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IMPORTANT NOTICE 

AT ARNOLD MACHINERY COMPANY, NEITHER THE ASSOCIATE NOR THE COMPANY IS COMMITTED 

TO AN EMPLOYMENT RELATIONSHIP FOR A FIXED PERIOD OF TIME.  EMPLOYMENT WITH ARNOLD 

MACHINERY COMPANY IS AT-WILL.  EITHER THE ASSOCIATE OR MANAGEMENT HAS THE RIGHT TO 

TERMINATE THE EMPLOYMENT RELATIONSHIP AT ANY TIME, FOR ANY REASON.  THE LANGUAGE USED 

IN THIS HANDBOOK AND ANY VERBAL STATEMENTS BY MANAGEMENT ARE NOT INTENDED TO 

CONSTITUTE A CONTRACT OF EMPLOYMENT, EITHER EXPRESS OR IMPLIED, NOR IS THERE A 

GUARANTEE OF EMPLOYMENT FOR ANY SPECIFIC DURATION.  NO REPRESENTATIVE OF ARNOLD 

MACHINERY COMPANY, OTHER THAN THE PRESIDENT, HAS AUTHORITY TO ENTER INTO AN 

AGREEMENT OF EMPLOYMENT FOR ANY SPECIFIED PERIOD AND SUCH AGREEMENT MUST BE IN 

WRITING, SIGNED BY THE PRESIDENT AND THE ASSOCIATE. 

THE CONTENTS OF THIS HANDBOOK ARE SUMMARY GUIDELINES FOR ASSOCIATES AND THEREFORE 

ARE NOT ALL INCLUSIVE.  THIS HANDBOOK SUPERSEDES ALL PREVIOUSLY ISSUED EDITIONS.  EXCEPT 

FOR THE AT-WILL NATURE OF THE EMPLOYMENT, THE COMPANY RESERVES THE RIGHT TO SUSPEND, 

TERMINATE, INTERPRET, OR CHANGE ANY OR ALL OF THE GUIDELINES MENTIONED, ALONG WITH ANY 

OTHER PROCEDURES, PRACTICES, BENEFITS, OR OTHER PROGRAMS OF ARNOLD MACHINERY 

COMPANY.  THESE CHANGES MAY OCCUR AT ANY TIME, WITH OR WITHOUT NOTICE. 
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ARNOLD MACHINERY COMPANY HISTORY AND PHILOSOPHY 

COMPANY HISTORY         

Since 1929, Arnold Machinery Company has been a part of the growth and expansion 
of the intermountain region. Every change, every addition, and every facility has been 
designed to bring customers a superior product, in a fast and efficient manner, and at a 
fair price. From that day in January when ñDocò Arnold opened the doors of Stannard-
Arnold Machinery
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opening of a branch in Twin Falls, Idaho, and the 1979 dedication of a separate Material 
Handling Division (MH) headquarters in Salt Lake City, Utah. 
 
General Implement becomes a division of Arnold Machinery Company. 
 
1980’s 
The Hitachi line of construction and mining equipment was acquired in 1982, coinciding 
with a resurgence of mining activity in Nevada. A branch office was opened in Elko, 
Nevada in 1983 and expanded into a full-service branch in 1988. The following year, 
Georges Equipment was acquired in Reno, Nevada along with the Volvo product line. 
 
Al Richer became President and CEO in 1985 and Chairman of the Board in 1989.  
SILVER SERVICE® and CUSTOMER SATISFACTION IS OUR ONLY POLICY® were 
introduced at the Strategic Planning meeting in 1986 to emphasize our commitment to 
our customers. 
 
In 1989, Western Machinery was acquired, expanding our Construction and Mining 
Equipment Divisionôs (C&ME) coverage into the entire state of Arizona. 
 
1990’s 
In 1990 a new facility was built in Boise, Idaho, housing all three divisions, C&ME, MH 
and GID. 
 
American Material Handling of Arizona (Hyster distributorship) was acquired in 1992, 
combined with Western Machinery and the total entity became Arnold Machinery 
Company in Arizona. 
 
In 1993, the Hyster distributorship in Las Vegas, Nevada was acquired from Ahern 
Rental. 
 
Construction Equipment Associates (CEA) in Salt Lake City, Utah and Central 
Equipment in Idaho (Volvo) were purchased in 1995, giving Arnold Machinery Company 
the Volvo product line for the entire states of Utah and Idaho. 
 
In 1996, a new facility in Las Vegas, Nevada was constructed, incorporating the 
Construction & Mining Equipment Division and the Material Handling Equipment 
Division. 
 
2000’s 
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Flagstaff, Arizona MH moved into a new facility in 2000, becoming a full-service branch. 
 
Representation of the Volvo line in all Arnoldôs C&ME Division territories was completed 
with the purchase of the Volvo distributorship in Las Vegas, Nevada in 2001. 
 
In 2002, Alvin Richer was succeeded by Russ Fleming as President and CEO of the 
company. Alvin Richer continued as Chairman of the Board. 
 
In 2005, the Hitachi Mining Products sales territory was expanded into the entire states 
of Montana and Wyoming, and a mining branch was added in Gillette, Wyoming. 
 
In 2006, the MH facility in Twin Falls, Idaho was expanded to include the CE Division. 
 
Also in 2006, Materials Handling Equipment Company (MHECO), the Hyster 
distributorship in Colorado and Wyoming was purchased. This expanded our MH 
territory into those states. The facility in Colorado Springs, Colorado was replaced with 
a new one in 2007, and a new building to house the Johnstown, Colorado branch 
opened. 
 
The C&ME Division was split into two separate divisions in July 2007 ï Construction 
Equipment and Mining Equipment. There are now four operating divisions ï 
Construction Equipment Division (CE), Material Handling Equipment Division (MH), 
Mining Equipment Division (ME), and General Implement Distributors Division (GID). 
 
In 2007, the Tucson, Arizona branch building was replaced with a new facility to house 
the existing MH branch and expanded to include the addition of the CE Division. 
 
In 2009, Arnold Machinery Company reached a milestone by celebrating its 80th year of 
continuous operation. In July 2009, Volvo Road Products was added to the CE Division. 
In August 2009, the MH Division purchased the forklift business of H & E Equipment 
adding Yale to its product line. 
 
2010’s 
In October 2011 GID expanded into North and South Dakota, Minnesota and Wisconsin 
with the purchase of West Country Products in Jamestown, North Dakota. 
 
In 2012, upon retirement of Russ Fleming, Kayden Bell became President and CEO of 
the Company. Alvin Richer continued as Chairman of the Board.   
 
In 2013, the Gillette ME branch moved to a new location. The Portland GID branch 
moved from Beaverton to a location near the Portland airport. The Phoenix MH branch 
moved to a new location adjacent to the Phoenix CE branch. Mesa Liftruck, Inc. in 
Grand Junction, Colorado was acquired and became a branch of the MH Division. 
Lindco Equipment and Supply was acquired and became part of the Phoenix CE 
branch. With this acquisition the Sandvik Drill line was added to ME and CE. 
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In 2015, GID acquired the assets of Alliance Distributing, Inc. in 
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You are the heart and hands of Arnold Machinery Company
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WHAT IS ARNOLD MACHINERY SILVER SERVICE®?     
  

      
* It's millions of dollarsô worth of parts inventory on hand.     
   
* It's our on-line computer network allowing all locations instant access to the entire 
parts stock. 
        
* It's communications direct to the manufacturers' depots for emergency shipments. 
       
* It's professional parts people with thorough product knowledge, expediting skills, and 
concern for the urgency of the customer. 
    
* It's our SILVER SERVICE® fleet service trucks, equipped to do the job, traveling a 
million miles a year to solve problems.  
       
* It's our factory-trained and experienced technicians, whose median service experience 
is over 10 years.      
   
* It's our shop facilities designed for the specialized work required, including component 
rebuilding, engine remake and testing, injection and hydraulic work, cylinder 
remanufacturing, painting, welding, or routine servicing.      
  
* It's our sales force prepared to analyze the customersô job requirements and quote the 
machines that are right for their need.        
 
*It's the complete delivery of your machines and follow-up after they have gone to work. 
       
*It's support and execution of the manufacturers' warranty guidelines, plus the extra 
benefits we offer to make the warranties more valuable.     
   
*It's our tradition of quality and integrity for over 90 years.     
   
*It's the dedication of each associate to the goal that-      
  
  Customer Satisfaction Is Our Only Policy®  
 
In addition to our customer service expectations, we have workplace policies that 
govern associateôs behavior, which are contained in this handbook.  
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INTRODUCTION  

WELCOME   

It is our pleasure to welcome you to Arnold Machinery Company (ñCompanyò).  We hope 
your employment will be exciting, interesting and mutually rewarding.  Our goal is to 
maintain our reputation for excellence and quality.  To accomplish this goal, we strive to 
employ the most qualified people and encourage them to do the best job possible.  
 
As a new associate, you need to become well acquainted with your co-workers and our 
operating methods.  We have prepared this handbook to help you.  Its purpose is to 
answer, in a general way, questions about your employment with us and to explain certain 
policies.   We urge you to read it carefully and to request more information if you have 
any questions. 
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It is important for you to remember that you have a way to review problems, suggestions, 
and personal difficulties with associates in the Company who are interested and are best 
able to help.     
  
If you want or need help with any step of this process, Human Resources is responsible 
for seeing that you get the help you need.  If you feel the matter is not handled in the spirit 
of this policy, go directly to the person who makes the appointments or arranges the 
schedule of the top manager at your location.  Ask that a review be arranged.   
  
This process is set up as an open channel to improve communication. Don't hesitate to 
use it. It is our intention that no associate is to be retaliated against for using it. If you ever 
feel that has happened, let us know and we will do our best to get things corrected.  
 
Another method of discussing concerns is to bring them to your periodic associate 
meeting with the President. There are generally 15-20 associates in attendance at each 
of these meetings, and you are allowed and encouraged to discuss any subject that 
pertains to the Company. 
 

EQUAL EMPLOYMENT OPPORTUNITY (EEO), UNLAWFUL HARASSMENT, OTHER 
ACCOMMODATION 

The Company is dedicated to the principles of equal employment opportunity.  We prohibit 
unlawful discrimination against applicants or associates on the basis of age, race, sex 
(including pregnancy, childbirth, pregnancy-related conditions, breastfeeding, or medical 
conditions related to breastfeeding), color, religion, national origin, disability, military 
status, genetic information, sexual orientation, gender identity or any other class or 
expression protected by applicable state or local law.  This prohibition includes unlawful 
harassment based on any of these protected classes.  Unlawful harassment includes 
verbal or physical conduct which has the purpose or effect of substantially interfering with 
an individualôs work performance or creating an intimidating, hostile, or offensive work 
environment.  This policy applies to all associates, including managers, supervisors, co-
workers, and non-associates such as customers, clients, vendors, consultants, etc. 

AMERICANS with DISABILITIES ACT (ADA), RELIGIOUS, and OTHER 
ACCOMMODATIONS 

In accordance with federal and state law, the Company provides reasonable 
accommodations for qualified associates with known disabilities unless doing so would 
result in an undue hardship to the Company or cause a direct threat to health or safety. 
The Company provides reasonable accommodations for associates whose religious 
belief, practice, or observance conflicts with a workplace requirement unless doing so 
would result in an undue hardship to the Company. The Company provides reasonable 
accommodations for associates based on gender identity in dress/grooming standards 
and facilities and for associates based on pregnancy, childbirth, breastfeeding, or related 
conditions, unless doing so would result in an undue hardship to the Company. 
Associates needing such accommodation are instructed to contact their supervisor, the 
Company Director of Human Resources or the President of the Company immediately. 



 14 

S



 15 

HOURS OF WORK AND OVERTIME   

Your supervisor will tell you of your individual hours of work. We normally schedule five 
eight-hour days in each week for full-time associates. Firm and unchangeable hours 
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PAYROLL DIRECT DEPOSIT 

Payroll direct deposit is encouraged. Direct Deposit is a free service where the 
Company will deposit your net pay directly to the financial institution of your choice.   

PAYROLL DEDUCTIONS 

The Company takes mandatory deductions from your gross wages.  These deductions 
include federal income tax, social security tax, and applicable state or local taxes.  Each 
associate completes and signs a state and federal withholding allowance form on or 
before their first day of work (Form W-4).  This form must be completed, or modified, in 
accordance with federal regulations.  Questions about an associateôs claimed deductions 
may be referred to the IRS in certain circumstances.    
 
With the proper authorization forms completed, the Company takes optional deductions 
from your gross wages each pay period for items not paid for by the Company such as 
group health, dental or life insurance, or voluntary contributions such as 401(k) 
contributions.   

SAFE HARBOR 

The Company is committed to paying exempt associates for their performance on a salary 
basis in accordance with the Fair Labor Standards Act (FLSA).  The Company prohibits 
deductions from exempt associatesô pay that are barred by the FLSA.  If you believe an 
improper deduction was made from your salary, please promptly report your concern to 
a manager or Human Resources. If the Company determines that1(d)-1>000092 Tf
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We require proof of the passing of the relative 
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period is waived,

mailto:salarycontinuation@arnoldmachinery.com
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including a member of the National Guard or Reserves, who is undergoing medical 
treatment, recuperation or therapy, is otherwise in outpatient status, or is otherwise on 
the temporary disability retired list, for a serious injury or illness*; or (2) a veteran who 
was discharged or released under conditions other than dishonorable at any time during 
the five-year period prior to the first date the eligible associate takes FMLA leave to care 
for the covered veteran, and who is undergoing medical treatment, recuperation, or 
therapy for a serious injury or illness.* 
 
*The FMLA definitions of ñserious injury or illnessò for current service members and 
veterans are distinct from the FMLA definition of ñserious health condition.ò 
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may never be greater than 24 days beyond 240 months of employment.  Any accrued 
vacation beyond the limits will be forfeited.  A workday is defined as up to 40 hours of 
regular time paid during a normal 7-day work week divided by 5.  The hours accrued 
would be based on the average hours worked during the previous two pay periods.  If a 
break in service is six months or more the associate will be required to requalify as a new 
associate for vacation pay.  If a break in service is less than six months, the waiting period 
is waived, and the associate will be able to accrue vacation on the first day of the calendar 
month after 30 days of continuous employment.  The vacation accrual will cease during 
any FMLA leave but will begin again on the first day of the month following the associateôs 
return from FMLA leave.  The accrued vacation balance will not be allowed to go below 
zero.   Vacation time will not accrue during time off due to disability or workerôs 
compensation recovery periods that continue for more than one week.   
    
Vacation time must be scheduled with the approval of your supervisor. Approvals for 
vacation will be based on a first come, first serve basis.   
 
If paid holidays occur during your vacation, you may extend your vacation or arrange 
with your supervisor to take the day(s) off later. Payment made in lieu of vacation time 
off will not be permitted. Earned, unused vacation time will be paid at the time of 
termination unless the termination is for violation of laws, general work standards, or 
Company policies. These guidelines are subject to change and clarification without 
notice. 
 

MEDICAL AND DENTAL INSURANCE BENEFITS 

Group insurance benefits are available to full-time associates and their families through 
the Company.  Details will be provided during new hire orientation and at open enrollment 
time. Please contact Human Resources should you need additional information or help. 
 
For specific details regarding available benefits, please reference our Arnold Machinery 
Company Associates Benefit guide.  
 
The Associates Benefit guide explains how long after your hire date you have to sign up 
for the insurance benefits.  If you miss the deadline or if you later decide you want 
coverage there may be an 
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LIFE AND DISABILITY INSURANCE 

The Company provides at no cost to all eligible associates basic term life insurance.  
Eligible associates may be able to purchase dependent life insurance for other family 
members.    
 
The Company provides at no cost to all eligible associates disability insurance.  Disability 
insurance replaces a percentage of your income in the event that you are unable to work 
due to an accident or illness.   

COBRA 

If your insurance benefit is terminated, you may arrange to convert or to continue some 
coverage at your expense in accordance with existing federal and state regulations and 
the terms of our group insurance policy.  You will receive information about this in a 
separate notification. If you need additional information, please talk to Human Resources. 

PROFIT SHARING 401(k) PLAN  

The Company makes contributions to the established Plan for eligible associates.  The 
Summary Plan Description and other details are available from Human Resources. All 
plans are managed by associate committees appointed by the Board of Directors. The 
specific benefit explanation about Company matching rules and limits is 
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¶ Poor performance of work duties, failure to meet job requirements or standards, 
or lack of due care when performing assigned duties. 

¶ Failure to observe safety and health rules or regulations. 

¶ Unexcused or excessive absenteeism or tardiness. 

¶ Failure to work cooperatively with other associates, management, customers, or 
persons doing business with the Company.  

¶ Fighting, horseplay, or disorderly conduct.  

¶ Threatening, harassing, intimidating, or coercing others, or interfering with the 
performance of others. 

¶ Using profane, obscene, or abusive language. 

¶ Other conduct that may be in conflict with or adversely affect work performance, 
safety, or business operations. 

¶ Conduct that disparages the goods or services of the Company, or the 
Companyôs reputation in the community unless that expression is protected by 
law. 

If you have a question about this policy, please talk to your supervisor or Human 
Resources. 

DISCIPLINE 
Failure to comply with Company policies, standards, and expectations may result in 
disciplinary action including counseling, warning, suspension, or discharge depending on 
the circumstances involved. 

Discipline is intended to help associates identify and correct problems. The Company 
normally will counsel and warn associates for minor infractions before taking more severe 
disciplinary action. Serious infractions may result in more severe disciplinary action or 
discharge without prior warnings.  The Company may modify or skip any of the above 
disciplinary actions taking into account the overall circumstances, including the nature of 
the offense, the actual or potential harm or damage involved, and the associateôs past 
work record.   

The Company ordinarily will investigate and evaluate the relevant facts and 
circumstances prior to taking disciplinary action. Associates ordinarily will be given an 
opportunity to explain their actions prior to disciplinary action.  However, there may be 
circumstances where immediate suspension from work, with or without pay, might be 
appropriate, pending further investigation.  Every instance of potential disciplinary action 
will be handled on an individual, case-by-case basis.  Employment with the Company is 
at-will based on state laws and may be terminated at any time for any lawful reason.   

DRUG AND ALCOHOL POLICY 

Our Company is committed to provide a healthy, safe, and secure work environment free 
from the negative effects of alcohol or the illegal use of drugs.  All associates are expected 
to report to work on time and in suitable physical and mental condition to perform assigned 
work duties safely and effectively.  We intend to comply with applicable legal requirements 
regarding drugs or alcohol in the workplace. 
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The unauthorized possession, distribution, purchase, sale, manufacture, or use of illegal 
drugs or alcohol on the job at any time is strictly prohibited.  Reporting to work or working 
under the influence of illegal drugs or alcohol is also strictly prohibited.  
 
Associates subject to the federal Drug-free Workplace Act must report a workplace drug-
related conviction to the Company within five calendar days. 
 
Off-the-job drug or alcohol use that may adversely affect work performance, safety, or the 
Company's reputation in the community is also prohibited. 
        
Associates are expected to use legally obtained substances, including consumer 
products, over-the-counter medicines, or prescribed medications, according to 
recommended/prescribed use and dosage.  Misuse of such substances is prohibited.   
 
Associates are responsible to inform any health care provider prescribing medication of 
their job requirements to avoid potential problems at work.  If the prescribed medication 
could affect job performance and/or safety, then the associate is responsible to 
immediately notify his or her supervisor.  An associate may be asked to provide written 
authorization from a medical provider for use of a controlled substance.  If some type of 
identification document is available a copy should be provided to HR. 

 
Violations of this policy may result in termination or other appropriate disciplinary 
measures after a review of the facts.  

 
The Company may investigate where appropriate and take whatever steps are 
reasonably necessary to enforce this important policy.  The Company may at its discretion 
search any Company property, facilities or equipment, as well as associate lockers, 
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Å Reasonable Suspicion - Drug and alcohol tests are generally conducted where the 
Company reasonably believes the associate has in any way violated this policy on the 
basis of observable factors such as erratic or poor job performance, patterns of poor 
attendance, unusual appearance or behavior, or other information provided from 
reliable sources. 

 
Å
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¶ Immediately report any accident, no matter how minor, to your supervisor.  Give full 
details so we can prevent similar future accidents. 

¶ Eye protection, ear protection, hardhat, and appropriate footwear and clothing must 
be worn in specified work areas. 

¶ Never leave anything about that can hurt you or others.  Keep walkways clear of 
obstructions.  Use scrap barrels.  Respect clearance lines.  To be safe, a workplace 
must be orderly and clean. 
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In designing the buildings, great consideration was given to their efficiency and 
convenience, and to the comfort of those who work there. Each of us shares in the 
responsibility to keep our facilities clean and neat so that they will not only look nice but 
will be more efficient and pleasant places for us to work. Neatness contributes materially 
toward effectiveness of our work and the confidence of our customers in our Company. 
Constant attention should be given to maintaining high safety standards. A casual attitude 
toward a neat, efficient department can contribute to accidents. It is important that we all 
do our part to keep our buildings and areas looking nice, maintaining pleasant conditions 
in which to work, and putting our best foot forward to our customers.    

LUNCHROOMS          

Space is provided in most of our facilities for use during lunch or break periods. 
Associates are encouraged to make use of them.  

SECURITY AND PARKING 

All visitors are requested to enter through the visitor entrance and check in with the 
receptionist.   
 
We want to maintain the highest levels of security for the Company and associate 
property.  We ask associates to minimize the value of personal belongings they bring to 
work and to secure all valuables when away from their work area.  Be sure to maintain 
Company property used when performing your job in a prudent manner.   
 
If you are the victim of theft involving Company or personal property, report the incident 
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If a personal relationship develops between two people at work where one is in a 
supervisory position over the other, or the relationship puts the Company at any sort of 
risk, both parties are responsible for reporting the relationship to Human Resources.  
Such relationships may create a conflict of interest or the appearance of a conflict of 
interest.  Steps may be taken to change the work relationship to avoid any conflict of 
interest.   

PERSONNEL FILES 

Associates may ask to review their personnel file during working hours in the presence of 
a manager, provided the request is reasonable.  Contact Human Resources to schedule 
a time to do this.   

OTHER EMPLOYMENT 

We discourage associates from having more than one job at a time, but outside 
employment is permitted so long as it doesnôt interfere with job performance, is not a 
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Smoking is not permitted in Company vehicles.  This policy applies to all associates, 
customers, and visitors.   
 
Associates are to smoke 
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thigh are inappropriate for work. Mini-skirts, shorts, sun dresses, beach dresses, 
bathing suit cover-ups, and spaghetti-strap dresses are inappropriate. 
 

Shirts, Tops, Blouses, and Jackets 

¶ Casual shirts, dress shirts, sweaters, tops, golf-type shirts, sweatshirts, attractive 
athletic tops, and turtlenecks are acceptable attire for work.  

¶ 
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The Company reserves the right to intercept, copy, monitor, review, and download any 
communications or files you create or maintain on these systems.  
 
When using any of these systems, including the Internet, do not send materials of a 
proprietary or sensitive nature or that might contain our confidential information.  
 
The Company holds all your communications and any use of our electronic 
communication systems to the same standards as all other business communications, 
including compliance with our anti-discrimination and anti-harassment policies. We 
expect you to use good judgment in your use of our electronic communication systems. 
Notify your supervisor immediately if you receive or know of anyone else who receives 
material that may violate our No Discrimination and/or No Harassment policies, or any 
other Company policy. 
 
Your understanding, consent, and agreement to comply with these policies is a condition 
of your employment with this Company. Failure or refusal to abide by these rules or to 
consent to any lawful monitoring, interception, copying, re-viewing, or downloading of any 
communications or files can be grounds for discipline up to and including termination. 

SOCIAL MEDIA GUIDELINES 

Associates should refrain from using social media while on work time or on equipment we 
provide, unless it is work-related as authorized by your manager and consistent with our 
Electronic Communication Policy.  Do not use the Company e-mail address to register on 
social networks, blogs or other online tools utilized for personal use.  At all times, 
associates who use social media such as blogs, wikis, and social networking sites that 
may contain postings related to the Company, or its associates or affiliates, must comply 
with the following guidelines, regardless of where or when the use of social media takes 
place. 
 
Use a Disclaimer
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Use Good Judgement 
Be fair and courteous to fellow associates, customers, suppliers or people who work on 
behalf of the Company.  Keep in mind that you are more likely to resolve work-related 
conflicts by speaking directly with your co-workers or utilizing our problem-solving process 
than by posting complaints to a social media outlet.  Nevertheless, if you decide to post 
complaints or criticism, avoid using statements, photographs, video or audio that 
reasonably could be seen as malicious, obscene, or threatening, or that might constitute 
harassment or bullying.  Examples of such conduct might include offensive posts meant 
to defame someone, or posts that create a hostile work environment as described in the 
Companyôs Equal Employment Opportunity/Unlawful Harassment/Other Accommodation 
policy. 
 
Be Honest and Accurate 
Make sure you are always honest when posting information or news, and if you make a 
mistake, correct it quickly. Never post any information or rumors that you know to be false 
about the Company, fellow associates, members, customers, suppliers, people working 
on behalf of the Company, or competitors. Blogs and other forms of social media 
communications are individual interactions, not Company communications.  Information 
shared via social media is generally public and may easily be viewed by Company 
supervisors, associates, and customers.  Ultimately, you are solely responsible for what 
you post online.  Before creating online content, consider some of the risks that are 
involved.  Keep in mind that any of your conduct that adversely affects your job 
performance, the performance of fellow associates, or otherwise adversely affects 
members, customers, suppliers, people who work on behalf of Company or Companyôs 
legitimate business interests may result in disciplinary a
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Company vehicle or his/her own vehicle on Company business.  Doing so may be 
grounds for termination.  

 
The associate may hold a current valid driver's license and still not be allowed to drive a 
Company vehicle because of his/her driving record. If driving is a requirement of your 
job, such as field service or salesperson, then this may be grounds for termination. 

 
Under no circumstances may an associate under the age of 18 years old drive a 
Company vehicle. Associates assigned a Company vehicle are required to report any 
moving vehicle violation incurred by the associate to the Safety Director within one 
business day of the violation. Failure to report timely will be grounds for termination.  
  
It is expected that all associates operating Company vehicles will obey traffic 
regulations and any fines or penalties assessed for violations are considered as a 
personal expense. Any motor vehicle violation involving alcohol or illegal use of any 
substance will necessitate immediate termination of Company vehicle privileges.  
 
The Company strongly discourages eating or talking on cellular phones while driving. If 
you receive a call on your cellular phone or have to place a call while driving, pull off to 
the side of the road if safely possible, and complete the call.  Texting while driving is 
prohibited.      
 
MVR checks are done by the Company's insurance carriers on an annual basis and by 
the Company as necessary.  
 
Company vehicles are not to be used for personal use except to drive to and from work. 
They are for the express use of authorized Company associates and authorized 
passengers. Authorized passengers would be considered Arnold Machinery Company 
associates and those people with whom we are doing business. The Company vehicles 
are not to be used by family members or other unauthorized persons, animals, objects, 
etc.     

PERSONAL COMMUNICATION DEVICES 

Associates should normally conduct personal business and use personal communication 
devices during authorized break and meal periods.  Any use of such devices should not 
interfere with assigned work duties or be disruptive to coworkers.  Talk to your supervisor 
if you have an urgent or emergency situation.  While at work, we expect associates to 
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information are unique assets of the Company.  This includes, but is not limited to, 
information concerning Client information, customer lists, and similar subjects. 
 
The disclosure of this knowledge to unauthorized persons is potentially harmful to the 
Companyôs business.  Access to certain secrets or Company information and operating 
procedures should be limited to those associates who ñneed to know.ò  Any copying, 
reproducing, or distributing of confidential information in any manner must be authorized 
by management.  Confidential information remains the property of the employer and 
must be returned to the Company on demand. 
 
These restrictions are not intended to prohibit the disclosure to outsiders of information 
about the Company that is routinely made available to the public by advertisement or 
otherwise, such as the nature of the Companyôs products and services and its business 
hours. 

CODE OF ETHICAL BUSINESS CONDUCT 

Associates at Arnold Machinery Company must be committed to the highest ethical 
standards in the conduct of their duties and responsibilities.  If you feel you are being 
asked to violate Company guidelines, address your concerns with your supervisor or a 
member of the executive team. 
 
You are expected to report perceived ethical violations.  The Company expects 
associates to make a timely report to enable the Company to investigate and resolve 
any behavior that may be in violation.  Report the incident to your supervisor or a 
member of the executive team.  Your report will be kept as confidential as practicable.  
The Company prohibits retaliation against an associate for filing a report or for assisting 
in an investigation. 
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ACKNOWLEDGMENT 
 
 
I have received a copy of the Arnold Machinery Company Associate Handbook on this 
day ____________________________.  I understand I am responsible for becoming 
familiar with the contents of the handbook.  I realize my continued employment is subject 
to my compliance with the policies contained in this handbook and any revisions made to 
it.  I understand the handbook provides only an overview, that it is not all-inclusive, and 
that it does not necessarily contain all Company practices and policies in force.  If I have 
a question, or if there is any policy or provision in the handbook that I do not understand, 
I am responsible to seek clarification from my supervisor or the Human Resources 
Department.  I acknowledge this handbook supersedes policies issued prior to this date.  
I recognize the handbook is subject to future change and that the Company may modify, 
deviate from, or eliminate policies from time to time at managementôs discretion.  
 
I acknowledge that this handbook is not a contract of employment.  I understand my 
employment is not for any fixed term, is completely voluntary both for the Company and 
me, and may be terminated either by me or the Company at any time for any reason not 
prohibited by law.  No supervisor or manager, except the President (who can only do so 
in writing) has any authority to make any promise or agreement to the contrary.  A copy 
of this acknowledgment is kept in the Company file. 
 
 
 
 
______________________________________ 
Associate Name (please print) 
 
 
 
______________________________   __________________________ 
Associate Signature       Date 
 
 
 
 
 
 
 
Remove this sheet and place in associate’s personnel file. 


