditions are as follows: 

• Inpatient care in a hospital or residential medical facility 
• Any period of incapacity due to pregnancy or for prenatal care 
• A period of incapacity for any chronic health condition such as asthma. 

 
To be eligible, an employee must have been employed by Sutter Roofing for at least 12 months, 
and have worked at least 1250 hours over the past 12 months. It is the employee’s 
responsibility to apply for FMLA leave, to give a 30-day advance notice when possible, and to 
provide medical certification as requested. FMLA can be denied if the employee does not 
provide sufficient information to enable the employer to determine whether FMLA applies to 
the situation. Please contact Human Resources for more detailed information. 
 
It is important to note that continuing your benefits during this time is optional. You are not 
required to elect to continue benefits during your medical leave. If you wish to discontinue any 
of your benefits plans, please notify Human Resources immediately so we may make the proper 
adjustments with the insurance carrier(s). 
 
Should the employee wish to continue their benefits during this time, they will be required to 
remit payment for their portion of the benefits premiums. If they continue to send in payment 
for the employee’s portion of the benefit plan, the company will continue to pay its portion of 
the benefit plan as well. 
 
The employee will be required to make payments monthly to continue their current insurance 
benefits. Insurance payments are due on the first of the month for that month’s coverage. 
 
In accordance with Sutter Roofing company policy, if your payment is more than thirty (30) days 
late the company will cancel your company sponsored insurance plans.  The employee will then 
be eligible for continuing their benefits through a COBRA election. 
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Jury Duty 
 

It is sometimes a civic duty for employees to serve on jury duty and fulfill their court-related, 
obligations.  Sutter Roofing provides employees paid time off to do so up to a maximum of 3 
working days. After 3 days, employees must use vacation or take the days unpaid. To be paid 
for jury duty days, employees must present the paperwork and notification received. 
Employees should always notate on their Court forms, that they are compensated by their 
employer for their jury duty time. If any pay is received by the employee, from the Court, the 
employee is required to report the amount of pay and it will be deducted from their Company 
jury duty pay. 
 
Individuals appearing in court on their own behalf are required to use vacation or take the days 
unpaid. 
 
An employee should notify his/her supervisor upon receipt of a summons or subpoena. This 
summons or subpoena should then be forwarded to the Human Resources Department. 
Employees summoned for jury duty or appearing as subpoenaed witnesses are expected to 
work during normal working hours whenever court is not in session or when their presence in 
court is not required. 
 

Military Leave 
 

Sutter Roofing is committed to protecting the job rights of employees absent on military leave. 
In accordance with federal and state law, it is the Company’s policy that no employee or 
prospective employee will be subjected to any form of discrimination on the basis of that 
person’s membership in or obligation to perform service for any of the Uniformed Services of 
the United States. Specifically, no person will be denied employment, reemployment, 
promotion, or other benefit of employment on the basis of such membership. In the event that 
military leave must be taken, an employee may take up to 10 days unpaid for temporary 
military leave.    When an employee is directed to participate in extended military duties in the 
U.S. Armed Forces that exceed 10 working days, they will be placed on an unpaid military leave 
of absence status for a period as long as five years. 

 
Domestic Violence Leave Policy 
 

Employees may be granted up to 3 days of unpaid leave in any 12- month period if the 
employee or a family or household member of an employee is the victim of domestic violence. 
This leave may be used to: 
 

1. Seek an injunction for protection against domestic violence or an injunction for 
protection in cases of repeat violence, dating violence, or sexual violence; 
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2. Obtain medical care or mental health counseling, or both, for the employee or a family 
or household member to address physical or psychological injuries resulting from the 
act of domestic violence; 

 
3. Obtain services from a victim-services organization, including, but not limited to, a 

domestic violence shelter or program, or a rape crisis center as a result of the act of 
domestic violence; 

 
4. Make your home secure from the perpetrator of the domestic violence or to seek new 

housing to escape the perpetrator; or 
 

5. Seek legal assistance in addressing issues arising from the act of domestic violence or to 
attend and prepare for court related proceedings arising from the act of domestic 
violence. 

 
"Family or household member" means spouses, former spouses, persons related by blood or 
marriage, persons who are presently residing together as if a family or who have resided 
together in the past as if a family, and persons who are parents of a child in common regardless 
of whether they have been married. With the exception of persons who have a child in 
common, the family or household members must be currently residing or have in the past 
resided together in the same single dwelling unit. 
 
Except in cases of imminent danger to the health or safety of you or your family or household 
member, you must provide appropriate advance notice which is at least one week’s notice of 
the need for leave along with sufficient documentation of the act of domestic violence. This 
documentation may include copies of restraining orders, police reports, orders to appear in 
court, etc. 
 
Before receiving this leave, you must exhaust all vacation leave. 
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EMPLOYEE BENEFITS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



27 | P a g e  
Revised March 2018 

BENEFITS 
 

In addition to your weekly paycheck, Sutter Roofing provides a very attractive benefits package 
to full-time regular employees. Some of our benefits are offered at no cost to the employee as 
outlined below! 
 
Benefits are available to employees on the 1st of the month following 60 days of employment.  
There are exceptions to this eligibility date for the Aflac policies, 401K, and profit sharing plans; 
details of the eligibility of these programs are shown in the following text below. 
 

Health Insurance 
 

Sutter Roofing offers a great health insurance benefits plan for you and your family. There is a 
small weekly cost to the employee for employee-only coverage. Should you want to cover your 
family members, you may include them on your initial application for an additional weekly 
amount, depending on the coverage you select. Our Annual Open Enrollment period is October 
1st. At that time, you may add or delete dependents from the plan, enroll, and/or change your 
plan. A dependent is defined as your spouse or dependent children. 
 

Dental and Vision Insurance 
 

Sutter Roofing also has a group dental plan which will be available to you at your expense. The 
dental and vision coverage offered is a comprehensive plan, offered with affordable rates! 
 

AFLAC 
 

Employees will be able to sign up for benefit programs offered through AFLAC, to include Short 
Term Disability, Accident Plan, Cancer Plan, and Hospital Indemnity & Critical Care. Our Annual 
Open Enrollment period is October 1st. For more information on the details of this program, 
contact the Human Resources Department. 
 

Life Insurance 
 

You will be covered automatically for $20,000 of Life, AD & D Insurance upon completion of 
your probationary period at no cost to you!  You will have the option to buy additional life 
insurance coverage above the $20,000 amount at a cost to you in the form of voluntary 
(supplemental) individual and family coverage. 

 
401K & Profit Sharing 401K 
 

The company has a 401K plan, which you will become eligible to enter if you are 21 years of age 
or older and have completed 6 months of continuous employment. After an employee is 
eligible to enter the plan. Enrollments occur on a monthly basis. 
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Employees should remember that the 401K plan is an excellent benefit provided by the 
Company to assist employees in saving for their retirement. 
 
Sutter Roofing currently provides a 401k match to help you reach your savings and retirement 
goals.  Sutter Roofing may, based on operational needs, suspend the 401k match, but will make 
all efforts to reinstate the match whenever possible.  
 

Profit Sharing 
 

After the end-of-year closing, the Management will review profits made by the company during 
the year. The Leadership of the company may then decide to share some profits with 
employees of the company and deposit a percentage of funds into employee’s 401K accounts. 
Fund distribution is discretionary and may vary from year to year. No profit sharing funds are 
guaranteed for employees in any one year. 
 
Profit sharing funds (if distributed for a particular year) will typically be deposited into an 
employee’s retirement account after year-end. To be eligible to receive profit sharing, the 
employee must have completed one full year of employment with the company, and is then 
eligible to enter that plan as of the next eligibility month, either January or June. 
 
The information shown above on the 401K and profit sharing plans is meant to be a guideline 
only. The company Plan Document will always control and be the deciding factor in all cases 
relating to the plans. 
 

Employee Assistance Program (EAP) 
 

The EAP will provide you with many useful benefits such as grief counseling, abuse counseling, 
financial, debt and legal counseling. This benefit covers every member of your family for up to 3 
visits for each incidence. In other words, each member of your family could have 3 individual 
visits (or family) for grief counseling, then each could have 3 visits for another form of crisis or 
problem. Whenever possible, if it involves the use of psychiatric or psychological counseling, 
the EAP provider will attempt to utilize a physician who is in our network plan, so that if more 
than 3 visits are required, your health insurance coverage will take over. This is provided to you 
by Sutter Roofing at no charge, and we hope you will see the advantages to having such a plan 
and feel free to call them when needed. All information is kept confidential; at no time do they 
provide any information about you to the company. 
 

Workers’ Compensation Insurance 
 

Sutter Roofing provides a comprehensive workers’ compensation insurance program at no cost 
to employees. The program covers any injury or sickness resulting directly from your 
employment that requires medical, surgical or hospital treatment. 
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If you sustain a work-related injury or illness you must report it to your Supervisor immediately. 
Supervisor must then notify their direct supervisor and Human Resources. No matter how 
minor an on-the-job injury may appear, it is important that it be reported immediately. This will 
enable you to qualify for coverage as quickly as possible. All injured employees who are injured 
at work will be sent for a drug screening.  
 
Any injury or illness that occurs during non-working hours while involved in non-work 
sponsored recreational activities, etc. is not covered by workers’ compensation. 
 
Should a non-work injury occur that might affect your work abilities, please report this 
information to either your supervisor, or the Human Resources Department. A doctor’s excuse 
may be requested so that it can be determined that the work assigned to you during your 
recovery is within recommendations from your doctor. 
 
Any employee that is on worker’s compensation is required to remit payment for the employee 
portion of the benefit premiums. If the employee continues to send in payment for the 
employee’s portion of their benefit plans, the company will continue to pay its portion of the 
benefit plans as well. 
 
Employees will be required to make payments monthly to continue their current insurance 
benefits. Insurance payments are due on the first of the month for that month’s coverage. 
 

Employee Referral Bonus 
 

If you refer any employee to Sutter Roofing who is hired and passes their 90-day probationary 
period, you are eligible for a referral bonus! Just be sure to have the person you have referred 
include that information on their employment application. 
 
Rehired employees are not eligible for the referral bonus.  
 

Gym Membership 
 

In order to allow employees to maintain fit and healthy, Sutter roofing offers basic gym 
memberships at no cost to our employees, and upgraded memberships at a small monthly cost 
if the employee should desire to upgrade. For more information, contact Human Resources. 
 

Annual Pay Increase & Reviews 
 

After your 90-day review, your next review will be scheduled for 1 year from your date of hire. 
At this review, you may also be eligible for an increase in pay. The review will include your 
attendance, tools obtained for your trade, job knowledge and progress, quality of work/ job 
performance, skills mastered and willingness to learn. You will be given the opportunity to 
review the written review, make any comments and to sign it. Monetary increases are based on 
personal development, not length of service. 
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Promotions and Transfers 
 

Upon being promoted to another position or transferring to another position, if an increase in 
pay is given at that time, your annual review date will still be your original date of hire. If you 
are promoted or transferred and do not receive an increase in pay, a 90-day probationary 
period will apply to the new position. At the end of the 90 days, a review will be done and if an 
increase is given, your annual review date will still be your original date of hire. 
 
In general, other than your initial 90-day period after you are hired, your annual review date 
will be your original date of hire. 
 

COBRA 
 

COBRA is the Federal Consolidate Omnibus Budget Reconciliation Act, which gives you and your 
qualified beneficiaries the opportunity to continue health insurance coverage under Sutter 
Roofing’s health plan upon the occurrence of a qualifying event. 
Under the COBRA plan, you or your beneficiary pays the full cost of coverage at current rates 
plus an administration fee. You will be provided written notice describing your rights under 
COBRA at the start of your employment, and at the time of termination of your employment 
with the company. COBRA benefits can also be utilized if a change in status from full-time to 
part-time occurs.  For more information about your rights and responsibilities under COBRA, 
please ask the Human Resources Department. 
 

HIPAA 
 

The Health Insurance Portability and Accountability Act of 1996 – upon termination of 
insurance coverage, you will be provided with a HIPAA certificate from the company’s current 
insurance carrier to certify that you have had previous creditable insurance coverage. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



31 | P a g e  
Revised March 2018 

 
 

 
 

SAFETY & EQUIPMENT 
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SAFETY 
 

Safety Meetings 
 
The safety and well- being of every employee/associate is our primary goal at Sutter Roofing. 
We are committed to safety! Safety meetings are held on the following schedule each month: 
 
1st Tuesday of the Month  Orlando 
2nd Tuesday pf the Month  Tampa 
3rd Tuesday of the Month  Sarasota 
 
Attendance for all field personnel is mandatory, unless specifically excused by the Project 
Manager. 
 
 

Safety Equipment 
 

A hard hat, safety glasses, and Sutter Roofing T-shirts will be issued to you at your orientation. 
The safety items are your personal responsibility to wear and bring with you to every job site. 
Should they become damaged on a job or become worn – they will be replaced at no charge to 
you. Other safety equipment will be supplied as the job warrants. Please remember to return 
with them each day. Should your Foreman, the Safety Director, or Project Manager determine 
that you have been requesting replacements too frequently, you will be charged $5.00 per pair 
for safety glasses and $5.00 per hard hat. 
 
Boots – All field employees are required to wear boots – tennis shoes are not acceptable 
footwear for safety in the field.  Sutter Roofing provides the option of purchasing boots through 
a payroll deduction if requested. 
 
Back braces – are not mandatory safety equipment, but they are available to those employees 
who want to use them, especially if you are in a position where you are lifting frequently. 
 

Safety Training 
 

From time to time additional safety training classes will be given. Please be sure to attend any 
classes pertaining to your area. Your Foreman will notify you when additional training or 
education will be scheduled and whether or not this training is mandatory. 
 

Safety Violations 
 

Sutter Roofing takes safety enforcement seriously. Our job sites are monitored weekly by 
Project Managers and Safety Professionals.  There could be a no-notice visit to the job site at 
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any time. If safety violations are found on a job site, it will be reported and the Project Manager 
will counsel the Foreman and crew. A safety violation report will include a description of the 
incident and related details. Our current safety violation program is as follows: 
 

1st Safety Violation – Written Warning                           
2nd Safety Violation - $100.00 penalty (to be payroll deducted) 

3rd/Final Safety Violation - $150.00 penalty/Termination 
 

According to the severity of the violation, termination may occur at any stage of the process 
above as determined by company leadership. 
 
If you ever have questions or are unsure of company safety policy at any time, please consult 
with your Foreman or Project Manager immediately. If you are a crew member and you are 
being directed to do something that is unsafe, please report this immediately to your Foreman 
and Project Manager. Never engage in activities on the job site that you know are in violation of 
safety policy. 
 
 

SAFETY IS OUR #1 PRIORITY! 
 
 

Vehicles 
 

All personnel operating vehicles are required to maintain a current and valid Florida driver’s 
license and to have a good driving record. The company will make periodic reviews of driving 
records of personnel driving company vehicles. CDL licenses are required for operation of the 
flat bed, dump and boom trucks. Only those persons pre-authorized and listed as an insured 
driver may operate company vehicles. 
 
Personal use of Sutter Roofing vehicles is prohibited. All company vehicles are to be parked at 
the company warehouse yards in the evenings after completion of work and on the weekends. 
 

Fork Lift 
 

OSHA requires that only employees who have been certified to operate forklift equipment will 
be allowed to operate the forklift on a job site. If you hold this certification, please make your 
foreman aware. Training may be made available upon request. 
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EQUIPMENT 
 
Tools 
 

Roofers Tool List: 

Tool Belt Straight Claw Hammer Utility Knife 

Chalk Line   Tape Measure 25’   Key Hole Saw (Wooden Handle) 

10 Inch Standard Adjustable 
Crescent Wrench 

10" Scissors Screw Drivers (Straight Blade 
and #2 Philips) 

2” Silicone Seam Roller Seam Probe Lumber Crayon 

Straight Cutting Snips   6” Trowel 14” flat bar 

 
 

Sheet Metal Workers Tool List: 

Straight Claw Hammer   Scratch Awl Sheet Metal Hammer 

Tape Measure 25’   Straight Cut Snips Aviation Snips (left & right) 

Bulldog Snips Screw Drivers (Straight Blade 
and #2 Philips) 

Pop Rivet Gun 

Hand Tongs Square Plumb Bob 

Chalk Line Roofing Knife Tool Belt (Pouch) 

 
 

Sheet Metal Foreman’s Tool List: 

❖ All of the above list plus below items. 

1/4” Drive Set Small Whitney Punch Combination Square 

6” Torpedo Level Others as Required   

 
 
 
**Note: The above tools are necessary for you to perform your job, if you have not acquired the 
required tools prior to 60-days of Employment, these tools will be supplied by the Employer and 
deducted from your payroll. Management reserves the right to inspect tools and to enforce this policy 
at any time during your employment.  
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ADDITIONAL INFORMATION 
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Drug-Free Workplace 
 

Our company is a Drug Free Workplace. All employees will be drug- tested prior to an offer of 
employment, or an offer of employment will be contingent upon a successful completion of a 
drug test. At any time during employment, random drug testing may be performed. Coastal 
Health Management Services may randomly draw names and the employee will be advised that 
they must immediately go to the nearest LabCorp testing facility. The DOT requires that all DOT 
Drivers be tested randomly throughout the year. In the event of any workers’ compensation-
related injury, you will be given a form for drug testing to take with you to the nearest 
treatment facility. Positive drug test results could affect the outcome of the workers’ 
compensation investigation and coverage and may result in disciplinary action that may include 
termination. 
 

Substance Abuse Policy 
 

It is Sutter Roofing’s desire to operate a safe, drug-free work environment. While on the job, in 
a company vehicle or on the premises of any company area or job site, possession and use of 
alcohol or illegal drugs is strictly prohibited. The use of prescription drugs is permitted on the 
job only in prescribed dosages and only if it does not impair your ability to perform the 
essential functions of the job effectively and in a safe manner, which does not endanger 
yourself or other individuals. Violations of this policy may lead to disciplinary action, up to and 
including immediate termination of employment. 
 

Tobacco/Smoke Free Work Place 
 
In keeping with Sutter Roofing’s intent to provide a safe and healthy work environment, there is 
to be absolutely no tobacco and or smoking in any company buildings whether leased or 
owned, including all office areas, warehouses and storage areas. Designated tobacco and or 
smoking areas for division offices may be identified, but will be specifically designated to not 
include any of the areas mentioned above. Tobacco and or smoking is prohibited in Company 
vehicles. Additionally, there is to be no tobacco and or smoking at job sites. If an employee is 
found to be using tobacco and or smoking in any of the restricted areas listed above, 
disciplinary action may be taken. 
 

Company Cell Phone Policy 
 

Foreman and above will be issued a company cell phone. 
 
Lost Phones: Sutter Roofing will require that any employee at any level within the company that 
loses a company cell phone be required to pay back the amount of that lost phone through 4 
pay periods, and a payroll deduction. 
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Damaged/Broken Phones: Payroll deductions will not be applied in the event of a broken 
phone, unless it is found that damage to the phone was intentional by the employee. 
 
Directory Assistance should NOT be used. If directory assistance is needed, dial 1-800-373-3411, 
and the employee will need to listen to a very short commercial on a product. Employee will 
listen, take no action, and then will be prompted for the “City and State” information for the 
directory assistance. Any 411-directory assistance used by personnel, which the company is 
charged for will be deducted from the employee’s next pay. 
 
Any additional costs for Internet downloads by employees, not found to be job-related will be 
deducted from the employee’s pay, the following pay period. 
 
There are to be no personal use or personal calls on company cell phones at any time. Personal 
calls are only allowed in the event of a family emergency. If an employee is found to be using 
their company phone for personal use, then they may be subject to disciplinary action including 
payroll-deducted monetary penalties. Consult the HR office for further details on the cell phone 
program and penalties. 
 
There is absolutely no cell phone use on the roof! Cell phones of personnel are to remain in the 
trucks to be used during breaks or during lunch, etc. 
 

Dress & Appearance 
 

Employees are required to maintain a professional appearance and attitude at all times. All 
males are to be clean shaven, maintain a well-trimmed beard or goatee at all times. For those 
employees who have completed their 90-day probationary period, they are expected to wear 
the Sutter uniform, or at the least, a Sutter logo t-shirt and Sutter logo hat.  
 
It is mandatory for Service Department employees to wear uniforms, and your uniforms will be 
supplied to you after 90 days of employment. 
 
The deduction for uniforms will be for $25.00 weekly until the deposit is met, then the 
deduction will drop to $10.00 per week for maintenance, repair, or exchange of these uniforms. 
This deduction starts immediately and will continue as long as you are employed with Sutter 
Roofing in this current position.  The deposit will be returned to the employee after termination 
once all uniforms have been returned. 
 
$200.00 for 13 pants ONLY – Production department 
$400.00 for 13 sets of shirts and pants – Service department 
 
All Field personnel will be issued Sutter logo t-shirts after your 90-day probationary period. T-
shirt can be purchase at any time.  
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Working Relationships 
 

Relationships of a romantic nature of any kind are not permitted between personnel who are 
both employees of the Company. Initiating or maintaining a relationship of this nature while 
employed at the Company is not appropriate, and does not support an efficient, professional, 
trouble-free workplace. If you are in such a relationship, you have an affirmative obligation to 
report it to the Human Resources Department. For further questions or concerns, contact the 
Human Resources Department. 
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LEAVING THE COMPANY 
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Resignation or Dismissal 
 

In the event, that an employee must leave the company, supervisors of employees must ensure 
that all company items are returned and that the employee checks out with the Human 
Resources Department prior to their departure. There is a checklist of actions, which must be 
met prior to an employee leaving the company. As a Supervisor of Sutter Roofing, please check 
with the Human Resources Department to obtain a copy of the termination checklist if you do 
not have one, and maintain a copy of this checklist in your file. 
 
If an employee’s departure is voluntary, the company will wish you the best of luck for your 
future, but will request that you provide at least two weeks’ notice prior to your departure as a 
professional courtesy. 
 
Severance pay, exit pay, or other benefits related to termination of employment is entirely at 
the discretion of Corporate Office Management, and is not guaranteed. 
 

Closing Statement 
 
We hope you find this employee handbook useful. If you have any questions about anything 
you have read here or need further clarification, please contact the Human Resources 
Department at any time. 
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Employee Handbook Signature Page – Acknowledgment 
 
I have received a copy of the Employee Handbook and have either carefully read it or have had 
it read to me. I understand that this Handbook supersedes all other Handbooks and/or 
unwritten policy, which I may have been given and that any provision of this Handbook may be 
amended or revised at any time by the company. 
 
I further understand that this Employee Handbook does not guarantee my employment of any 
period or a specific period and does not create a contract of employment. I also understand 
that my employment with the company is at-will and can be terminated by the Company or by 
me at any time with or without notice and without or without cause I acknowledge and agree 
that I have read and understand each of the policies contained within this Handbook and that I 
agree to abide by its terms. I further acknowledge and agree that if I ever have any questions 
regarding any of the policies contained within this Handbook that it is my affirmative obligation 
to ask my direct supervisor of the Human Resources Department. 
 
 
 
Date: ______________________________  
 
 
 
Print Name: ________________________________________   
 
 
 
Signature: ___________________________________________ 


