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WELCOME TO OUR COMPANY!

You have joined a team focused on being the nations premier HVAC and 
Mechanical Systems Installation and Services Provider. We feel the way to  
achieve that is to attract and retain only the best people in the industry.  
Welcome to that group of people. We look forward to participating in your 
development and success. 

We strongly believe in our core values and let it guide us in our decision making:

• We act with honesty, integrity, and respect in everything we do.
• We care for the health, development, success and goals of our team 

members.
• We seek continuous improvement and innovation.
• We don’t wait for others to act, we all jump in to achieve a positive outcome. 

This Employee Handbook and Benefits Guide was developed to describe some 
of the expectations of our employees and to outline the policies, programs and 
benefits available to eligible employees. Employees should familiarize themselves 
with the content of the Handbook as soon as possible, as it should answer many 
questions related to your employment with Design Mechanical Inc. 

On behalf of the Company, I welcome you to the team! I hope that your experience 
here will be challenging, enjoyable, and rewarding. Again, welcome!

Sincerely,

Bob Frese / President

Robert Frese
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At Design Mechanical, our employees 
drive our success. With the demand for 
skilled trades constantly growing, we 
offer a strong learning and development 
program, apprenticeships, on-the- job 
training, and more to ensure our 
workforce exceeds expectations.



NOTICE REGARDING YOUR EMPLOYMENT
This Employee Handbook is designed to acquaint you with Design 
Mechanical, Inc. and provide you with information about working 
conditions, employee benefits, and some of the policies affecting your 
employment. You should read, understand and comply with all provisions 
of this handbook. It describes many of your responsibilities as an 
employee, and outlines the programs developed by Design Mechanical, 
Inc. for the benefits of its employees. This handbook supersedes all 
previously issued Employee Handbooks and inconsistent verbal or 
written policy statements.

No employee handbook can anticipate every circumstance or question 
about policy. As Design Mechanical, Inc. continues to grow, the need 
may arise and Design Mechanical, Inc., reserves the right, as it deems 
appropriate, to revise, supplement, or rescind any policies or portion 
of the handbook from time to time. Except for the policy of at-will 
employment, which can only be changed by the Company President in 
writing, the company reserves the right to revise, delete, and add to the 
provisions of this Employee Handbook.

Nothing contained in this Employee Handbook shall be construed as 
constituting a contract, or as creating any contractual obligations on 
the part of the Company or any employee. Your employment at 
Design Mechanical, Inc. is at-will, meaning you are free to terminate 
your employment with Design Mechanical, Inc. at any time and for 
any reason. Likewise, Design Mechanical, Inc. is free to terminate your 
employment at any time and for any reason not prohibited by law.

EQUAL EMPLOYMENT OPPORTUNITY POLICY
The promotion of equal opportunity in the workplace enhances basic 
human dignity and the welfare of the society upon which the success 
of our business depends on. It is the policy of our company to provide 
equal employment opportunity to its employees without regard to 
race, color, religion, sex, sexual orientation, national or ethnic origin, 
citizenship, age, disability, veteran status, genetic information, or other 
categories protected by state and federal law. 

Equal employment opportunity extends to all aspects of recruiting, 
hiring, promotion, training, compensation, work assignment, force 
reduction, and employment separation. It forbids limiting, segregating or 
classifying employees in any way that tends to deprive any individual of 
employment opportunities or adversely affects his or her employment 
status because of, or based upon, any of the foregoing characteristics. 

The company desires to foster a workforce that embraces the industry’s 
changing mosaic of employees, customers, strategies, and environment. 

Any employees with questions or concerns about any type of discrimination 
in the workplace are encouraged to bring these issues to the attention 
of the Company President. 



Employees may raise concerns and make reports without fear of retaliation. Anyone found to be engaging 
in any type of unlawful discrimination or retaliation following a complaint of discrimination will be subject to 
disciplinary action, up to and including termination of employment.

QUALIFIED DISABLED INDIVIDUALS
Design Mechanical, Inc. is committed to complying with all federal and state laws concerning the employment 
of persons with disabilities. It is the company policy not to discriminate against qualified individuals with 
disabilities in regard to application procedures, hiring, advancement, discharge, compensation, training or 
other terms, conditions and privileges of employment. 

In addition, the company is committed to making reasonable accommodations for qualified persons with disabilities 
to perform the essential functions of their jobs. Employees who need a reasonable accommodation should 
inform the Human Resources Department.

Company officials periodically review our employment criteria and personnel process to ensure compliance 
with this law and other applicable laws.

NO HARASSMENT POLICY
As a matter of policy, the Company provides a work environment that is free from harassment based on race, 
color, religion, sex, sexual orientation, national or ethnic origin, citizenship, age, disability, veteran status, 
genetic information, or other categories protected in accordance with state and federal law.

SEXUAL HARASSMENT 
Sexual harassment is unacceptable and will not be permitted. Sexual harassment is a form of employee 
misconduct that includes unwelcome sexual advances, requests for sexual favors, and other verbal and 
physical conduct of sexual nature where: 

• Submission to or rejection of the conduct is used or is threatened to be used as a condition of employment 
• Submission to or rejection of the conduct is used or is threatened to be used as the basis for 

employment decisions 
• The conduct has the purpose or effect of unreasonably interfering with an individual’s work performance 
• The conduct has the purpose or effect of creating an intimidating, hostile or offensive work environment 
• Engaging in unwelcome sexual conduct toward an individual, including offensive comments, touching or 

sexual propositions 
• Conditioning a performance evaluation, promotion, salary increase, vacation or other job benefit on an 

individual’s submission to sexual demands 
• Taking or failing to take personal action as reprisal against any individual for rejecting sexual advances 

Sexual harassment is unacceptable not only in our offices and at our job sites but also in the work-related setting 
such as business trips and business-related social event. Such behavior is unacceptable whether engaged in by 
Company personnel or by clients, consultants or others who conduct business with the Company.

OTHER DISCRIMINATORY HARASSMENT 
Harassment based on race, color, religion, sex, sexual orientation, national or ethnic origin, citizenship, age, 
disability, veteran status, genetic information, or other categories protected by state and federal law is 
unacceptable and will not be permitted at the Company. Harassment includes discriminatory intimidation, 
insult and ridicule where: 

• The conduct has the purpose or effect of creating an intimidating, hostile, or offensive work environment 
• The conduct has the purpose or effect of unreasonably interfering with an individual’s work performance 
• The conduct otherwise adversely affects an individual’s employment opportunities



MANDATORY REPORTING OF HARASSMENT 
AND COMPLIANT PROCEDURE
All employees are required to promptly report to the Company  
President any known or suspected incidents of sexual harassment or 
of other harassment prohibited by this policy, regardless of who the 
offender may be or where the incident occurred. The Company will 
thoroughly investigate reports of harassment. Confidentiality for both 
the accuser and the accused will be respected to the extent reasonably 
practicable.

You may contact the President of Design Mechanical Inc. at 
303.449.2092. Or if necessary, you may contact the Comfort Systems 
USA Employee Hotline at 1.844.689.1741. 

It is also a violation of Company Policy and unlawful to retaliate 
against an individual for making or filing a complaint of harassment 
or for cooperating in an investigation of a complaint of harassment, 
even if insufficient evidence is found to support the complaint or 
investigation. Retaliation of any kind against any employee who reports 
acts of discrimination or harassment or who provides information 
in connection with any complaint or investigation is prohibited. All 
employees are required to promptly report to the Company President 
any known or suspected incidents of retaliation in violation of this 
policy. The Company will investigate reports of retaliation the same as it 
investigates harassment complaints. 

Anyone who is found to have harassed another person in violation of the 
Company’s policies will be subject to disciplinary action up to and including 
termination of his/her relationship with the Company. Any unlawful 
retaliatory action, including intimidation, threats or coercion, taken against 
a person because the person complains of sexual harassment or assists 
in an investigation of a complaint of sexual harassment will also result in 
disciplinary action up to and including termination. 

“Our biggest and most 
valuable asset is our employees. I am 
tremendously happy to be a part of that.

“
Angela Halterman
HR/Talent Acquisition Manager



IMMIGRATION LAW COMPLIANCE
In compliance with the federal Immigration Reform and Control Act of 
1986 (IRCA), as amended, and any state law requirements, the Company 
is committed to employing only individuals who are authorized to work 
in the United States. 

Each new employee, as a condition of employment, must complete the 
Employment Eligibility Verification Form I-9 and present documentation 
establishing identity and employment eligibility. 

If an employee is authorized to work in this country for a limited time 
period, the individual will be required to submit proof of renewed 
employment eligibility prior to expiration of that period to remain 
employed by the Company.

FAMILY AND MEDICAL LEAVE
Eligible employees will be allowed up to twelve weeks of unpaid 
family and medical leave during each twelve-month calendar year of 
employment, if the leave is for one or more of the following purposes: 

(a) Care of the employee’s child within the twelve-month period 
from birth or placement for adoption or foster care, or 

(b) Care of the employee’s spouse, parent, or child (if the child is 
under 18 or is incapable of self-care because of a physical or 
mental disability) with a serious health condition, or 

(c) The employee’s treatment or recovery from a serious health 
condition that makes the employee unable to perform his or her 
job functions, or 

(d) Any qualifying exigency arising out of the fact that the spouse, 
parent, son or daughter of the employee is on active duty or 
has been notified of an impending call to active duty status in 
support of a contingency operation. (A qualifying exigency is 
a non-medical activity that is directly related to the covered 
military member’s active duty or call to active duty status. 
This type of leave does not include situations when the service 
member is a member of the Regular Armed Forces.) 

Eligible employees who are either the spouse, parent, son, daughter 
or next of kin of a covered service member who is recovering from a 
serious illness or injury sustained in the line of duty on active duty are 
entitled to up to 26 weeks of leave during a single 12-month period to 
care for the service member. (During this single 12-month period an 
eligible employee shall be entitled to a combined total of 26 weeks of 
leave under all leaves referenced in this policy. The service member 
leave will be reduced in accordance with the amount of family or 
medical leave already taken during the same 12-month period.) 

If you think your leave 
request would be covered 
by one of these categories, 
check with Human 
Resources to discuss your 
particular circumstances 
and to receive more 
detailed information. 



To be eligible for family and medical leave, an employee must have worked at least 1,250 hours during the 
most recent twelve-month period. (Certain key employees are excluded.) When the need for family or 
medical leave is foreseeable, the employee must provide a minimum of thirty days’ notice of the requested 
leave date. When thirty days advance notice is not possible, the employee must provide notice as soon as it 
is practical to do so. A reasonable effort must be made to schedule planned treatment for a serious  
health condition, so it won’t unduly disrupt the company’s operations. 

Available leave time may, under certain circumstances, be taken intermittently or on a reduced schedule. 
Intermittent or reduced schedule leave for the birth or adoption of a child can be taken only with the 
consent of management. Intermittent or reduced schedule leave due to a serious health condition must be 
medically necessary. 

The company may ask for certification as prescribed by the regulations related to active duty or call to 
active duty; or from the employee’s or family member’s health care provider if the leave request is because 
of a serious health condition. The company may request a second or additional opinion regarding a serious 
health condition, from a health care provider designated or approved by the company, at the company’s 
expense. Certification must be provided in a timely manner. The company may also ask for periodic updates 
on the employee or family member’s health status, and the employee’s intent to return to work, as well as 
recertification of the medical condition, as circumstances warrant. Employees returning from leave due to 
a serious health condition must provide certification from the health care provider prior to the return date, 
stating that the employee is able to resume work and setting forth any work restrictions or limitations. 

Upon return from family or medical leave, employees will be restored to the same or equivalent position in 
accordance with statutory requirements. Employees who fail to return to work within or on the business day 
following the expiration of the twelve weeks or other specified leave period are not automatically entitled to 
return to their same job or equivalent position, and will, in most cases, be considered voluntary resignations. 
They may be considered for future employment as new hires, in the same manner as other job applicants. 

The company will continue payment of health care premiums for the employee during the leave period. 
If the employee currently pays a portion of the premium or has coverage for dependents through payroll 
deductions, arrangements must be made to cover the additional payment to avoid loss of coverage. If the 
employee does not return to work after expiration of the leave, the employee is required to reimburse the 
company for payment of health insurance premiums made by the company during the leave, unless failure 
to return is due to the continuation, recurrence, or onset of a serious health condition pursuant to sub-
paragraphs (b) or (c) of this policy, or other circumstances beyond the employee’s control. 

Eligible employees who are either the spouse, 
parent, son, daughter or next of kin of a covered 
service member who is recovering from a serious 
illness or injury sustained in the line of duty on 
active duty are entitled to up to 26 weeks of leave 
during a single 12-month period to care for the 
service member. 



During leave, the employee will not accrue vacation or other employment benefits. Vacation days accrued 
prior to the leave will not be lost, but all vacation time must be used at the start of the leave period to the 
extent it is available. Available sick days must also be exhausted when the leave is taken because of a serious 
health condition. Use of available vacation and sick days will be with pay, pursuant to the company’s regular 
policies for such benefits. 

Applications for family and medical leave should be submitted in writing to Human Resources. 
Applications should be submitted as early as possible, but in no event less than thirty days before the leave 
is to start, unless thirty days’ notice is not possible. Confirmation of time off credited to family or medical 
leave will be provided to the employee in writing. 

The company will not interfere with an employee’s FMLA rights or retaliate against someone for using or 
trying to use FMLA leave, opposing any practice made unlawful by the FMLA, or being involved in any 
proceeding under or related to the FMLA. Employees who know or suspect that their rights under the 
FMLA have been violated are encouraged to report their concerns to the Department of Human Resources. 
Employees may also file a complaint with the U.S. Department of Labor, Wage and Hour Division, at www.
dol.gov/whd. 

This explanation of the FMLA covers most elements of the Act but does not address every provision. 
Additional information will be reviewed and provided as circumstances warrant, when a specific application 
is made.

JURY DUTY
Design Mechanical recognizes that jury duty is a civic responsibility of our employees. You must provide a 
copy of the jury duty summons to Payroll and your Supervisor within one day of receiving the summons.

Occasionally, the summons to jury duty will occur at a time of the year when the employee or the employer 
might experience a significant impact on customers or staffing from the loss of the employee to jury 
duty. In these instances, the employer may write a letter to the court requesting the postponement of the 
employee’s jury duty.

You will be paid your normal salary or hourly compensation by DMI while you are on jury duty for up to 3 
days per calendar year. No overtime payments are made during the time that you serve on a jury.

At the end of the 3 days, you may use your accumulated vacation balance if you wish to continue to be paid 
while on jury duty. You may also take the additional jury duty time as unpaid time off.

In no case will your employment be affected if you perform jury duty. You will not be harassed, threatened, 
or cajoled into getting out of jury duty and your same job will be available upon your return.

If you report for jury duty and are dismissed, you will be expected to report for work for the remainder of 
each day on which this occurs. If you are told that you do not need to report to the court on any day of your 
jury duty stint, you are required to come to work.

SOMETHING TO REMEMBER:

If you have a situation where you need to use your FMLA benefit you must contact Human Resources 
and/or Benefits right away to ensure any appropriate compliance timeframes.



One of the largest mechanical 
companies nationally with over 
40 operating companies in over 

100 locations nationwide.

Welcome to the family.



Additionally, you will be expected to sign over to your employer any amount you receive from the courts for 
the first 3 days you serve on a jury, to offset the fact that your employer is paying you for those days. If you 
serve on a jury for a longer time period, you can keep the pay provided by the court after 3 days.

If you take an unpaid leave of absence for additional days of jury duty, your benefits such as health, dental, 
vision, etc. will be continued and the normal payments that you make will be subtracted from your pay on 
your return from the unpaid time off.

Employees are expected to work with their manager to ensure that serving jury duty does not adversely 
impact your customers and your coworkers.

HOUSING AGREEMENT
Design Mechanical Inc., hereafter referred to as the Company, may assign accommodations when  
necessary due to project location for the employee based on availability of properties, location and other 
relevant factors at the company’s discretion. The cost of accommodations will be covered by the company.

The duration of the accommodation is to be determined at the sole discretion of the Company; and 
employee agrees to vacate the unit, or to transfer to another unit, in a timely manner at the Company’s 
request. In a timely manner generally means within 24 hours or other time frame as determined by  
the Company.

The Company agrees to pay reasonable and standard costs for normal usage of utilities. Local phone service 
and cable are not included. Long distance phone service is not covered and shall be reimbursed to the 
Company through payroll deduction.

Should any appliance or system in the unit require repair, employee is to notify the Company immediately; 
and employee is not to make repairs or alterations within the unit without first obtaining written permission 
from the Company. 

Employee is responsible for maintaining renter’s insurance to cover any loss of or damage to employee’s 
personal property. 

The Company reserves the right to inspect the unit in which employee resides at any time. Reasonable 
efforts will be made to schedule a mutually convenient time but will generally occur once or twice  
each month. 

Employee agrees to maintain the unit in good condition. Normal and reasonable upkeep and cleanliness as 
well as maintenance and snow removal per individual lease agreement are expected. 



Should employee fail to maintain the unit and all furnishings in good 
condition, or if employee’s’ unit suffers any loss or damage, employee 
will be responsible to reimburse the Company for any costs incurred.

Employee acknowledges and agrees that reimbursement to the 
Company will be made by payroll deduction to the extent possible, 
but that any remaining amounts owed upon the date of employee’s 
termination remain the responsibility of employee until all amounts due 
and owing have been paid by employee to the Company. 

Should employee fail to pay any amount owed the Company, and the 
Company finds it necessary to take legal action to collect money owed 
to it by employee, employee agrees, additionally, to cover all costs and 
expenses incurred by the Company to maintain such action, including 
the Company’s legal fees. 

• No Guns, weapons or firearms are permitted.
• No smoking in units. 
• No illegal substances or activities. 
• No children.
• No sublet.
• No pets. 
• No overnight guests without prior permission. 

Vehicles must be in running condition and must be able to be relocated 
or removed upon request. 

PARKING TICKET REIMBURSEMENT
If an employee receives a parking ticket that was unavoidable while 
driving a company vehicle, please turn the parking ticket in by the 
following day to accounts payable. Every effort should be made to 
either extend the parking time or move the vehicle. Employee may 
turn parking ticket into the office or email a clear, visible, photo of the 
ticket to dmiap@designmech.com. Be sure to indicate the job or work 
order number of the job you were working on with the parking ticket. 
If employees’ ticket is past due, the employee will be responsible for 
paying any late fees that have accrued. 

Any parking tickets received for parking in a no parking zone or 
handicapped space without proper handicapped window tag or other 
none time violation will not be paid for by Design Mechanical Inc. Please 
check all signage before parking in an undesignated parking space. 

SOLICITATION 
Solicitation for any cause or reason is expressly prohibited during work 
time. “Work time” is defined to be the time when the employee involved 
in the solicitation is actually expected to be working and does not 
include time when the employees are not expected to be working, such 
as before or after work, break times, or lunch. Distribution of fliers, 
pamphlets, and other materials may not be done during working time 
and further, such materials may not be distributed at any time at work 

In rare occurrences, 
Design Mechanical works 
in locations beyond 
going home each night. 
In these cases, DMI 
may assign reasonable 
accommodations.

QUESTIONS REGARDING 
PARKING TICKETS

Employee may turn 
parking ticket into 
the office or email a 
clear, visible, photo of 
the ticket to dmiap@
designmech.com. Be 
sure to indicate the 
job or work order 
number of the job you 
were working on with 
the parking ticket.

To answer any additional 
questions about parking 
tickets, please contact 
Accounts Payable at 
303.449.2092.



areas for safety reasons. Persons who are not employees may not solicit 
or distribute materials on Company property or jobsites for any reason. 

INFORMATION TECHNOLOGY ACCEPTABLE 
USE POLICY
This document provides specific policies for all authorized system users. 
Recognizing that there can be conflict between Comfort Systems USA, 
Inc. and its subsidiaries’ (collectively the “Company”) need to protect 
its business interests and users’ desires for confidentiality and privacy 
in their use of computer systems, these policies are intended to strike 
a suitable balance. Wherever possible, the Information Technology 
department (“IT”), will rely on the systems to enforce these policies, 
but user cooperation is essential. The systems themselves have various 
monitoring and auditing features, which will also be used to ensure 
compliance. Any questions about these policies or their meaning should 
be directed to the Corporate IT department.

SECTION 1: OVERVIEW

Comfort Systems USA, Inc. and its subsidiaries (collectively the 
“Company”) use many communications and information systems. These 
technologies, when properly used, support the Company’s business 
activities and facilitate communication within the Company and with the 
Company’s clients and vendors. These policies are intended to minimize 
the likelihood of careless use of the Company’s communications and 
information technologies by educating the Company’s employees, and 
also by serving as the Company’s written policies.

1.1: PURPOSE

The purpose of this policy is to outline the acceptable use of 
information systems at the Company. These rules are in place to protect 
the employee, Company and customers. Inappropriate use exposes the 
Company to risks including financial or reputational loss, virus attacks, 
compromise of network systems and services, and legal issues.

1.2: SCOPE

This policy applies to the use of information, electronic and computing 
devices, and network resources to conduct business or interact with 
internal networks and business systems, whether owned or leased by 
the Company, the employee, or a third party. All employees, contractors, 
consultants, temporary, and other workers are responsible for exercising 
good judgment regarding appropriate use of information, electronic 
devices, and network resources in accordance with these policies and 
standards, and local laws and regulations.

SECTION 2: WORKSTATION AND LAPTOP POLICIES

Appropriate measures must be taken when using workstations or 
laptops to ensure the confidentiality, integrity and availability of 
Company Information Systems and that access to sensitive information 
is restricted to authorized users. The following policies apply to the use 

Design Mechanical, Inc. 
provides technology to 
functional roles that require 
the use of electronic tools 
to be more effective and 
efficient on the job.



of all Company workstations and laptops:

• Users must restrict physical access to workstations or laptop 
computers when they are physically away from their office or work 
space, such as by locking doors or using security devices.

• Users must maintain possession or control of workstations and 
laptops, to the extent possible to reduce the risk of theft and 
unauthorized access.

• Users must secure their workstations by logging out, using a 
password-protected screen saver or locking their workstation when 
physically away from their office or work space.

• Users must secure any workstation or laptop with a strong password 
as defined by the Company’s Account and Password policy.

• Users must log out when finished using a system.
• If the workstation or laptop is used to store sensitive information 

it should utilize drive encryption and should be backed up on a 
regular basis. Where avoidable, users should not use Company 
workstations or laptops to store sensitive information. Sensitive 
information should be stored on network servers and protected as 
reasonable and appropriate.

• All Company laptops and workstations must be using antivirus and 
firewall software, and users must not disable these or other security 
mechanisms put into place to protect the systems.

• Users should only use Company workstations and laptops for 
authorized business purposes.

• Users must not install unauthorized software on workstations or 
laptops.

• Users leaving workstations and laptops at the office should leave 
them on, but logged off in order to facilitate after-hours updates.

2.1: PERMISSIONS AND SECURITY

To protect workstations and laptops from unauthorized access, and to 
minimize the impact of malware and virus infections, permissions and 
privileges on Company workstations and laptops should be limited 
to just those necessary to perform job functions. To this end, all user 
accounts will have “standard” permissions to the workstations and will 

IT Best Practices:
• Change passwords often 

and keep them private.



not have Local Administrator rights. Only IT support staff will have local 
administrative permissions to Company workstations and laptops, and 
only for the purpose of supporting and configuring the equipment. For 
any exceptions to this policy:

• A valid business case must exist for any user with administrative 
access to a company system

• All local administrative accounts must be logged and approved by 
Corporate IT Leadership

• Local Administrative accounts are only to be used for system setup 
and maintenance. All other use of the system must be done through 
accounts with “standard user” privileges.

• Administrative accounts are subject to more stringent password 
and monitoring requirements as documented in the Company’s 
Account and Password policy.

2.2: SOFTWARE INSTALLATION

To minimize the risk of loss of program functionality, the exposure of 
sensitive information contained within Company networks, the risk 
of introducing malware, and the legal exposure of running unlicensed 
software, employees may not install unauthorized software on Company 
workstations or laptops.

2.3: USE OF UNAPPROVED OR UNLICENSED SOFTWARE

No unapproved or unlicensed software may be installed or running 
on Company workstations and laptops. This policy extends to using 
personally licensed software, for Company business purposes. Users 
must also be aware that downloaded software may be subject to 
licensing obligations or restrictions. Even when software is labeled 
“freeware” or “shareware” there may be retained licensing restrictions 
that prohibit or limit the usage or commercialization of such items.

Please contact the Corporate IT Helpdesk for questions about 
licensing or the approval status of software.

2.4: REMOVABLE MEDIA

The use of removable media with Company workstations and laptops 
requires policy safeguards in order to minimize the risk of loss or 
exposure of Company information and to reduce the risk of introducing 
malware to Company computers and networks. These policies include:

• Users may only use Company approved or provided removable 
media in their work workstations and laptops

• Company provided removable media may not be connected to or 
used in devices that are not owned or approved by the Company.

• Sensitive Company information must only be stored on removable 
media when required for the performance of your assigned duties 
and only if the information or media is encrypted.

2.5: DISK ENCRYPTION SOFTWARE FOR PORTABLE COMPUTERS

The use of encryption software, of a kind approved by the Corporate IT 
department, should be installed on laptops or portable computers that 



house or are likely to house sensitive, confidential, or proprietary information. Employees may not disable or 
otherwise alter this software after its installation.

SECTION 3: ACCEPTABLE USE OF INFORMATION SYSTEMS

The Company’s intentions for publishing an Acceptable Use Policy are not to impose restrictions that are 
contrary to the Company’s established culture of openness, trust and integrity. The Company is committed 
to protecting employees, partners and the Company from illegal or damaging actions by individuals, either 
knowingly or unknowingly. Effective security is a team effort involving the participation and support of every 
Company employee and affiliate who deals accesses Company information or Information Systems. It is the 
responsibility of every computer user to know these guidelines, and to conduct their activities accordingly.

3.1: ACCESS

Access to Company Information Systems and communications tools is provided in conjunction with the 
Company’s business and employee job responsibilities. Use of these Information Systems is subject to this 
policy and to other Company policies and procedures. The following policies apply to all access of Company 
Information Systems or communications tools:

• Information Systems and all documents or messages produced or carried by such systems are Company 
property, subject to reasonable Company inspection.

• Users have a responsibility to promptly report the theft, loss, unauthorized access or unauthorized 
disclosure of all Company information or Information Systems

• Access, use or sharing of Company information is only authorized to 
the extent it is necessary to fulfill assigned job duties.

3.2: ACCEPTABLE USE

Authorized users may use the Information Systems to communicate 
internally with Company co-workers or externally with customers, 
consultants, vendors, and other business acquaintances. The Company 
provides these systems and communications tools to facilitate business 
communications and to enhance productivity. Company Information 
Systems or communications tools must NEVER be used:

• For personal financial gain
• To solicit others for activities unrelated to the Company’s business
• In connection with political campaigns or lobbying.
• To carry any defamatory, discriminatory, or obscene material
• In connection with any infringement of another person’s intellectual 

property rights
• In a manner that violates the terms of any applicable 

telecommunications license or any laws governing data flow (e.g., 
laws dealing with data collection, protection, privacy, confidentiality, 
security, or encryption)

• In connection with any attempt to penetrate the computer or network 
security of any Company or other system, or to gain unauthorized access (or attempted access) to any 
other person’s computer, e-mail, voicemail accounts, or equipment

• In connection with the violation or attempted violation of any law
• To send confidential information without proper protections
• To express personal opinion as Company opinion
• To send chain letters or solicitations
• To mislead the recipient of any message as to the actual identity of the sender
• For excessive personal use

INTELLECTUAL 
PROPERTY TIPS

Be aware that 
downloaded software 
and other copyrighted 
material may be 
subject to licensing 
obligations or 
restrictions. Even 
when software is 
labeled “freeware” 
or “shareware” there 
may be retained 
licensing restrictions 
that prohibit or 
limit the usage or 
commercialization of 
such items.



3.2.1: INTERNET ACCESS AND USE

Internet connectivity presents the company with new risks that must be 
addressed to safeguard the Company’s Information Systems. Some of 
these risks include the potential for unauthorized disclosure of Company 
information and the introduction of viruses or malware to the Company’s 
systems or networks. To help safeguard against these risks Internet usage 
is subject to the following policies:

The Internet is an unsecured network. Most data sent across the Internet 
is sent in clear text. This means any e-mail messages, files transferred, etc., 
are sent in such a manner that anyone can read the information. Users 
should be mindful of this and use appropriate security measures when 
transferring any sensitive Company information over the internet.

The use or downloading of non-approved programs for downloading 
software (torrents, etc.), music, or videos onto any Company computer 
system, including any software designed to access any peer-to-peer file 
sharing networks is prohibited.

Users must exercise caution when downloading any executable code 
or files from the internet and any such code or file must be scanned for 
viruses and malware before being run on any Company computer system.

The company has provided a number of security tools to protect 
workstations while accessing the Internet, such as virus scanners and 
security content filters. Users may not disable or attempt to circumvent 
any of these security controls.

3.2.2: EMAIL AND COMMUNICATIONS TOOLS

Electronic email and instant messaging is pervasively used in almost all 
industry verticals and is often the primary communication and awareness 
method within an organization. At the same time, misuse of email and 
messaging systems can post many legal, privacy and security risks, thus 
it’s important for users to understand the appropriate use of electronic 
communications. The following policies apply to use of the Company’s 
email and communication systems:

• All use of Company email must be consistent with Company policies 
and procedures of ethical conduct, safety, compliance with applicable 
laws and proper business practices.

If your position requires 
company furnished technologies, it’s your 
responsibility to care fore them as if they were your own.

VIRUSES & UNTRUSTED 
INTERNET SOURCES

One threat from 
the Internet is the 
potential of viruses 
being brought into 
the Company’s 
internal networks from 
Internet sources. As 
such, no employee 
of the Company is 
allowed to download 
any programs for 
downloading music 
and/or videos 
onto any Company 
computer system, 
including any software 
designed to access 
any peer-to-peer file 
sharing networks.



• Company email accounts should be used primarily for Company 
business-related purposes; personal communication is permitted 
on a limited basis, but non-Company related commercial uses are 
prohibited.

• Employees must use extreme caution when opening e-mail 
attachments received from unknown senders, which may contain 
malware.

• Email should be retained only if it qualifies as a Company business 
record. Email is a Company business record if there exists a 
legitimate and ongoing business reason to preserve the information 
contained in the email.

• The Company email system shall not to be used for the creation 
or distribution of any disruptive or offensive messages, including 
offensive comments about race, gender, hair color, disabilities, 
age, sexual orientation, pornography, religious beliefs and practice, 
political beliefs, or national origin. Employees who receive any 
emails with this content from any Company employee should report 
the matter to their supervisor immediately.

• Users are prohibited from automatically forwarding Company email 
to a third party email system.

• Individual messages which are forwarded by the user must not 
contain Company confidential or above information.

• Users are prohibited from using third-party email systems and 
storage servers such as Google, Yahoo, and MSN Hotmail etc. to 
conduct Company business, to create or memorialize any binding 
transactions, or to store or retain email on behalf of the Company. 
Such communications and transactions should be conducted 
through proper channels using Company approved documentation.

• Using a reasonable amount of Company resources for personal 
emails is acceptable, but non-work related email should be saved in 
a separate folder from work related email.

COMMUNICATIONS 
TOOLS AT WORK

Design Mechanical 
provides certain roles 
with Communications 
Tools to facilitate 
business communications 
and to enhance your 
productivity.



• Sending chain letters or joke emails from a Company email account 
is prohibited.

• Company employees shall have no expectation of privacy in anything 
they store, send or receive on the Company’s email system.

• The Company may, but is not obliged to, monitor messages without 
prior notice.

3.2.3: SOCIAL MEDIA USAGE

These policies apply to the use of the following activities collectively 
referred to as “Social Media Activity”:

• Multi-media and social networking websites such as LinkedIn, 
Facebook, and Twitter

• Blogs
• Wikis such as Wikipedia
• Any other site where text and comments can be posted

Given the reach of the internet, it is important that when users engage 
in Social Media Activity, they do so responsibly. Adhering to the 
following policies will help to protect users and the Company:

• Users must be respectful in expressing ideas and opinions, and in 
commenting on the ideas and opinions of others. Communications 
should be in good taste and should not disparage clients or 
competitors.

• Users must be transparent in Social Media Activity. Any activity 
should reflect personal points of view and should not imply that the 
user is speaking on behalf of the Company. For any comment on 
any aspect of the Company’s business, users must clearly identify 
themselves as a Company employee and include a disclaimer 
that the views are their own and not those of the Company. The 
disclaimer should state: “The opinions and positions expressed 
are my own and do not necessarily reflect those of Comfort 
Systems USA.”

• Users must be respectful of the Company and their coworkers. 
Since Social Media Activity can be accessed by the general 
public, users are expected to be respectful of the Company, its 
management, and its employees. All employees owe the Company 
a duty of loyalty, and any employee who uses Social Media Activity 
to disparage the company, its management, or its employees will be 
subject to discipline up to and including termination.

• Users must be aware of the Company’s employee handbook. 
Activity should not violate any of the rules in the Company’s 
employee handbook, especially as it relates to harassment and 
illegal activities. As always, users must not engage in personal, 
racial, or sexual harassment, unfounded accusations, or remarks 
that would contribute to a hostile workplace.

• Users must respect copyright laws by obtaining permission before 
posting copyrighted information and refraining from use or posting 
of the Company’s logo without first obtaining permission from the 
Company’s general counsel. Permission should also be obtained 
before posting pictures of others.



• Users must be cautious when sharing information about themselves or others and respect confidential 
information and relationships. Users must remember that Social Media Activity is not private and will 
be shared and viewed by others. Unless permission is obtained, users must avoid discussing customers, 
suppliers, friends, and coworkers. Users must never discuss proprietary Company information, including 
sales data and plans, company finances, strategies, or anything considered “confidential.”

• In all Social Media Activity, users must use common sense. If a user would not be comfortable with 
management, coworkers, or Company executives reading their words, the user should not write them.

3.2.4: PERSONAL USE

While access to Company Information Systems and communications tools is provided in conjunction with the 
Company’s business and employee job responsibilities, there may be occasion to use Company Information 
Systems or communications tools for personal purposes. Personal use is permitted so long as usage:

• Does not interfere with the performance of your job
• Does not consume significant resources
• Does not give rise to more than nominal additional costs
• Does not interfere with the activities of other employees
• Does not involve unacceptable content
• Does not violate the Company’s social media best practices

Employees are responsible for exercising good judgment regarding the reasonableness of any personal use. 
Individual departments are responsible for creating guidelines concerning personal use of Internet/Intranet/
Extranet systems. In the absence of such policies, employees should be guided by departmental policies on 
personal use, and if there is any uncertainty, employees should consult their supervisor or manager.

ACCESSING THE COMPANY INTRANET

Additional guidance for the use of social media for business and personal purposes is provided in the 
Company’s Social Media Best Practices, which may be updated from time to time and is available on 
the Company’s intranet at http://www.fixintranet.com



3.3: SPECIAL NOTICE FOR ACCESS BY NON-EXEMPT EMPLOYEES

An employee who is classified as non-exempt for purposes of the 
Fair Labor Standards Act may not use Company Information Systems 
to perform his or her job duties (including checking work e-mail or 
voicemail) other than during his or her normal work hours and at 
his or her normal place of work without prior authorization from the 
employee’s immediate supervisor.

3.4: UNACCEPTABLE USE

Unacceptable uses of Company systems and communications tools 
include, but are not limited to the following:

• Engaging in any activity that is illegal under local, state, federal 
or international law while utilizing Company-owned resources or 
conducting Company business.

• Use of Company systems or communications tools to view, access, 
download or distribute pornography, obscene materials or any 
content that may be illegal under local law.

• Violations of the rights of any person or company protected by 
copyright, trade secret, patent or other intellectual property, 
or similar laws or regulations, including, but not limited to, the 
installation or distribution of “pirated” or other software products 
that are not appropriately licensed for use by the Company.

• Unauthorized copying of copyrighted material including, but 
not limited to, digitization and distribution of photographs from 
magazines, books or other copyrighted sources, copyrighted music, 
and the installation of any copyrighted software for which the 
Company does not have an active license is strictly prohibited.

• Accessing data, a server or an account for any purpose other than 
conducting Company business, even if you have authorized access, 
is prohibited.

• Introduction of malicious programs such as viruses, worms, or 
malware onto Company systems.

• Revealing your account password to others or allowing use of 
your account by others. This includes family and other household 
members when work is being done at home.

• Using a Company computing asset to actively engage in procuring 
or transmitting material that is in violation of sexual harassment or 
hostile workplace laws in the user’s local jurisdiction.

• Making fraudulent offers of products, items, or services originating 
from any Company account.

• Making statements about warranty, expressly or implied, unless it is 
a part of normal job duties.

• Effecting security breaches or disruptions of network 
communication. Security breaches include, but are not limited to, 
accessing data of which the employee is not an intended recipient 
or logging into a server or account that the employee is not 
expressly authorized to access, unless these duties are within the 
scope of regular duties. For purposes of this section, “disruption” 
includes, but is not limited to, network sniffing, pinged floods, 
packet spoofing, denial of service, and forged routing information 
for malicious purposes.

If you have any questions 
regarding DMI’s IT policy, 
please contact your 
supervisor, the Office of 
the General Counsel, or the 
Corporate IT department.



• Port scanning, security scanning or network monitoring by non-authorized Company staff is expressly 
prohibited.

• Executing any form of network monitoring which will intercept data not intended for the employee, 
unless this activity is a part of the employee’s normal job/duty.

• Circumventing user authentication or security of any host, network or account.
• Introducing non-authorized honeypots, honeynets, or similar technology on the Company network.
• Interfering with or denying service to any authorized user.
• Providing information about, or lists of, Company employees to parties outside the Company

3.5: ELECTRONIC FORGERY

Electronic forgery is defined as misrepresenting your identity in any way while using electronic 
communications systems (e.g., by using another’s e-mail account without permission, by so-called IP 
spoofing, or by modifying another’s messages without permission). For example, messages written by 
others should be forwarded “as-is” and with no changes, except to the extent that you clearly indicate where 
you have edited the original message (for example, by using brackets [ ] or by using other characters to flag 
edited text). Electronic forgery is not allowed for any purposes.

SECTION 4: LIMITS OF PRIVACY

4.1: LIMITED EXPECTATION OF PRIVACY

The Company respects the personal privacy of its employees. However, because Information Systems are 
provided for the Company’s business purposes, employee rights of privacy in this context are extremely 
limited. Employees and others should have no expectation that any information transmitted over or stored 
on Company Information Systems is or will remain private. These Information Systems are owned or 
controlled by the Company and are accessible at all times by the Company for maintenance, upgrades, or 
any other business or legal purposes. Employees who use these Information Systems should be aware that 
the Company’s systems create audit logs detailing every request for access in either direction by each user 
of the Information Systems. Also, in the course of their duties, system operators and managers may monitor 
employee use of the Company’s Information Systems or review the contents of stored or transmitted data.

The Company permits limited personal use of all these Information Systems on the express understanding 
that it reserves the right (for its business purposes or as may be required by law) to review employee use 
of, and to inspect all material created by or stored on, these Information Systems. Use of these Information 
Systems constitutes each employee’s permission for the Company to monitor communications and to access 
files that are made on or with these Information Systems.

These policies are in place to 
create a safe environment for all employees 
at Design Mechanical and to keep DMI’s systems safe and intact.



4.2 RETENTION AND SECURITY OF MESSAGES AND DOCUMENTS

E-mail and voicemail messages, and computer-stored items all are 
Company property and business records, and may have operational 
effect identical to that of traditional, hardcopy documents. Accordingly, 
all e-mail messages should be treated as though others may view them 
at a later date.

Remember that no electronic communications facility is completely 
secure. This means that information stored on or carried over Company 
Information Systems may be the subject of accidental or intentional 
interception, miss-delivery, attack, or authorized Company review. When 
stored on computers, e-mail messages and other files typically are subject 
to routine back-up procedures. This means that in accordance with 
document retention procedures, copies of these files may be retained.

5. REPORTING SYSTEM OR SECURITY ISSUES

All system issues should be reported to the Corporate IT Helpdesk, and 
escalated as necessary according to the IT Engagement Model.

5.1: SYSTEM SECURITY ISSUES

All system users have a duty to report all information security violations 
and problems to the Corporate IT Helpdesk or Corporate IT Leadership 
in a timely manner so that prompt remedial action may be taken. Failure 
to do so may result in disciplinary action up to and including termination 
of employment.

5.2 IMMEDIATE REPORTING OF COMPUTER VIRUSES AND MALWARE

Computer viruses and Malware can spread quickly and need to be 
eradicated as soon as possible to limit serious damage to computers and 
data. Accordingly, all users have a duty to promptly report any computer 
viruses or malware, even if the user’s negligence was a contributing factor 
to introducing the virus or malware to the Company’s network. If a report 
of a known computer virus or malware infection is not promptly made, 
and if an investigation reveals that certain system users were aware of the 
infection, these system users will be subject to disciplinary action up to 
and including termination of employment.

SECTION 6: POLICY COMPLIANCE

The IT department may verify compliance to this and related policies 
through various methods, including but not limited to, periodic walk-
throughs, usage monitoring, business tool reports, internal and external 
audits, system monitoring, system logging and auditing, and feedback 
to the policy owner. Misuse of any Company Information System or 
violations of this Acceptable Use Policy may result in disciplinary action 
up to and including termination from the Company.

6.1 REPORTING POLICY VIOLATIONS

Suspected violations of this policy should also be reported to the 
Corporate IT Helpdesk or Corporate IT Leadership and may result in 
disciplinary action up to and including termination of employment. All 



system users have a duty to report all information system policy violations and problems in a timely manner 
so that prompt remedial action may be taken. Failure to do so may result in disciplinary action up to and 
including termination of employment.

6.2 REIMBURSEMENT FOR DAMAGES

Employees who lose or damage any Information Systems resources in violation of this policy may, at the Company’s 
sole discretion, be required to reimburse the Company for the full extent of the damage or lost equipment.

7. QUESTIONS OR CHANGES TO POLICIES

Questions about this policy may be directed as appropriate to your supervisor, the Office of the General 
Counsel, or the Corporate IT department. The Company intends generally to observe these policies but also 
reserves the right to change them at any time without prior notice. The Company will make reasonable efforts 
to provide notice of such changes via email communications and/or by postings to the Company’s intranet.

8. WHO APPROVED THIS POLICY

Office of the General Counsel 
Vice President, Information Technology 
Security Analyst 
Systems Architect

9. HISTORY AND REVISION DATES

Origination Date: April 31, 2015 
Last Amended Date: March 3, 2016 
Next Review Date: December 1, 2016



EMPLOYEE BENEFITS
SECTION 02



“We care about our employees’ 
health, well-being and happiness, 
which is why we are happy to offer 
a truly competitive benefit package.

Bob Frese
President

“



INTRODUCTION
This Handbook contains general information regarding employee 
benefit plans offered by the Company. More detailed information about 
employee benefit plans can be found by contacting Human Resources.

Actual benefit plan documents and summary plan descriptions may 
differ in part. Actual benefit plan documents contain the controlling 
policies of the various plans and benefits. 

The Company recognizes the employee benefits are important. We 
currently intend to continue to offer these benefits, but we reserve the 
right to modify or terminate any or all of these benefits at any time, 
with or without notice, including changes in the specific plans, in the 
insurance carriers, or plan providers, or in the eligibility requirements.

BENEFITS AT A GLANCE
Health Insurance: Health insurance benefits are available to all 
employees “some exceptions may apply, please see full Benefits 
Eligibility information in the Benefits Packet.” Benefits will be available 
the first calendar day of the month following your date of hire. Design 
Mechanical, Inc. pays a portion of the premium for both employees and 
their dependents. The remaining will be deducted from your paycheck 
prior to taxes through our Section 125 Cafeteria Plan on a weekly basis.

INSURANCES MAY BE AVAILABLE

• Medical Life Insurance
• Dental 
• Flexible Spending Account (FSA)
• Vision 
• Long Term Disability 
• Health Savings Account (HSA) 
• Employee Assistance Program (EAP)
• Accident Insurance 
• Dependent Care Spending Account
• Critical Illness Insurance
• Hospital Indemnity Insurance 

401K RETIREMENT SAVINGS PLAN: 
All full-time employees of Design Mechanical, Inc. are eligible to 
participate in Comfort Systems USA, Inc. 401K Plan (the “Plan”). 
This Plan helps you provide for your retirement security by making it 
simple and convenient for you to contribute to your retirement savings 
regularly. To encourage you to save, the Plan permits Design Mechanical, 
Inc. to make contributions to the Plan to provide you with additional 
savings. Because the Plan is qualified by the Internal Revenue Service, 
special tax exclusions allow you to save more money for your retirement. 

All full-time employees of 
Design Mechanical, Inc. are 
eligible to participate in 
Comfort Systems USA, Inc. 
401K Plan (the “Plan”).



Your savings are held for you in your personal Plan Account until they 
are distributed as provided under the Plan. Employee directs how their 
personal 401K Plan account is invested. Employee may direct their 
investments by selecting among specified Investment Funds that are 
made available. 

Our current 401K Retirement Plan holder is Prudential. 

EMPLOYEE’S CONTRIBUTIONS 

• Employees may contribute up to the dollar limits set by the Internal 
Revenue Service. 

• Employees may increase or decrease their contribution rate on the 
first day of the month 

• Employees may stop making contributions any time. Once an 
employee stops making contributions, the employee may start 
contributions again the first of the following month 

• Employees may roll over money to their Plan Account, in any amount, 
from another employer’s similar retirement plan 

EMPLOYER’S CONTRIBUTIONS 

• Employer will match 50% of employee contributions that do not 
exceed 5% of the employee’s compensation 

• Company’s matching contributions will be calculated and funded to 
your 401K account on a weekly basis 

Employee will be vested in Employer contributions based on the 
following schedule: 

YEARS OF SERVICE  
AT COMPANY

% VESTED COMPANY 
CONTRIBUTIONS

1 Year 20%

2 Years 40%

3 Years 60%

4 Years 80%

5 Years 100%

Vesting refers to employee’s ownership of the money in their account. Employee is always 100 percent vested 
in their own contributions, but it will take longer to become vested in employer’s contributions at 100%. 

PAID TIME OFF (PTO)
This policy replaces the previous Design Mechanical, Inc. Vacation Policy affective January 1, 2021.  
Full-Time Employees are eligible for Paid Time Off (PTO), inclusive of vacation and paid sick leave. It is the 
desire of the company to permit employees to take their PTO when requested. However, due to the seasonal 
nature of our business, unless there are unusual or special circumstances, PTO during the months of July, 
August and September will usually be limited to one week.

If you have questions 
about contributions or 
company vesting, please 
contact Benefits or Human 
Resources.



PTO will be approved on a first come basis, other than that related to sick 
leave. PTO approval will be based on workload and those that have already 
requested PTO. To the extent possible, PTO Request Forms must be received 
by your Supervisor at least one week in advance, but the earlier the better. 
PTO Request Forms can be obtained through the Payroll/Human  
Resources Department.

PTO is earned on the employee’s annual basis on the following 
schedule:

YEARS WORKED HOURS EARNED

Months 1 to 12 - see below 48

Months 13 to 24 - see below 48

2, 3, and 4 Years 80

5, 6, 7, 8, and 9 Years 120

10, 11, 12, 13, and 14 Years 160

15+ Years 200

In their first and second year of employment with the company, employees 
will accrue one hour of PTO for every 30 hours they work up to a maximum 
of 48 hours. Upon the employee reaching 24 months (and subsequent years) 
of employment with the company, they will have immediate access to, and 
use of, the full PTO amount identified in the table above. Employees may 
carry up to 48 hours of any unused PTO from year to year.

In the event of a “public health emergency,” as that term has been defined 
in C.R.S. § 8-13.3-402(9), full-time employees will receive an additional 80 
hours of PTO. Part-time employees will be entitled to either the amount 
of time the employee is scheduled to work in a fourteen-day period or the 
amount of time the employee works on average in a fourteen-day period, 
whichever is greater.

Any employee who intends to use PTO for sick leave should make a good 
faith effort to provide notice of the need for sick leave in advance of the 
use of PTO, or supplemental public health emergency PTO, so that the 
company can best accommodate the employee’s absence.

Unless there are unusual 
or special circumstances, 
paid vacations during the 
months of July, August and 
September will usually be 
limited to one week.

Full-time Employees are eligible to start 
accruing PTO (inclusive of vacation and 
sick leave) on the first day of their hire 
date (the employee’s “Anniversary Date”).



OBSERVED HOLIDAYS 
Full-Time Employees become eligible for holiday pay after they have been 
employed for 60 days. Employees must work both the day before and the 
day after any paid holiday in order to receive holiday pay, unless previous 
arrangements have been made with your immediate Supervisor. 

If there is a paid holiday during a week and your hours are totaling over 
40 including the holiday hours, you will be paid at time and one half for 
actual hours worked over 40. 

Design Mechanical, Inc. observes the following holidays; eligible 
employees will be paid for 8 hours of holiday pay on these days: 

New Year’s Day  Labor Day 
Memorial Day   Thanksgiving Day 
Independence Day  Christmas Day

PAYROLL
Work weeks begin on Saturdays and end on Fridays. Pay day for each 
work week will be on the following Friday. The normal work day is an 
eight (8) hour day within a normal forty (40) hour work week. 

Overtime is paid to hourly employees at time and one half for any hours 
actually worked over 40 each week. 

Payroll is processed weekly and will be direct deposited into your bank 
accounts every Friday. 

Design Mechanical, Inc. is a direct deposit company. We do request that 
if you do not have a bank account established, to please establish one 
within four pay periods after your hire date. 

If you receive a manual check, these will also be mailed to your address on 
Friday. Design Mechanical, Inc. does not control the United States Postal 
Service, therefore we are not liable for the delivery date of your manual check. 

Time Cards must be turned into the office or electronically submitted 
every Friday before 5:00 pm. If your time card is not turned in by 5:00 
pm on Friday it is considered to be late and will not be processed until 
the following pay period. 

DESIGN MECHANICAL EMPLOYEE DISCOUNTS

Design Mechanical can supply certain discounts on tools, boots, and 
company swag. Please talk to your direct supervisor for eligibility, 
rules, and more information about our process of how this employee 
benefit works.



NO EXCEPTIONS will be made for late time cards. If you will be on 
vacation on Friday or if Friday is a Holiday, time cards should be in the 
office on Thursday. If you are sick on Friday, your time card still must be 
in by 5:00 pm on Friday. If you were on paid vacation the whole week, 
you still need to fill out a time card for 40 hours of vacation in order to be 
paid. Time Cards will not be accepted over the phone but may be emailed 
to the office. 

YOU are responsible for your own time card being turned in.

PERSONAL TOOLS
If an employee’s personal tool is damaged on a Design Mechanical, Inc. 
jobsite our policy is as follows: 

Design Mechanical, Inc. will repair an employee’s personal tool up  
to a total of $60.00. Please contact Purchasing department for  
further information. 

TOOL PURCHASE

After 90 consecutive days of employment, employees who wish 
to purchase trade-related tool(s) through the company may do so. 
Employees who choose this option must contact Purchasing to obtain 
proper paperwork and purchase order. The cost of the personal tool will 
be taken out of employee’s paycheck in rates as follows: 

TOTAL PURCHASE 
PRICE WITH TAX

AMOUNT DEDUCTED PER WEEK 
FROM EMPLOYEE PAYCHECK

$300 Construction $30.00

$500 Service $50.00

Approval is required from your supervisor.

BOOT PURCHASE

After 90 consecutive days of employment, employees who wish to 
purchase boots through the company may do so. Employees who choose 
this option must contact Purchasing to obtain proper paperwork and 
purchase order. The cost of the boots will be taken out of employee’s 
paycheck in rates as follows: 

TOTAL PURCHASE 
PRICE WITH TAX

AMOUNT DEDUCTED PER WEEK 
FROM EMPLOYEE PAYCHECK

$200 $25.00

Approval is required from your supervisor.

For more information 
about employee purchases, 
visit our Employee 
Portal on our website at 
designmech.com.



SAFETY
SECTION 03





SAFETY CULTURE

WHAT IS A SAFETY CULTURE? 

A safety culture is defined as the attitude, beliefs, perceptions and valued that 
employees share in relation to safety in the workplace. While policies, procedures, 
and PPE are important, what really makes us great at safety is a Strong Safety 
Culture. A strong safety culture results in all of our people doing the safe thing even 
when no one is watching.

HOW DO WE CREATE AND MAINTAIN IT? 

We can’t solely leave safety up to our Safety Department to enforce our safety 
policies and procedures and expect this to result in zero accidents. We have over 
300 employees and up to 50 different worksites at any given time, the Safety 
Department can’t monitor all of those places and people at once. We need all 300+ 
of you to be safety directors that are enforcing our policies and procedures with 
every one of our employees and worksites. We need 300+ people looking our for 
each other and recognizing when something is unsafe and taking corrective action 
before it leads to an accident. We need 300+ people that care enough about their 
co-workers to take action to make sure they go home to their families at the end 
of the day and are able to come back the next day to continue providing for them. 
Each of you has the authority and responsibility to stop your work, and that of 
others on your job site if you see something that is unsafe. In order to get a truly 
strong safety culture here we need everyone to be a safety director and to be 
looking out for each other. 

Paramount to the success of the company is the safety of our employees. 

Let me be clear: the most important part of this company is you, your safety is 
non-negotiable. Production, quality, and profitability are all second to your safety, 
those three will ALWAYS be sacrificed to make sure you go home to your family 
safe. If you ever feel that is not being lived up to, please call me immediately. 

Sincerely, 

Bob Frese / President 

The most important part of the company is you! 
Your safety will never be sacrificed.

Robert Frese



Design Mechanical has a 
monthly high intensity 
safety training class held 
for all new hires as well 
as retraining for anyone 
interested. Please be sure 
to notate the date of  
your training on your 
calendar.

GENERAL SAFETY INFORMATION
It is the responsibility of each Design Mechanical, Inc. employee to be familiar 
with the performance and safety requirements of his or her workplace. 

Updates and ongoing safety training will be provided through weekly tool 
box meetings and additional training sessions or instructions as needed. 

An employee who observes or becomes aware of unsafe working 
conditions or practices should report the circumstances to his or her 
supervisor immediately, so that such conditions may be corrected before 
injuries occur. In the event an injury does occur, no matter how minor, it 
must also be reported to a supervisor immediately. 

The complete safety policy and procedures manual can be viewed or 
downloaded from the employee portal on the company website. See HR 
or Safety for assistance on how to access.

Design Mechanical’s written hazard communication program is also 
available for review by an employee upon request. 

Our safety guidelines are in place to keep you safe while on the job. 
Please abide by all safety rules and regulations. They are for your safety. 

PERSONAL PROPERTY
The company assumes no financial or other responsibility for any 
personally owned items employee brings to work or possesses during 
work. The risk of loss/value/control includes, but not limited to, theft, 
misplacement, damage, or otherwise reduction in value or control of any 
personal property, regardless of cause or location of such cause. 

REPORTING WORK 
ACCIDENTS

Direct contacts for the 
Safety Department 
can be found on 
DMI’s Employee 
Portal landing page 
at designmech.com/
employee-portal. 
Please keep in mind 
that you will have 
to be logged in 
with your website 
credentials to access 
this page.

Safety training comes in the form of formal classroom and/or field 
training from a variety of sources. Regardless of the source of 
training you are expected to follow and observe all training provided. 
When training is arranged you must attend.



A MESSAGE 
FROM DESIGN 
MECHANICAL’S 
PRESIDENT

“All employees have Stop 
Work Authority and I will 
support any employee 
when he or she exercises 
this authority.”

BOB FRESE
President

CELL PHONE POLICY
The use of cell phones during work time is limited to those phones 
issued to employees by the company. Personal cell phones are not to be 
used except during breaks, or before and after work. Company issued 
cell phones are to be used only for conducting company business.

Employees that have been issued smart phones, iPads, computers or 
other technological equipment will need to abide by the company 
technology policy which can be found in this handbook.

COMPANY VEHICLE USE
Authorized Employees may be permitted to drive a company owned 
vehicle. Driving a company vehicle is considered a personal benefit to 
the employees. Employees who drive a company vehicle are required to 
properly maintain their assigned vehicle and are to follow the following 
guidelines set forth by Design Mechanical, Inc. 

• Vehicles will be operated only by authorized employees of Design 
Mechanical Inc. 

• Vehicles will be used only for commuting to and from work and 
authorized company business. Personal use of Company Vehicles 
is not permitted. If an employee is found to be using the company 
vehicle for personal use, the vehicle will be taken away and the 
employee will no longer have the privilege of using a company 
vehicle. 

• No other person may ride in the vehicle unless it is a CSUSA 
Employee, Customer, Vendor or Other Business-Related Individual. 

• Drivers must exercise reasonable care to safeguard the contents of 
their vehicles. 

• Each Vehicle has its own gas card that corresponds with the trucks 
number. This card should be kept in vehicle at all times. Gas cards are 
to be used at participating gas stations and for the company vehicle 
only. Each driver will be assigned a PIN number for gas cards. This 
PIN will be given to driver upon issue of vehicle. 

• Each Driver must maintain a driving record that is acceptable to 
Design Mechanical, Inc. and our insurance company. Driving Records 
are pulled annually to monitor this.  

• Moving violations, you receive should be reported to the  
Safety Manager. 

• Driver is responsible for changing oil and oil filters every 3000 miles. 
Please contact Purchasing for a purchase order number and for 
participating Vendors. 

• Any service provided on vehicle other than oil changes MUST be 
approved and scheduled through Safety Manager and Purchasing. 
Please notify them at first sign of issue rather than waiting until the 
problem results in higher cost and the inability to operate the vehicle.

• Advise Safety Manager of any damages or problems with vehicle. 
• Driver is responsible for maintaining the cleanliness of the vehicles 

interior/exterior at all times. Design Mechanical, Inc. does reimburse 
for reasonable car wash fees on company vehicles. If vehicle is being 

REPORTING VEHICLE 
ACCIDENTS

Any vehicle accident, 
no matter the size 
must be reported 
immediately to the 
Safety Manager. For 
details on procedure, 
refer to the employee 
portal.

A company vehicle is a 
physical representation 
of our company and all 
privileged employees 
driving one must keep it 
clean inside and out.



returned to DMI for another employees use or any other reason it is 
expected to be cleaned out and ready for another employee to move 
into it.

• Any vehicle Accident, no matter the size must be reported 
immediately to the Safety Manager 

• Consumption of Alcohol and/or drugs is not permitted on company 
property, construction sites, in company vehicles or prior to company 
vehicle being returned to its overnight parking location. As an 
example, it is not acceptable to drive the vehicle to a job site, leave 
it there overnight and finding alternate transportation home. The 
vehicle must be returned home prior to any consumption of alcohol. 
If meeting someone after work Either take alternate transportation 
for the whole day or return the company vehicle home first. It is 
critical that this policy is adhered to at all times. Any employee found 
to be drinking or under the influence of alcohol or drugs (means 
testing positive regardless of when or where it was consumed) while 
driving a company vehicle will be terminated. 

• Monthly inspection log must be turned in by the last day of every 
month to Safety Manager. 

• Employee must adhere to company technology use policy and only 
use hands free devices when operating the vehicle. No texting, 
emailing or any other use of a phone that can potentially distract 
the driver is allowed. 

 

PERSONAL VEHICLE USE 
If an employee uses his/her personal vehicle in order to deliver company 
tools and/or material between job sites, or to run errands for the company, 
he/she will be reimbursed for mileage at a Federal Mandated Rate. If 
you were told to leave the jobsite that you were sent to in the morning 
to work at another jobsite before you leave for the day, you will be paid 
mileage for the distance to the second job. Make sure to write on your 
time card your mileage and what job you were traveling to. 

This does not include driving to and from work. 

SMOKING IN DESIGNATED AREAS
Various city ordinances address smoking prohibitions. Many of our 
clients and customers also have no smoking policies or are covered 
by statutory requirements. In deference to these factors, we ask that 
you not smoke within company facilities or on the premises of clients 
or customers. If you plan to smoke during a break, be sure to request 
information on the location of designated smoking areas. 

DISCIPLINARY PROCEDURES 
Design Mechanical, Inc. may discipline employees who do not follow 
its policies or who engage in misconduct. The company has the sole 
discretion to decide when discipline is needed and the nature of the 
discipline appropriate for a particular situation. 

USING YOUR PERSONAL 
VEHICLE FOR WORK

If an employee uses 
his/her personal 
vehicle in order to 
deliver company 
tools and/or material 
between job sites, or 
to run errands for the 
company, he/she will 
be reimbursed for 
mileage at a Federal 
Mandated Rate.

Consumption of alcohol 
and/or drugs is not 
permitted on company 
property, construction sites, 
in company vehicles or 
prior to company vehicle 
being returned to its 
overnight parking location.

Vehicles will be operated 
only by authorized 
employees of Design 
Mechanical Inc. and are to 
be used only to commute 
to and from work or for 
any authorized company 
business.



The company may use corrective discipline when it deems appropriate. 
Corrective discipline is normally the responsibility of the job foreman 
or supervisor and is intended to help the employee develop a more 
acceptable form of job performance. In the event that disciplinary action 
becomes necessary, the foreman or supervisor will identify the severity 
of the problem and determine the appropriate action. 

In many instances, a verbal or written warning is appropriate for 
minor infractions and first-time offenses. A warning should include 
an explanation of the problem which has been identified, with an 
opportunity for the employee to respond. 

The company may decide that an employee’s misconduct or violation 
of a policy warrants immediate termination, for example when an 
employee engages in serious policy violations or misconduct. Examples 
of more serious violations and misconduct include but are not limited 
to being under the influence of alcohol on the job, possession or use 
of illegal drugs or narcotics in the workplace, fighting on the job, 
discrimination or harassment, insubordination, theft and falsification of 
time cards or other business records. 

In any given case, the foreman or supervisor may find it appropriate 
to impose greater or lesser disciplinary action, based on individual 
circumstances. Nothing in this policy should be construed as limiting 
the discretion to impose any level of discipline at any time, up to and 
including discharge, as circumstances warrant. 

The provisions set forth in this policy do not change the employment at 
will status of all employees. 

The company has the sole 
discretion to decide when 
discipline is needed and 
the nature of the discipline 
appropriate for a particular 
situation.





EMPLOYEE ACKNOWLEDGMENT
I have received and reviewed the Design Mechanical, Inc. employee handbook and accept full responsibility 
for compliance with the rules, regulations and policies as outlined therein.

I acknowledge that the language used in this handbook is not intended to create or constitute an express 
or implied contract between Design Mechanical, Inc. and any one or all of its employees, and that nothing in 
this handbook is intended to give rise to any claim or cause of action. I understand that I have been hired at 
the pleasure of Design Mechanical, Inc. and just as I may voluntarily terminate my employment with Design 
Mechanical, Inc. with or without cause, my employment may be terminated by Design Mechanical, Inc. at any 
time with or without cause.

I recognize that Design Mechanical, Inc. reserves the right to modify, amend or update the rules, 
regulations and policies contained in this handbook at any time, and that I will be notified accordingly.

________________________________  __________________________ 
Employee Name (Printed)    Employee Signature

______________________________________ 
DATE
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