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INTRODUCTION

PURPOSE OF THIS HANDBOOK

We have prepared this Employee Handbook to tell our employees about our management and operating policies, business practices and philos​ophy. We hope this will help you to understand them and the reasons why we do the things we do. By issuing this Handbook we are not chang​ing any existing policies or bringing in any new ones, but streamlining the same to reflect our balanced stride into the next millennium.

We would like you to read this book​let carefully. This edition replaces any earlier version, as well as other material such as memos and letters dealing with our company and employ​ment policy. The Handbook will be revised in the future if there are changes in company policies or employment laws or regulations.

This edition of the Triton Marine Group Inc. Employee Handbook is current as of 1999. 

LIMITATIONS & EXCEPTIONS
This Handbook is a general guide only. It is not meant to be and is not an agreement or contract for employment, or an offer or guarantee of employ​ment to any employee. No publication of this kind can possibly answer all questions before they come up or cover everything that might happen in human and employee relations. Exceptions may have to be made from time to time to policies described in this Handbook on a case‑by‑case or perma​nent basis. Such changes can be made by management only. The contents do not necessarily apply to owners and shareholders of this com​pany. If any statement or policy in this Handbook conflicts with any emp​loyment law or regulation, the law will be observed and the affected part will be invalid. However, all other parts will remain in effect. 

MISSION STATEMENT

We at Triton Marine Group Inc. are committed to meet​ing or exceeding the expectations of our cus​tomers. Through dedicated teamwork, we shall ensure that we supply quality products and services to the complete satisfac​tion of our cus​tomers, and we will take pride in doing so. The management of Triton Marine Group Inc. strives to operate a viable, success​ful and growing busi​ness, be an effective competitor and a leader in its field and develop and maintain the strongest possible customer and client relations. The com​pany will do everything in its power to be a good corporate citizen, willing to work for the betterment of our community and society. We are environ​mentally responsible. We intend to attract and retain a loyal, capable and productive work force. The company also tries to provide a comfort​able, safe and efficient workplace. An important company objective is to be able to offer stable, satisfying and rewarding employment opportunities for qualified individuals. 

THE EMPLOYER‑EMPLOYEE RELATIONSHIP

EMPLOYEE RECRUITMENT
No company or business can be better than its people. Triton Marine Group Inc. attempts hire and keep the most qualified and able people that it can. We try to offer our employees competitive wages and salaries and a good work environment. The company would appreciate any help you can give in finding new people who can contribute to our progress. 

MINIMUM & MAXIMUM AGE FOR EMPLOYMENT
We will not employ anyone under the minimum legal employment age. Retirement age at our company is as specified by law, if and as applicable.

EMPLOYMENT ELIGIBILITY
You may be asked to show that you are legally able to work in Canada before or after you have been hired. We may need proof of identity (to confirm that an employee or applicant is who he or she claims to be); citizenship, work visa or similar document; and/or welfare and Employment Insurance status. The company will not knowingly violate legal employment regulations. It is the responsibility of the employee to supply the right documents if asked. The supervisor will help determine what evidence will be suitable. Fraud or misrepresentation in this regard may be cause for dismissal. 

BACKGROUND CHECK
A background check may be done on job applicants or for other reasons as the company may decide. Background checks may include one or more of the following:

     ‑ To confirm past employment or experience

     ‑ To verify educational or academic claims

     ‑ A credit check

     ‑ A check of criminal or police records

     ‑ Other matters at the company's discretion.

Results of any background check will be kept strictly confidential but may be discussed with you if the supervisor feels there is a need to do so. Information found during such a check will be placed in the employee's file.

PRE‑EMPLOYMENT TESTING
The company may ask employees or job applicants to take skill, ability, aptitude, literacy or other tests. Test results will help us identify the  strong points of each of our employees and could be used in hiring and promotion decisions. Tests may be required for new applicants, existing employees being considered for promotion or for other reasons. Standards and pro​cedures for tests will be set by the company. 

EMPLOYMENT OF RELATIVES
As a rule we do not employ close relatives but exceptions may be made in special cases. If relatives are employed they may not work in the same department and an employee may not supervise his or her relative. 

EMPLOYMENT OF RETIREES
Triton Marine Group Inc. does not normally hire people who have retired from other jobs. However exceptions could be made. Ability to do the job will have to be demonstrated. Each case is considered separately at the hiring level and no precedents are set by prior decisions. 

EMPLOYEE CATEGORIES
We have the following employee categories at Triton Marine Group Inc.:

     ‑ Full‑time permanent (working at least 40 hours per week)

     ‑ Full‑time temporary

     ‑ Part‑time temporary

     ‑ Part‑time permanent

     ‑ Casual

     ‑ Contract or term.

Employees are also classified as:

     ‑ Hourly‑paid ‑‑ paid for hours worked

     ‑ Salaried ‑‑ paid a fixed salary regardless of hours

     ‑ Salaried plus commission

     ‑ Commission only. 

NEW EMPLOYEE ORIENTATION
Whenever new employees are hired, our existing staff are expected to welcome new workers into the company, help them to get used to their new jobs and surroundings, and help them to learn their job functions. New employees are expected to read this Handbook carefully to understand company policies and philosophy of doing business, observe all company rules, and ask for help from the supervisor if unsure. 

EMPLOYEE RECORDS
The company maintains a file on each employee. These records are kept confidential. You may ask that any information be corrected or updated and may have copies of any documents you have signed. You must let the company know immediately if:

     ‑ There is a change in address and/or phone number

     ‑ Marital status or dependants changes

     ‑ A new beneficiary is to be named for company benefits

     ‑ There is a change in whom we should contact in an emergency. 

PROBATION PERIOD
The first ninety (90) days of employment at Triton Marine Group Inc. is proba​tionary. Employment during this time may be terminated by either party without notice or penalty. The proba​tion period may be eliminated or extended by the company. Employees have the right to ask the supervisor about their employment status at any time.

PERFORMANCE REVIEW
We review the job performance of all our employees every 12 months. Factors taken into account during performance reviews include (not necess​arily in that order):

     ‑ Attendance

     ‑ Quantity and quality of work performed

     ‑ Initiative shown by the employee

     ‑ Effort and industriousness

     ‑ Attitude and conduct

     ‑ The employee's knowledge of his/her work and the company. 

SENIORITY
Seniority at Triton Marine Group Inc. is built up starting with the first day worked. Seniority may be a consideration in:

     ‑ Promotion and advancement 

     ‑ Entitlement to company benefits

     ‑ Vacation scheduling

     ‑ Granting paid or unpaid leave.

However, seniority is not necessarily the only thing that is considered in any situation. 

STATUTORY HOLIDAYS
We observe all statutory holidays declared by federal, provincial and local authorities. Employees who have been employed by the company for at least thirty (30) days will receive these days off with pay. The following public holidays are observed under this policy:

   - New Years Day (January 1)

   - Good Friday 

   - Victoria Day 

   - Canada Day (July 1)

   - British Columbia Day

   - Labour Day

   - Thanksgiving Day

   - Remembrance Day (November 11)

   - Christmas Day (December 25)

   - Boxing Day (December 26).  

VACATION POLICY
As a minimum, we observe the law governing paid vacations. Salaried employees are entitled to paid vacation of ten (10) working days after one year of service, plus one (1) additional day for each year of completed service up to a maximum of 15 working days. Employees may choose the best time for their  vacation periods subject to the supervisor's approval except for `blackout' periods determined by the company. However, some or all employees may also be required to take their vacations at times determined by the company, as in a general vacation shut‑down. Vacation time not taken may be carried forward for two (2) years. Employees are asked to give as much notice as possible about vacation preferences. If a statutory holiday falls during an employee's vacation, the employee and the company may agree to either (a) extend the vacation period by an extra day, or (b) assign an alternate day off to be taken no later than the employee's next annual vacation or termination of employment, whichever occurs first. 

LAYOFF AND RECALL
The management of Triton Marine Group Inc. realizes that the lives of its employees can be badly disrupted by unexpected layoffs. We will always do everything possible to avoid layoffs or to keep the number of people affected as small as possible. However, the company must be able to match its work force to its needs at all times. If it becomes necessary, employees will be laid off on the basis of the skills and abilities least required at the time. Recalls after a layoff will be based on a combination of factors as deter​mined by the company. 

PAID LEAVE OF ABSENCE
Paid leave of absence may be given at the company's discretion for purposes such as:

     ‑ Family or parenting purposes (see MATERNITY LEAVE)

     ‑ Sickness, injury or disability (see SICK LEAVE)

     ‑ Death in the family (see BEREAVEMENT LEAVE)

     ‑ Employee education or training

     ‑ Other legitimate purposes.

Paid leave may be combined with unpaid leave. Seniority and job status will be protected during approved paid leave of absence. The length of paid leave is set by the company and depends on seniority and other factors as determined by the company. Employees seeking paid leave of absence should try to give the supervisor as much advance notice as possible. 

UNPAID LEAVE OF ABSENCE
Unpaid leave of absence may be granted at the company's discretion depending on the circumstances. Seniority may or may not be protected during unpaid leave. Each case is determined individually and no precedent is set. An employee on unpaid leave who does not return to work by the agreed date may be considered to have abandoned his or her job with the company. 

MATERNITY/PARENTAL/ADOPTION LEAVE
The company does not have a formal policy for maternal, parental or adoption leave, but tries to be as accommodating and understanding as possible in any maternity situation. The requirements of employment law concerning maternity leave are carefully followed. Employees eligible for maternity leave are (a) a female employee giving birth to a child; (b) a female employee adopting a child; (c) a male employee whose spouse bears a child; or (d) a male employee for child adoption. Maternity leave may be paid, partially paid or unpaid, subject to applicable employment law. You are expected to advise the company as early as possible if you expect to be making a request for maternity leave with approximate beginning and ending dates of absence. A medical certificate may be required from a pregnant employee to certify the last medically‑safe employment date. In all circum​stances the employee is solely responsible for any medical consequences arising from working during pregnancy. Employees on maternity leave who do not intend to return are asked to advise the company as soon as possible. 

MEDICAL & FAMILY RESPONSIBILITY LEAVE
We have a formal sick leave policy for permanent employees. Paid sick leave accrues at the rate of ten (10) working days per year. Sick leave is unpaid after accumulated paid leave is used up. A doctor's or medical certificate is required if sick leave of more than two (2) days is taken. Regular hourly-paid employees who have accumulated sick leave credit will be paid for up to two (2) hours if absent for medical, dental or hospital appointments. If such an appointment requires absence of more than two hours, the employee will be paid for required time off but this will be deducted from his or her accumulated sick leave entitlement. Sick leave at Triton Marine Group Inc. is considered to be an employee privilege granted by the company and abuse of this policy (such as taking time off without being ill) is cause for disciplinary action. This could include withdrawal of sick leave entitlement for a period determined exclusively by the company. 

BEREAVEMENT LEAVE
At Triton Marine Group Inc. we are especially sensitive to the needs of our employees during times of personal loss. You will receive paid or unpaid leave depending on the circumstances. Each case is determined individually. For purposes of bereavement leave, `immediate' family members are:

     ‑ Your spouse

     ‑ Your child or step‑child

     ‑ Your parent or a parent of your spouse

     ‑ Your or your spouse's sibling (brother or sister).

Employees are eligible for bereavement leave with pay of three (3) days in the event of the death of an immediate family member. Additional leave may be given with or without pay at the company's discretion to settle estate matters, for family or survivor support or for travel to and from a funeral. 

WORK AT HOME
Certain jobs with the company may be done by employees from their homes as part of their normal duties. Each case is determined separately and no precedent is set by prior decisions. 

ELECTION DAY
We observe all regulations for election days and voting under federal, provincial and local regulations, including time off with pay during voting hours where this is the law. Triton Marine Group Inc. urges employees to exercise the democratic right to vote. Time off could apply only during hours when voting polls are open depending on government regulations. Political activity, including fund‑raising and soliciting votes, is not allowed on company property because we do not want to be seen as supporting or not supporting any particular candidate or party. This policy applies at all times. 

JURY & WITNESS DUTY
We recognize that it is our civic duty to serve on a jury or to be a witness in court when called. The company observes the law in this regard. Time off will be granted to permanent employees called for jury duty with full pay. The employee is expected to notify the supervisor of a call to jury duty as soon as received. An official statement confirming jury duty may be requested by the supervisor. 

DISMISSAL/TERMINATION
We consider dismissal (firing) of any employee to be a very serious and regrettable matter and a last resort. However, dismissal may be unavoidable in cases where:

     ‑ The employee can't or won't perform his or her job satisfactorily

     ‑ There is not enough work, or the company is going through

       reorganization or downsizing

     ‑ An employee violates any company rule, regulation or policy

     ‑ An employee insubordinates the supervisor or management

     ‑ An employee is responsible for any violence at work including

       harassment

     ‑ An employee is involved in any drug or alcohol abuse including

       buying or selling illegal drugs

     ‑ An employee ignores or disregards any safety rule

     ‑ An employee has misrepresented his or her qualifications, education

       or experience

     ‑ An employee is habitually late or absent.

Management and the supervisor will do all they can to work things out if possible to avoid dismissal. Our company will strictly follow government laws and regulations that apply to employee termination. Employees should realize that, except as provided in any specific employment agreement, the company does not and cannot offer or guarantee employment or job security for any specified period of time. Nothing in this Handbook is to be taken as an employment agreement or contract. Notice of termination may not necessarily be given during the probationary period for new employees; to employees dismissed for cause; or disciplinary reasons; or under any other circumstances at the company's discretion. If notice of termination is not provided, pay in lieu of notice will be given as required by employment law. 

VOLUNTARY RESIGNATION
If you decide to leave Triton Marine Group Inc. voluntarily, the company would appreciate reasonable notice. We carefully follow employment law covering back pay where an employee leaves the company without notice. An employee may be considered to have voluntarily resigned if he or she is absent without explanation or permission for thirty (30) days or does not return by the agreed date from paid or unpaid leave. 

RETIREMENT
The provisions of applicable government employment regulations are followed regarding retirement age. The company will try to accommodate employees who either desire early retirement or wish to continue working beyond the usual retirement age. Where an employee wishes to continue working, the ability to satisfactorily perform his or her job functions will have to be shown.

EMPLOYEE REFERENCES
References given to us by an applicant for employment may be checked before or after hiring. You must clearly indicate if any references should not be contacted before hiring. Such references may be contacted after hiring. We will respond to requests for references for former employees only if made on a company letterhead. References on behalf of former employees will be limited to confirmation of starting and ending dates of employment, title or position and salary or wage at departure. References will not include any opinion about job performance or ability, character or reason for leaving. More detailed references may be given if the ex‑employee signs a release waiver. A request for a letter of reference will be considered; the decision will be made by management. Employees must not give out any information concerning fellow employees unless their work includes person​nel functions and they are properly authorized to do so. 

EMPLOYEE COMPENSATION

WAGE & SALARY POLICY
The policy of Triton Marine Group Inc. is to pay wages and salaries which are competitive for the type of work being done. We comply with pay equity laws as we interpret and understand them where these apply. Our company strictly observes minimum wage laws. 

OVERTIME PAY
Overtime may be paid to managers at the company's discretion, in excep​tional circumstances such as rush seasons, to complete special projects or other cases at the company's sole discretion. The rate of overtime for managers will be determined by the company or may be taken as equivalent time off. Each case concerning overtime pay to managers is determined individually and no precedent is set by prior decisions. All overtime must be authorized in advance by the supervisor. 

PAY DAY
Pay day at Triton Marine Group Inc. for all employees is every two weeks on Friday. (See also DIRECT DEPOSIT). 

DEDUCTIONS FROM PAY
Like all employers, we are required by law to make certain deductions from employees' pay, such as income tax, Canada Pension Plan and Employment Insurance premiums. Rates for these deductions are set by the government and the company cannot change them. To be certain that these deductions are not larger than they should be, please make sure to give up‑to‑date information on your dependents and marital status. Other voluntary deduc​tions can be made from your pay cheque subject to company approval.

After two years of continuous service, confirmed employees are entitled to contribute to the company's registered pension plan. The company will match employee deductions up to a maximum of 5% of the employee's basic wage.

GARNISHMENT ORDERS
All employers are legally required to comply with garnishee orders issued by the courts. We at Triton as employers are obliged to honour govern​ment's garnishing orders.

DIRECT DEPOSIT
Pay amounts are automatically deposited directly into your bank account. You must immediately let the company know of any change in your bank, account number, etc. 

ERROR IN PAY
We make every effort to make sure that our payroll records are accurate. However, mistakes sometimes happen. If you suspect an error (including in hours worked), please report it immediately to the supervisor. You are expected to report such errors whether they are in favor of the company or in the employee's favor. Errors not reported within fourteen (14) days will not be corrected. The foregoing also applies to errors or omissions in annual T‑4 tax slips. Employees must let the company know of any change in payroll information, such as legal name, dependents, marital status, etc. as soon as they occur. 

PAYROLL ADVANCES
Employees may request an advance against wages or salary due before normal pay days. However such requests should only be made in emerg​encies and cannot be for more than net earnings up to the time of the request. The entire advance will be repaid by a deduction from the next pay cheque or as mutually agreed upon. Employees must not make a habit of requesting payroll advances. The company may turn down any request for payroll advances without giving a reason. An employee receiving a payroll advance will be asked to sign an I.O.U. 

BONUSES
Bonuses may be paid over and above regular wages or salary to some or all employees. These may recognize extra effort on the part of employees, be a way of sharing the benefits of the company's progress with our staff, or a simple goodwill gesture. Who is eligible, bonus amounts and the way they are calculated are solely at the company's discretion. Payment of a bonus in one case or under one set of conditions does not set a precedent for the future. Any bonuses paid in the past, whether or not on a regular basis, may be discontinued if the company decides it cannot maintain them. Employees should not think of bonuses as an entitlement or part of their normal employment income from the company. Factors which are taken into account in determining bonuses include attendance record, quantity and quality of work (productivity), initiative, effort and industriousness, attitude and conduct , knowledge of the job and the company, length of service (seniority) or other considerations as determined by the company. 

COMPENSATION REVIEW
Wages and salaries for all employees are reviewed by supervisors and management continuously as part of overall supervision and management. Formal compensation reviews are carried out for all employees annually. The main consideration in all wage and salary reviews is merit. 
SEVERANCE PAY
Severance pay is given to terminated employees and those voluntarily leaving the company in accordance with employment law. 

COMPANY BENEFITS
At present the following benefits are offered to permanent employees of Triton Marine Group Inc.:

     ‑ Pension plan for employees

     ‑ Group life insurance for employees

     ‑ Group medical/accident/disability insurance for employees and

       families

     ‑ Dental plan for employees and families

     ‑ Company pension plan

     ‑ Paid bereavement leave (See BEREAVEMENT LEAVE)

     ‑ Maternity leave (See MATERNITY LEAVE)

     ‑ Paid sick leave (See SICK LEAVE). 

After two years of continuous service, confirmed employees are entitled to contribute to the company's registered pension plan. The company will match employee deductions up to a maximum of 5% of the employee's basic wage.

FAIR TREATMENT OF EMPLOYEES

AFFIRMATIVE ACTION
We have a policy of advancing and protecting the interests of minorities and preventing discrimination. However, minority status will not make up for inferior ability or inadequate work. This policy does not mean discrimina​tion is permitted against non‑minority employees or job applicants. 

NON‑DISCRIMINATION
Triton Marine Group Inc. is an Equal Opportunity Employer. Company policy does not permit, condone or tolerate discrimination in any form. 

ANTI‑HARASSMENT POLICY
Harassment of any kind is strictly prohibited at Triton Marine Group Inc. This policy is taken very seriously. We are committed to providing our employees with a secure and dignified workplace with no unnecessary stress. A poor work environment is created which reduces productivity and effi​ciency, eventually hurting everyone. Harassment for purposes of this policy specifically includes, but is not limited to, abusive or derogatory conduct with respect to:

     ‑ Sex or gender 

     ‑ Sexual orientation

     ‑ Racial or national origin

     ‑ Skin color

     ‑ Religious belief

     ‑ Disability or physical characteristic.

Harassment that has sexual grounds or origin is considered to be especially serious. This policy applies equally to male and female employees. Employees who believe they have been the target of sexual or other harass​ment should feel free to come forward and state these concerns to the supervisor or management. All complaints of this kind will be investigated. Any employee, including supervisory staff, found to be in violation of this policy will face disciplinary action. Additionally, the case may be referred to law enforcement authorities. 

PROMOTION POLICY
Our policy is to promote and advance our employees from within wherever possible. Factors taken into account in promotion include:

     ‑ Ability to handle more responsibility

     ‑ Ability to work under pressure

     ‑ Ability to supervise others

     ‑ Other needs of the situation.

The surest way to get ahead is to do your best at your present job. Your chances of advancement may be higher if you take further education or training that will help you to do a better job and increase your value to the company. However, we must all realize that there may be times when outside people have to be hired in various capacities as the company grows. 

EMPLOYEE RECOGNITION
We believe in recognizing employees for extra effort, outstanding job performance or contribution to the company. Recognition may be in the form of special bonuses; cash, merchandise or other awards; certificate or letter of recognition; or extra vacation or time off. Each case is determined individually and no precedent is set by previous decisions. 

RELIGIOUS OBSERVANCES
The management of Triton Marine Group Inc. respects the rights of employees regarding freedom of religion, religious belief and expression. Strictly private religious observances may be allowed within reason on company property at the company's discretion. Overt religious observances during work time are not permitted. Religious discussion or debate with other employees is discouraged, and with customers is prohibited. 

EDUCATION & TRAINING
In order to improve the skills and abilities of our employees, the company may hold or sponsor training sessions or courses during or after normal business hours on or off company premises. Employees who are selected for such sessions are expected to attend.

EDUCATIONAL & TRAINING ASSISTANCE
Employees are strongly encouraged to upgrade their skills and knowledge whenever possible. We may contribute towards the costs of further training and education provided it is in a field directly related to an employee's work and is at an approved educational or training institution. Reimbursement may be conditional on the employee remaining with Triton Marine Group Inc. for a specified time. Approval from the supervisor or management should be obtained before making any commitments if financial assistance from the company is expected. 

MEDICAL EXAMINATIONS
As part of our policy of promoting employee health, medical check‑ups may be suggested or required for designated employees. Costs of medical examinations, if not covered by government medicare, will be covered by the company for tests or examinations requested by the company. 

CATASTROPHIC ILLNESS
The company recognizes that employees stricken by life‑threatening illness may wish to maintain normal activities and lifestyle, including working, for as long as possible. We will make every effort to help employees who want to work in such cases by rescheduling or reorganizing job functions; adjusting work hours, such as part‑time or `flex' time; job sharing; or transfer to a more suitable job or location. Paid or unpaid time off will be given for medical purposes, and other consideration extended as may be indicated. However, it must be realized that there are limits to what the company can do. The company must be satisfied that working under these conditions will not aggravate or worsen an employee's medical condition. The above policy also applies to life‑threatening or terminal illness of an employee's spouse or other close members of his or her family. 

EMPLOYER & EMPLOYEE RESPONSIBILITIES

ATTITUDE & CONDUCT
As a member of the Triton Marine team, you are expected to show a co‑operative team spirit at all times. Behaviour that causes artificial and unnecessary workplace tensions is not allowed. A friendly, courteous and civil manner is required towards fellow employees, and especially towards customers. We will not tolerate abusive or threatening conduct or foul or sexually explicit language. Practical jokes are prohibited on company premises, especially where safety is involved. Harassment in any form is strictly prohibited (See also HARASSMENT). Our employees are expected to: 

     ‑ Help advance the company's interests in any way they can

     ‑ Help improve the quality of the company's products and/or services

     ‑ Co‑operate with management in attaining company objectives

     ‑ Accept direction and supervision

     ‑ Carry out all assigned duties to the best of their ability

     ‑ Take pride in their work

     ‑ Show company loyalty on and off the job

     ‑ Improve their skill and knowledge.

Employees are expected to not:

     ‑ Criticize or `run down' the company to others

     ‑ Spread or promote negative feelings among fellow employees

     ‑ Spread misinformation about the company

     ‑ Start or spread rumors about the company or other employees

     ‑ Undermine the company's interests in any way. 

APPEARANCE & DRESS
We reserve the right to maintain standards of dress and appearance for our employees. These rules are based on the image presented to customers and others. Neatness, cleanliness and proper personal hygiene are required on the job at all times. Clothes worn to work must be clean and properly cared for. The type and style of clothing must be suitable for a workplace environ​ment. `Dress‑down' days on which clothing rules are relaxed may be instituted at the company's discretion (at the time of issue of this Handbook, Fridays are dress-down day). The company may also require certain employees to wear safety equipment and/or shoes.

OUTSIDE ACTIVITIES
Triton Marine Group Inc. cannot and does not wish to intrude into the private lives of its employees. However, off‑the‑job conduct that may reflect poorly on the company is obviously discouraged. The company supports, and may assist, activities which promote healthy lifestyles. It may also assist in community and volunteer involvement. Employees are cautioned that certain high‑risk recreational pursuits may affect Group Insurance coverage. 

CONFLICT OF INTEREST
Triton Marine Group Inc. hopes and expects to provide the primary career interest for its employees. However, some may want to hold another job at the same time, or `moonlight.' If you have a second job or intend to get one, you are expected to satisfy the supervisor that no conflict is likely to occur. If management believes there could be a possible conflict of interest or other adverse effect, you may be asked to quit the second job. This policy applies to all employees. 

EMPLOYMENT WITH A COMPETITOR
A conflict of interest may arise which could cause the company to take action if a former employee goes to work for a competitor; a present employee takes a part‑time job with a competitor; or an employee's spouse works for a competitor. The company's reaction in such cases will depend on the specific circumstances. 

SPOUSE'S EMPLOYMENT
It is against company policy for an employee's spouse to work for a com​petitor of Triton Marine Group Inc. Any change in a spouse's employment that may affect this policy is to be reported to the supervisor or manage​ment. The same also applies to other members of the employee's immediate household.  

GOING INTO BUSINESS
We do not intend to block the personal progress of any employee, even if it means losing a valuable staff member. The company wishes the best of luck to employees who go into business on their own, on the understanding that they act responsibly. However, conflicts of interest could obviously arise. Company facilities and resources are not to be used to start or maintain a part‑time or start‑up business. The company may use a former employee's services or products as a contractor or supplier. 

CONFIDENTIAL INFORMATION
Like all businesses, we have confidential internal information at Triton Marine Group Inc. about what we do and how we do things. It is extremely valuable and must be kept confidential. Such information is sometimes referred to as `company secrets'. If you have access to such information you must not give it out or discuss it with others under any circumstances. Confidential information includes but is not limited to:

     ‑ Company operating procedures and methods

     ‑ Trade secrets, formulas and designs

     ‑ Information on the company's financial or profit position

     ‑ The company's plans for the future

     ‑ Any information about fellow employees

     ‑ Any other sensitive internal information.

Confidential information expressly may not be given to, among others:

     ‑ Competitors

     ‑ Suppliers

     ‑ Customers

     ‑ Government officials or representatives

     ‑ The press, radio, television or other media

     ‑ Other employees who are not authorized to receive it

     ‑ Any other person or entity who could use it to the company's

       detriment.

Information given to the company by its suppliers or customers is also considered confidential and is not to be released. Employees are expected to develop the personal discipline to observe these rules. Failure by any employee to respect confidentiality is an extremely serious matter and will result in disciplinary action, up to and including termination. In addition the company may be forced to resort to legal action against the employee. 

NON‑COMPETE AGREEMENT
The company may require certain employees to sign non‑compete agree​ments. In general such employees would be those who have access to sensitive competitive information or who have received advanced training or education at the company's expense. There may also be other circum​stances as determined by the company. Such an agreement may bind the employee to not accept similar employment for a specific period after leaving Triton Marine Group Inc.; take similar employment on a part‑time basis while employed by Triton Marine Group Inc.; or start a sideline or part‑time business in the same or a similar field. 

COMPLAINTS & GRIEVANCES
We do not have a formal grievance procedure. You are encouraged to bring any workplace or employment concerns freely to the attention of manage​ment. Any such issues should be discussed openly and resolved instead of being allowed to grow and create uncertainty and dissatisfaction. We will promptly and earnestly try to respond to legitimate workplace complaints. You may also speak to management directly at any time on serious issues or if the supervisor has been unable to resolve the matter to your satisfaction within a reasonable time. 

DISCIPLINARY MEASURES
Disciplinary measures against employees are regrettable and we try to use them only where necessary. However, they are sometimes needed to maintain a well‑run business. Disciplinary action is not intended purely to punish employees, except in extreme cases. It is also part of the guidance, training and supervision process that makes our company more efficient and competitive. Situations that may bring about disciplinary measures include any infraction of company policy; any action detrimental to the company whether deliberate or otherwise and whether mentioned in this manual or not. Any action harmful to other employees and insubordination are other reasons for possible disciplinary action. Any employee engaging in any form of workplace violence can count on being severely disciplined, up to and including dismissal. We have a progressive disciplinary process with the following steps:

     ‑ A verbal reminder or warning

     ‑ Suspension with pay for a period determined by the company

     ‑ Suspension without pay for a period determined by the company

     ‑ Demotion, including cut in pay or salary

     ‑ Termination.

All intermediate steps will not necessarily be observed especially in extreme cases. Disciplinary steps may be repeated before going to the next level. The nature and severity of disciplinary measures will depend on the serious​ness of the infraction; or whether the case is a repeated instance or there is a habitual pattern. 

EMPLOYEE THEFT
Theft or pilferage of company property will not be tolerated. For purposes of this policy theft includes:

     ‑ Any company property, including intellectual property

     ‑ Property of other employees

     ‑ Customers' property on company premises

     ‑ Discarded or waste materials or tools

     ‑ Unauthorized borrowing of company property

     ‑ Copying of computer programs or files without authorization

     ‑ Use of company credit cards for personal purposes

     ‑ `Cheating' on travel or expense accounts.

Serious cases may be given to the police for further action. The company may also take legal action for restitution. If you are aware of theft by others but fail to report it to the company, you could also be disciplined. 

PERSONAL PHONE CALLS AND MAIL
Personal telephone calls during work hours are allowed only (within reason) for personal business that can be only be done during business hours. Please keep all personal calls as short as possible. Employees may not make long‑distance personal calls in which charges are billed to the company. Employees also may not use company photocopy and FAX machines for personal purposes except in emergencies. 

THE TIME WE SPEND AT WORK

BUSINESS HOURS
Normal business hours at Triton Marine Group Inc. (except the Pharos Division) are from 8:30 AM to 4:30 PM with 30 minutes off for lunch. Normal business hours at the Pharos Division are from 8:00 AM to 4:00 PM. Our standard work week is from Monday to Friday. Business hours are set to best serve our customers in light of what our competition is doing and to use company resources to the fullest extent. We are willing to consider `flex' time for certain employees in which they may be able to set their own work hours, within limits subject to the supervisor's approval. Scheduling of employee work hours both within and outside of normal hours is the pre​rogative of the supervisor. 

ASSIGNMENT OF DUTIES
Assigning duties to employees is the responsibility of each supervisor, who has been given full authority by management. Each employee's job functions and duties are assigned according to the employee's skills and abilities, experience and the needs of the situation. The supervisor is responsible for determining your suitability to various tasks. The duties of any employee may be changed or reassigned as needed. The company cannot guarantee that your assigned duties or those of any other employee will always stay the same. 

SHIFT WORK
Shift work may be required during certain seasons or from time to time depending on the company's work load. Employees designated to work evening or night shifts are expected to do so unless there are exceptional circumstances. Scheduling of shifts is the responsibility of the supervisor. Shift premiums may be paid to hourly employees for time worked on even​ing or night shifts at the discretion of the company. 

ABSENCE & LATENESS
Employees are expected to be at their work positions at designated starting times. Lateness and absenteeism are unfair to the company and to other employees. Habitual or repeated lateness and absences may result in disci​plinary action up to and including dismissal. Coming in early once in a while does not excuse lateness on other occasions. However, the company is understanding in cases where lateness or unexpected absence are unavoid​able. You must call in, or have someone call for you, if you are unable to come in to work for the day or will be more than one (1) hour late. You are asked to call in as early as possible on the morning of each day of absence with a date when you expect to return. An employee who does not come in to work for fifteen (15) days without explanation will be considered to have voluntarily resigned from the company. 

ATTENDANCE CREDIT PLAN
The company maintains an attendance credit plan under which employees accumulate a credit of one-half (1/2) day for each month of perfect attend​ance. Attendance credits may be applied to any leave entitlement which the employee may have up to a maximum of six (6) credits for any single occurrence. Credits may be accumulated for up to two years. Perfect attend​ance means what it says: any absenteeism, including for sick leave, family responsibility leave, maternity, parental or adoption leave, disqual​ifies the employee from attendance credit benefits.

KEEPING TIME RECORDS
An electronic time clock is provided and is to be used by hourly and desig​nated salaried employees. Tampering with or falsifying time records is considered a serious offense subject to disciplinary action up to and includ​ing termination. Falsifying time records includes punching a time card on behalf of another employee or any other action aimed at receiving pay for time not worked. 

EARLY CLOSURE
If the company must close early due to weather or other conditions beyond its control hourly employees will be paid for two hours or time actually worked, whichever is greater. 

INABILITY TO OPEN AT NORMAL TIME
If severe weather or some other event beyond our control prevents us from opening at the normal starting time every effort will be made to contact employees and advise them not to try to come in. However, employees are expected to also try to contact the company to see what the status is. Each case is determined individually at the company's discretion and no precedent is set. 

LUNCH PERIODS
Employees are expected to take lunch breaks within the established lunch periods. Working through lunch does not make up for coming in late and does not normally allow leaving early. Where times are staggered you may swap lunch periods with other employees provided the supervisor has given approval. 

BREAKS AND REST PERIODS
Employees are entitled to two (2) break or rest periods of fifteen (15) min​utes each per work day or work shift. The supervisor will establish times for these breaks. The supervisor may ask you to stagger or alternate your breaks so that everyone in the same work area is not absent at the same time. Working through a break does not make up for coming in late. 

FREE TIME DURING WORK HOURS
There are bound to be slow periods in almost every job when there seems to be nothing much to do, or the day's work appears to be finished early. We try to avoid sending employees home when there is a shortage of work. In return, we expect our employees to find productive things to do during such times. They should ask the supervisor if they can help out in an area other than their normal work, or use off time to improve their skill and knowledge. You are expected to not engage in leisure activity such as reading books or doing puzzles; socialize with other employees who may be busy; or leave early or come in late during slow periods. 

THE WORK ENVIRONMENT

LANGUAGE OF THE WORKPLACE
The language of our workplace is English. Employees must understand, speak, read and write the workplace language. 

ENTERING & LEAVING COMPANY PREMISES
Employees are asked to use the employee entrance. The last employee to leave is responsible for closing up. 

ENTERING COMPANY PREMISES AFTER HOURS
Only authorized employees may enter or be on company premises after normal working hours. Authorized employees will be issued keys for use after hours. Keys are not to be loaned to others (including other company employees who have not been given their own keys) and may not be duplicated under any circumstances. Keys are to be immediately returned if requested or if the employee leaves the company. 

CLOSING PROCEDURES
Making sure company premises are properly locked and secured at the end of the work day is extremely important. The last employee to leave is responsible for locking up. All entrances, including night entrances, are to be locked securely. All lights (except night security lights) should be turned off. The alarm system is to be turned on. If in doubt, or in case of any difficulty in closing up, the employee should contact his/her supervisor. If any emergency develops at closing time, the police should be called at once (dial 911). 

PARKING
The company provides parking on its premises for all employees. Parking is free to employees who are required to use their vehicles on company business. Employees are urged to use public transport when possible and convenient. 

HOUSEKEEPING
All work areas are to be kept neat, clean and orderly at all times. Employees are responsible for maintaining neatness, order and proper filing in their immediate work space. We cannot allow poor housekeeping to cause unsafe or hazardous conditions to develop. There should be no litter, wrappers, cigarette butts, unwashed coffee mugs or cups, bottles, cans or other refuse in work or storage areas. Employees who notice anything that needs repair or replacement are asked to report it immediately to the supervisor. 

RECYCLING
The company observes applicable local bylaws and regulations concerning recycling. All usable materials are to be saved for recycling to the maximum extent possible. 

HAZARDS IN THE WORKPLACE
We place the highest priority on workplace safety at Triton Marine Group Inc. All of us must maintain safe work surroundings and be alert to safety matters. Safe work practices must be followed at all times by all employees. If you notice any hazardous or potentially hazardous conditions that manage​ment may not be aware of, you are required to tell the supervisor about it at once. 

HAZARDOUS MATERIALS
Any hazardous materials we use are to be handled and stored in the manner approved for each particular material, used properly at all times and disposed of correctly and safely. If you believe any material is being used or handled incorrectly you should immediately tell the supervisor about it.

WORKPLACE HEALTH & SAFETY RULES
There is a strict policy at Triton Marine Group Inc. of observing all govern​ment workplace health and safety regulations. All employees must follow all applicable rules all the time. Violating or disregarding these rules may place other employees in unnecessary danger and may risk damage to company property. Ignoring or violating safety rules will bring on disciplinary action. Only employees who are properly trained, experienced and authorized are to operate powered equipment. Protective guards or shields are not to be removed from machines. If you have safety or health concerns, you are expected to immediately bring them to the attention of management or to any member of the Health Committee or Safety Committee as the case may be. The company may require certain employees to wear safety clothing and/or shoes. 

FIRE PREVENTION
Fire can wipe us out. As with all safety matters, we consider fire prevention to be everyone's responsibility. You are expected to report any potential fire hazards to the supervisor or management. Violations of fire safety rules or regulations may result in disciplinary action. You are to familiarize yourself with fire procedures and the location of emergency exits. You are required to co‑operate fully in any fire drills that may be held. 

SECURITY CHECKS
The company reserves the right to carry out security checks on any part of its property at any time. Such checks may be made to generally control the premises and/or other purposes such as investigating theft or pilferage; locating and removing weapons; or carrying out the company's policy concerning controlled or illegal substances (including drugs). Searches may also be carried out for other reasons at the company's discretion and could include personal effects of employees as they enter or leave company premises. Security checks or searches may involve any part of company premises including employee lockers; vehicles and contents while on company property; and employees' personal effects. Generally the emp​loyee's permission will be sought for searches involving employees' per​sonal property. Refusal to comply with a search request may be taken as a strong indicator that a company policy has been broken, leading to possible disciplinary action. Checks or searches involving employees' personal property may be carried out in their absence if the company believes there is sufficient cause. 

EMPLOYEES' PERSONAL PROPERTY
The company cannot be liable for loss or damage to the property of employees while on company premises. Please make sure that your personal effects are securely stowed at all times. This policy also applies to employ​ees' vehicles and contents while parked on company property. 

RESTRICTED AREAS
Certain areas of the company's premises may be designated as restricted areas for security, safety, confidentiality or other reasons. Only authorized personnel may enter these locations. Entry is not allowed to customers, suppliers or other outside individuals without the express permission of management including when accompanied by employees who normally have access to these areas. 

VISITORS TO THE COMPANY
Visitors to company premises, other than on normal business or in public areas, must be accompanied by a responsible company official. Employees are asked not to invite visitors to the workplace for purely social purposes. Occasional personal visits by family members are permitted but should be timed so as to minimize disruption of the workplace. Visitors are not allowed in restricted areas except on management approval. Visitors may be required to wear protective headgear and/or clothing while in work areas. 

LUNCH ROOM FACILITIES
A lunch room is provided for the use of employees. You are asked to take your lunches and other meals in this area. Employees who use this facility are responsible for keeping it clean, orderly and tidy. Eating lunch at your work space is discouraged. If you go out for lunch the same time limits apply, according to the usual hours of work. 

COMPUTER USE
Company computers may be used only by employees who need them in their work. Computers are not to be used for employees' personal purposes. This includes personal use of company Internet and e‑mail accounts and applies both to working hours and rest or lunch breaks. Company policy also prohibits playing of computer games at any time. Only software programs and hardware (including accessories) supplied and authorized by the com​pany are to be installed in company computers. Do not copy or remove computer software from company premises. The company respects software copyright rules, which are legally enforceable; employees may be legally liable with the company or individually for infractions. Computer data files are not to be removed from company premises except as specifically authorized by the supervisor. This includes sending such material elec​troni​cally using e‑mail or the Internet. Exceptions are made if data must be supplied to an outside individual or company or for work‑at‑home purposes but each case must be individually approved. Employees may be held personally liable for misuse of company data. Computer passwords and user names are not to be given out. This includes Internet and e‑mail passwords as well as user and account names (see INTERNET ACCESS). This information is not to be given to fellow employees who are not authorized to have it. You must carefully follow established computer data backup procedures. Please report any computer malfunction to the supervi​sor immediately; do not try to solve computer problems unless you are fully qualified to do so. 

INTERNET ACCESS
The company provides access to Internet network resources to help our employees to become more effective and efficient in the performance of their duties. Access to and use of company Internet accounts for non-business purposes, such as entertainment or to support a private business, is expressly forbidden. Employees who are granted the privilege of access​ing and utilizing the Internet using company accounts are expected to act in a professional manner. It is prohibited to send or receive messages, docu​ments, chain letters, graphics or other communications which involve inappropriate langauge, humour, images or audio, as well as communica​tions which in the opinion of the company are deemed to express discrimina​tion, threats or sexual harassment. Violation of this policy will be subject to management review and possible disciplinary action. This policy covers all company employees and all company computers, networks, software and other information for the access and utilization of Internet network resources.

BORROWING COMPANY PROPERTY
You may borrow company property provided you have obtained permission from the supervisor, a return date is specified and borrowing does not interfere with normal use. Borrowing without permission and failure to return borrowed items by the agreed date may be considered theft. Any loss or damage while borrowed is the borrower's responsibility. Company property may not be loaned to others under any circumstances. 

USE OF COMPANY VEHICLES
Company‑owned or ‑leased vehicles may be driven by authorized employees only. The driver must have a valid driver's license of the required class. Any change in the driver's license status must be reported to the supervisor. Vehicles owned or leased by Triton Marine Group Inc. must be operated safely and courteously at all times. All traffic laws and regulations must be obeyed, including seat belt laws. Any accident, traffic violation or citation must be reported promptly and fully. Speeding tickets, photo-radar viol​ations and parking tickets and fines are the responsibility of the driver and will not be reimbursed by the company. Company vehicles are not to be used for personal purposes except where special permission has been obtained from the supervisor, and a charge may be deducted for such use from wages or salaries due. Passengers (except other employees of the company) and hitch‑hikers are not to be taken in company work vehicles such as trucks. Driving company vehicles while under the influence of drugs or alcohol will result in disciplinary action, whether or not official charges have been laid, up to and including dismissal. 

USE OF PERSONAL VEHICLES ON COMPANY BUSINESS
The company will reimburse you if you are asked to use your own personal vehicle for company purposes. Unless other arrangements are made the entire payment is an amount per kilometre travelled. Accurate records must be kept of distances travelled on company business. Vehicle owners are responsible for all expenses, including repairs and maintenance and proper insurance coverage.

SMOKING
Smoking is allowed in certain designated areas on company property. Use of cigars and pipes is prohibited even where cigarette smoking is allowed.

DRUGS IN THE WORKPLACE
We are determined to maintain a drug‑free workplace. Any infraction of this policy is taken extremely seriously. Even small amounts of prohibited drugs may result in criminal prosecution. The company may conduct searches if infractions of this policy are suspected. Employees resisting or refusing to co‑operate in such searches may be considered to be in violation of this policy and may be subject to disciplinary action including dismissal. Law enforcement authorities may be called in by the company to deal with suspected cases of drug abuse. 

ALCOHOL IN THE WORKPLACE
Company policy regarding alcohol use or possession at work is the same as that concerning illegal drugs (see above). Intoxication at work is dangerous to other employees and may risk damage to company property. Exceptions may be made for company‑sponsored social events at which alcoholic beverages could be served. 

GAMBLING
Gambling in any form on company property is strictly prohibited. For purposes of this policy gambling includes playing for money or other gain any game of chance, including cards and dice. This also applies to electronic games (including computer games) if played for money. 

WEAPONS IN THE WORKPLACE
No weapons of any description may be brought to or kept on company property. `Weapon' for purposes of this policy includes any firearm (includ​ing sporting and hunting rifles and hand guns); ammunition or explosives of any kind; knives and blades (including hunting knives); or any other item generally used or which may be used as a weapon. Weapons may not be kept anywhere on company premises including in company vehicles at any time or in employees' personal vehicles while parked on company property. Police may be called to deal with illegal weapon possession or use. 

WORKPLACE VIOLENCE
We cannot tolerate violence in any form against anyone on company premises at any time. We consider the term `violence' to include physical assault or threat of assault, or verbal abuse or outburst. Harassment in any form may also be regarded as violence (See also HARASSMENT). Every incident of workplace violence will bring disciplinary action against the offending employee up to possible dismissal. Police also may be called, which could result in criminal charges being laid. 

IN CASE OF TROUBLE

INJURY OR ILLNESS ON THE JOB
Any accident, injury or sudden illness, no matter how minor it may appear, must be reported at once to the supervisor. Failure to report an accident may affect benefits, including worker compensation, which could be held up or denied. Employees are also responsible for asking for medical attention if they are able and feel it is needed. Employees involved in any workplace accident must co‑operate fully with any investigation. 

INJURY OFF THE JOB
If you are injured off the job you are expected to report the incident or have it reported to the company as soon as possible. If you will need time off work, you will have to give a date on which you expect to return to work. Medical or doctor's certification may be required to confirm that the employee cannot work for medical reasons, and also to establish when it is medically safe to return. Time off for non‑work‑related injuries is not normally paid. However you may take sick leave if available. 

DISABILITY
Triton Marine Group Inc. tries to accommodate employees with what are often called `disabilities' as far as it can. We observe all government regulations regarding employee disability as we see and understand them. Physical disability does not automatically prevent employment or advance​ment with our company. 

LOSS OR DAMAGE TO COMPANY PROPERTY
Employees are expected to take all reasonable care to protect company property from loss, damage, destruction or excessive wear and tear. Tools, equipment and other property are to be properly secured against theft, weather damage or other loss. Use, abuse or carelessness which damages or shortens life of equipment or entails extra maintenance is to be avoided. You will be expected to fully co‑operate with the police, insurance representa​tives or other authorities in any investigation. 

MISCELLANEOUS ISSUES

CUSTOMER RELATIONS
Building and maintaining the largest possible base of loyal customers is of utmost importance to Triton Marine Group Inc. and our employees. The com​pany observes the `customer is always right' policy. The customer relations function is primarily the responsibility of the sales and service staff. Employees not directly involved in sales and marketing should not initiate customer contacts. All employees have a responsibility to act properly towards customers at all times. Customers must be treated with courtesy, respect and good will. Under no circumstances may any employee engage in any argument or confrontation with a customer or prospective customer. `Difficult' customer situations are to be referred to the management. Customer enquiries and complaints must be dealt with openly and promptly. 

BUSINESS ENTERTAINMENT
Authorized employees may host lunches or dinners for customers, suppliers, at trade or industry events and other suitable occasions. Legitimate business entertainment expenses will be reimbursed by the company. A detailed expense report including dates, names of people hosted and subject or purpose of the expense must be submitted. Employees are expected to use discretion and moderation in all business entertainment activities. All such contacts must be aimed at advancing the interests of the company. 

TRAVEL & EXPENSE ACCOUNTS
The company will reimburse employees for legitimate personal expenses incurred when required to travel on business or while attending conventions and other trade or industry events on behalf of the company. If necessary, you can ask for a cash advance for travel expenses, but must fully account for all money used immediately on your return. There may be a maximum limit or guideline on total daily travel expenses. Receipts must be retained and submitted for major expenses such as hotel, meals, air fares and rental cars. Expenses claimed but not supported by proper receipts may not be reimbursed. Expense account forms are to be completed accurately and promptly. Expense account `cheating' will be considered as theft. Air travel on company business must be at the lowest available fare. Travel plans must be made wherever possible so as to take advantage of the lowest airline fares. If you are required to travel out of the country, obtaining and main​taining your passport is your responsibility.  

COMPANY CREDIT CARDS
Company credit cards may be issued to employees to simplify handling of expense accounts and eliminate the need for cash advances. If a company credit card has been issued to you, you must use it strictly for company purposes and not for personal purchases or expenses. Undocumented or unexplained items may be charged to the employee. If a company credit card has not been issued, you may use your own credit cards and will be fully and promptly reimbursed provided the expense is for a legitimate company purpose. 

PURCHASES ON BEHALF OF THE COMPANY
Only authorized employees may initiate or make purchases of goods or services on the company's account. Itemized, detailed receipts are required for emergency purchases of any value. 

CONTRACTS INVOLVING THE COMPANY
Our company takes its obligations under legal contracts very seriously and all provisions of such contracts must be strictly observed. Only management or designated employees may enter into contracts on behalf of the company. This includes verbal agreements and also agreements arising from other transact-ions, such as service or extended warranty contracts. This policy also applies to promises or undertakings made to customers which can be considered as contracts. Only management can renegotiate terms of existing contracts.

INTELLECTUAL PROPERTY
Unless there are other arrangements in writing, any intellectual property of a proprietary nature developed by employees of Triton Marine Group Inc. while employed by the company are considered to be legally the company's property. Violations of this policy may be considered as theft. 

EMPLOYEE SUGGESTIONS
We encourage and appreciate suggestions and ideas from employees on how to:

     ‑ Do things better 

     ‑ Do things more efficiently

     ‑ Improve the company's products or services

     ‑ Solve, minimize or avoid workplace problems

     ‑ Maintain and improve customer relations.

Special recognition may be given to particularly valuable employee ideas. 

ALPHABETICAL INDEX

ABSENCE & LATENESS   24

ADOPTION LEAVE   9

AFFIRMATIVE ACTION   16  

ALCOHOL IN THE WORKPLACE   32  

ANNUAL VACATION   8   

ANTI‑DISCRIMINATION POLICY   16  

ANTI‑HARASSMENT POLICY   16  

APPEARANCE & DRESS   19  

ASSIGNMENT OF DUTIES   24  

ATTENDANCE CREDIT PLAN   25  

ATTITUDE & CONDUCT   19  

BACKGROUND CHECK   5   

BENEFITS   15  

BEREAVEMENT LEAVE  10   

BONUSES   14  

BORROWING COMPANY PROPERTY   31  

BREAKS & REST PERIODS   26  

BUSINESS ENTERTAINMENT   35  

BUSINESS HOURS   24  

CATASTROPHIC ILLNESS   18  

CLOSING PROCEDURES   27  

COMPANY BENEFITS   15  

COMPANY CREDIT CARDS   36  

COMPANY PROPERTY   34  

COMPANY VEHICLES   31  

COMPENSATION REVIEW   15  

COMPLAINTS & GRIEVANCES   22  

COMPUTER USE   30  

CONFIDENTIAL INFORMATION   21  

CONFLICT OF INTEREST   20  

CONTRACTS INVOLVING THE COMPANY   36  

CUSTOMER RELATIONS   35  

DEDUCTIONS FROM PAY   13  

DIRECT DEPOSIT   14  

DISABILITY   34  

DISCIPLINARY MEASURES   22  

DISMISSAL/TERMINATION   11  

DRESS CODE   19  

DRUGS IN THE WORKPLACE   32  

EARLY CLOSURE   25  

EDUCATION & TRAINING   17  

EDUCATIONAL & TRAINING ASSISTANCE   17  

ELECTION DAY   10  

EMPLOYEE CATEGORIES   6   

EMPLOYEE RECOGNITION   17  

EMPLOYEE RECORDS   7   

EMPLOYEE RECRUITMENT   5   

EMPLOYEE REFERENCES   12  

EMPLOYEE SUGGESTIONS   36  

EMPLOYEE THEFT   22  

EMPLOYMENT ELIGIBILITY   5   

EMPLOYMENT OF RELATIVES   6   

EMPLOYMENT OF RETIREES   6   

EMPLOYMENT WITH A COMPETITOR   20  

ENTERING & LEAVING COMPANY PREMISES   27  

ENTERING COMPANY PREMISES AFTER HOURS   27  

ERROR IN PAY   14  

EXPENSE ACCOUNTS   35  

FAMILY RESPONSIBILITY LEAVE  10   

FAX AND PHOTOCOPY MACHINES   23  

FIRE PREVENTION   28  

FREE TIME DURING WORK HOURS   26  

FUNERAL LEAVE   10  

GAMBLING   32  

GARNISHMENTS FROM WAGES   13  

GOING INTO BUSINESS   20  

GRIEVANCES   22  

HAZARDOUS MATERIALS   28  

HAZARDS IN THE WORKPLACE   28  

HEALTH IN THE WORKPLACE   28  

HOUSEKEEPING   27  

INABILITY TO OPEN AT STARTING TIME   25  

INJURY OFF THE JOB   34  

INJURY OR ILLNESS ON THE JOB   34  

INTELLECTUAL PROPERTY   36  

INTERNET ACCESS   30  

JURY & WITNESS DUTY   11  

KEEPING TIME RECORDS   25  

LANGUAGE OF THE WORKPLACE   27  

LAYOFF & RECALL   8   

LEAVE OF ABSENCE   9   

LEAVE, BEREAVEMENT  10   

LEAVE, PAID   9   

LEGAL WORK STATUS   5   

LIMITATIONS & EXCEPTIONS   3   

LOSS OR DAMAGE TO COMPANY PROPERTY   34  

LUNCH PERIODS   26  

LUNCH ROOM FACILITIES   30  

MANDATORY RETIREMENT   5   

MATERNITY LEAVE   9   

MEDICAL & SICK LEAVE   10  

MEDICAL EXAMINATION   18  

MINIMUM AGE FOR EMPLOYMENT   5   

MISSION STATEMENT   4   

NEW EMPLOYEE ORIENTATION   6   

NON‑COMPETE AGREEMENT   21  

NON‑DISCRIMINATION   16  

OUTSIDE ACTIVITIES   20  

OVERTIME   13  

PARKING   27  

PATERNAL LEAVE   9   

PAY DAY   13  

PAYROLL ADVANCES   14  

PAYROLL DEDUCTIONS   13  

PERFORMANCE REVIEW   7   

PERSONAL PHONE CALLS & MAIL   23  

PERSONAL PROPERTY   29  

PERSONAL VEHICLES ON COMPANY BUSINESS   32  

PRE‑EMPLOYMENT TESTING   5   

PROBATION PERIOD   7   

PROMOTION POLICY   16  

PURCHASES ON COMPANY ACCOUNT   36  

PURPOSE OF THIS MANUAL   3   

RECYCLING   28  

REFERENCES, EMPLOYEE   12  

RELIGIOUS OBSERVANCES   17  

RESIGNATION FROM THE COMPANY   12  

RESTRICTED AREAS   29  

RETIREMENT   12  

RETIREMENT AGE   5   

SAFETY RULES   28  

SEARCHES OF COMPANY PREMISES   29  

SENIORITY   7   

SEVERANCE PAY   15  

SHIFT WORK   24  

SMOKING   32  

SPOUSE'S EMPLOYMENT   20  

STATUTORY HOLIDAYS   8   

SUGGESTIONS FROM EMPLOYEES   36  

TERMINATION   11  

THEFT & PILFERAGE   22  

TRAVEL & EXPENSE ACCOUNTS   35  

USE OF COMPANY VEHICLES   31  

USE OF PERSONAL VEHICLES ON COMPANY BUSINESS   32  

VACATION POLICY   8   

VIOLENCE IN THE WORKPLACE   33  

VISITORS TO COMPANY PREMISES   29  

VOLUNTARY RESIGNATION   12  

WAGE & SALARY POLICY   13  

WEAPONS IN THE WORKPLACE   32  

WITNESS DUTY   11  

WORK AT HOME   10  

WORKPLACE HAZARDS   28  

WORKPLACE VIOLENCE   33  

TRITON MARINE GROUP INC.

ACKNOWLEDGEMENT

I ________________________________ (name) have received and read a

copy of the Employee Handbook (1999 edition) today the

 ____________​_______ day of ___________________  (date).

_______________________________________________
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