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Employee Notice Regarding I-9 Information 

It is understood by the employees of Pavement Solutions, LLC and their related 
companies, that the information provided by the employee on the required I-9 
form, may be shared with Contractors as required by contract documents.  
Homeland Security may require this information on government, state and/or 
municipal projects. 

If required, a copy of the employee’s I-9 document, and related information, will 
be sent to the Contractor.  Signing below authorizes Pavement Solutions, LLC, and 
their related companies, to provide this information when needed to fulfill 
contract requirements. 
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No Weapons Workplace Policy 

Purpose 
The purpose of a policy is to ensure a safe environment for employees, customers 
and guests.  It is important to establish a clear policy that specifically addresses 
weapons in the workplace. 
 
Policy 
Pavement Solutions, LLC prohibits all persons who enter Pavement Solutions, LLC 
property (or any location where the Pavement Solutions, LLC conducts business, 
including construction sites) from carrying a handgun, firearm or weapon of any 
kind onto the property regardless of whether the person is licensed to carry the 
weapon or not.  Possession of a concealed carry endorsement as authorized by 
the State of Missouri is not an exemption under this policy.  Pavement Solutions, 
LLC property covered by this policy includes, without limitation, all Pavement 
Solutions, LLC owned or leased buildings and surrounding areas such as sidewalks, 
walkways, driveways and parking lots under Pavement Solutions, LLC ownership 
and control.  Pavement Solutions, LLC vehicles are covered by this policy 
regardless of whether they are on Pavement Solutions, LLC property at the time. 
 
This policy applies to all employees, contract and temporary employees, 
members, visitors on the property and customers and contractors on the 
property, regardless of whether or not they are licensed to carry a concealed 
firearm.  The only exceptions to this policy will be police officers, security guards 
or other persons who have been given written consent by Pavement Solutions, 
LLC to carry a firearm into the property. 
 
Employees violating this policy will be subject to disciplinary measures up to and 
including termination.  Other persons violating this policy may be denied entrance 
to the premises and ordered to leave the premises, and may be reported to law 
enforcement authorities.  If an employee becomes aware of anyone violating this 
policy, please report it to your supervisor immediately. 
 
Prohibited weapons include, but are not limited to, handguns, firearms, rifles, 
shotguns, bb-guns, pellet guns, any device from which a projectile may be fired, 
bows and arrows, electronic stunning devices/stun-guns, pepper spray, tear-gas, 
explosives, metal/brass knuckles, blackjacks/slaps, bludgeons, clubs, knives, box-
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cutters, slingshot, a firearm silencer and a gas gun.  If you have a question about 
whether an item is covered by this policy, please call Human Resources. 
 
Searches 
The company reserves the right to conduct searches of any person who enters 
Pavement Solutions, LLC property.  Pursuant to this provision, Pavement 
Solutions, LLC is authorized to search lockers, desks, purses, briefcases, baggage, 
toolboxes, lunch sacks, clothing and any other item in which a weapon may be 
hidden.  Additionally, Pavement Solutions, LLC may search a vehicle owned by it 
and used by the employee, regardless of whether the vehicle is located on 
Pavement Solutions, LLC property at the time.  An employee may refuse the 
search; provided, however, that such refusal can result in termination of 
employment for refusal to cooperate. 

 
Violation Policy 

 
Pavement Solutions, LLC will be implementing a three-strike policy for violations 
rendered by an employee.  Violations can be but are not limited to attendance 
and safety.  The three actions that will be taken upon violation are listed below: 
 

 1st  Violation – Employee will receive a write up 
 2nd  Violation – Employee’s job will be reviewed by the owners and 

employee 
 3rd  Violation – Employee’s services will be terminated 

 
If for some reason you are going to be late arriving or are unable to attend work 
you will need to call the office phone number at 636-970-2710 by 7:00am.  If 
there is not an answer at the office you need to leave a message on the answering 
machine that is on 24 hours a day 7 days a week.  Once you have left a message 
on the company answering machine, crew members should then attempt to 
reach their foreman on his cell phone.  Office personnel should attempt to reach 
Ken at 314-393-7010 after leaving a message on the answering machine.  This 
policy is effective immediately. 
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Vehicle Policy 
 

General rules: 
1. Vehicles owned or leased by the company are to be used only for 

company business with the following exceptions: 
a. Commuting miles to and from the job or company office 
b. Maximum of 50 personal miles weekly beyond commuting miles 

Personal use of company vehicles beyond the outlined exceptions must be 
pre-approved by management. 
The company will hold the employee responsible for any applicable 
deductible costs associated with damage done to a company vehicle being 
used for personal use. 
2. Only company employees who have been pre-authorized to operate 

vehicles for the company are authorized to drive for company purposes 
(herein referred to as Drivers). 

3. Drivers’ assigned vehicles are responsible for insuring that timely and 
routine maintenance items are scheduled to be performed. 

4. All drivers are required to abide by all federal, state and local motor 
vehicle regulations, laws and ordinances. 

5. All fines, defense costs and other legal penalties arising out of ticketed 
offenses are the responsibility of the driver. 

 
Pre-trip requirements: 

1. Prior to starting a vehicle, drivers are required to inspect the vehicle 
exterior and the area around the vehicle, checking tires, leaks, body and 
general condition of the vehicle.  Any defects or concerns should be 
reported immediately. 

2. Drivers are responsible to ensure that all required documents are in the 
vehicle (Registration, Insurance Card and Accident Reporting Form). 

 
Vehicle Use Policy 

 
1. Only authorized and approved employees may drive company vehicles. 
2. Vehicles & Equipment should be checked each morning before use and 

any effects or  
a. Unsafe conditions should be reported immediately. 
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3. The company vehicle will only be used in conducting company business 
unless given  

a. Permission to do otherwise, from management, in writing. 
4. Drivers as well as all crew members are responsible for vehicle and 

equipment maintenance.  All problems should be reported to 
superintendents or management 

a. Do Not Use Unsafe vehicle or equipment.  Defects should be shown on 
inspection forms  

b. Provided by management and again, defects should be corrected before 
using. 

5. The use of alcoholic beverages, illicit drugs or other drugs is absolutely 
forbidden. 

a. The use of any of these items will cause immediate termination of 
employment. 

6. All drivers are required to have the correct driver’s license for the 
vehicle he drives.  Report all accidents to the office immediately.  
Names, addresses and telephone numbers should be obtained and 
turned into office. 

7. Drivers are responsible for securing the load carried: ice chests, water 
cans and lids, tools, barrels, etc. 

8. Drivers will follow all safety rules, speed limits and all other highway 
regulations. 

9. Drivers shall not pick up hitchhikers or others to ride in vehicle. 
10. Failure to comply with these rules could result in immediate 

termination. 
 

Safety Program and procedures for Vehicle & Equipment 
 
The Management of Pavement Solutions, LLC and all its affiliated companies are 
firmly committed to safe and responsible operation of all its equipment and 
vehicles. Management considers accident control essential for both humanitarian 
and economic reasons. The cooperation of all employees is expected and 
required. It’s essential that all employees read and understand the company 
vehicle use policy and the safety manual.  
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Because job performance affects the affects the success of the entire fleet and 
equipment operations, every effort will be made to select the most qualified 
person for each job. 
 
A current and valid license is required compatible with the type of vehicles to be 
driven. 
 
A Motor Vehicle Record check will be required at various times. Driving checks 
and road tests will be given for any new drivers in the type of vehicle they expect 
to drive. The results will become part of your record. 
 
Periodic re-evaluations will be required especially if someone has repeat 
occurrences. Supervisors will be directly responsible for proper and safe job 
performance. Lines of communication between management and operations will 
be kept open. 
 
Every accident will be investigated and reviewed b the safety person and 
reviewed by management. A procedure will be established for analyzing the 
accident data. The purpose of this is to find out the cause if possible and initiate 
action to control or eliminate it. 
 
Just a reminder: Seat belts are the law – WEAR THEM 
   Obey ALL traffic signals 
   Check your vehicle & equipment daily & Report Deficiencies 
 
The insurance company has provided a mobile equipment and automotive 
inspection report booklet. Use these as the occasion arises. 

 
General Operating Safety Rules 

 
1. A driver may not operate a vehicle at any time when his/her ability is 

impaired, affected, or influenced by alcohol, illegal drugs, medication, 
illness, fatigue or injury. 

2. The driver and all occupants are required to wear safety belts when 
operating or riding in a vehicle.  The driver is responsible to ensure all 
passengers are wearing their safety belts at all times. 
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3. Drivers are encouraged to lock doors and drive with headlights on at all 
times. 

4. Drivers shall not use any radar detector, laser detector or similar 
devices. 

5. Drivers shall not push or pull another vehicle or tow a trailer without 
authorization. 

6. Drivers shall not assist disabled motorist or accident victims beyond 
level of their medical training: EMT, CPR, Basic First Aid, etc.  If a driver is 
not qualified to provide the above services, he/she must restrict his/her 
assistance to calling the proper authorities. 

Post-trip: 
1. All accidents, vehicle problems or defects must be reported immediately 

to your immediate supervisor.  Said reporting will include any forms 
required by your supervisor. 

2. Drivers are required to notify their supervisor of any tickets, accidents or 
other violations they have received while driving any vehicle, as it could 
affect your state motor vehicle report and driving privileges.  
Notification must be as soon as reasonably possible but in no way, later 
than the next scheduled driving duty to be performed.  Motor vehicle 
reports will be checked annually and periodically at management’s 
discretion. 

 
Seat Belt Policy 

 
It is the policy of Pavement Solutions, LLC and all its subsidiaries that all 
employees will wear seat belts while operating any of the X-L Contracting, Inc., 
MDK Development LLC, Real Estate Development Strategies, LLC and Pavement 
Solutions vehicles.  This rule is in effect for all employees and covers all company 
vehicles as well as any vehicles hired by X-L Contracting, Inc., Real Estate 
Development Strategies LLC, MDK Management LLC and Pavement Solutions. 
 
Our safety policy is stated in the documentation each employee signs at time of 
hire.   Our employees are required to follow all state and local traffic regulations 
as stated in the safety manual.  By signing this form, you agree to follow our 
safety manual policies and agree to wear a seat belt.   Safety manuals are 
available for your use at any time.  Please see Ken if one is needed for review. 
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Employee Policy Regarding Computer Hardware, Programs & Related 
Peripherals 
It is understood by the employees of Pavement Solutions, LLC and their related 
companies, that the computer hardware, computer programs, access to the 
internet and related peripherals are provided to assist the employees with 
completing their daily tasks, and all are the property and under the control of 
Pavement Solutions, LLC 
 
Use of these are prohibited for personal use, to the extent such action will hinder, 
impair or disrupt workload. 
 
All employees should understand that any personal information and 
communication accessed through the property of and programming and services 
provided by Pavement Solutions, LLC should not be considered either secured or 
personal.  The employee has no expectation of privacy should they decide to 
access or transmit personal information using the resources owned or provided 
by Pavement Solutions, LLC    

 
Safety Pin Regulations 

 
Safety pins will be used on all quick couplers.  If a machine is used without the 
safety pin installed, it is grounds for immediate termination of employment. 
 

Driver Eligibility  
 

 Company vehicles are to be driven by authorized employees only, except in 
emergencies, or in case of repair testing by a mechanic.  Spouses and other family 
members are not authorized to drive the Company vehicle. 

 Any employee who has a driver's license revoked or suspended shall immediately 
notify Kenneth Novel and HR Department, and discontinue operation of the 
company vehicle.  Failure to do so may result in disciplinary action, including 
dismissal. 

 All accidents, regardless of severity, must be reported to the police and to 
Kenneth Novel and HR Department.  Failing to stop after an accident and/or 
failure to report an accident may result in disciplinary action, including dismissal. 

 Drivers must immediately report all summonses received for moving violations 
during the operation of a company vehicle to Kenneth Novel and HR Department. 
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 All CDL drivers must comply with all applicable D.O.T.  regulations, including 
successful completion on medical, drug, and alcohol evaluations. 

 Motor Vehicle Records will be ordered periodically to assess employees' driving 
records.  An unfavorable record will result in a loss of the privilege of driving a 
Company vehicle.  

 The following system will be used to determine eligibility to operate a Company 
vehicle: 

 
 ALL TYPE ‘A’ VIOLATIONS   (as defined below)WILL RESULT IN TERMINATION OF 

DRIVING PRIVILEGES FOR EMPLOYEES AND WILL DISQUALIFY ANY POTENTIAL 
DRIVER EMPLOYEES. 

 
 ANY DRIVERS (EMPLOYEES OR APPLICANTS) SHOWING ONE OF THE FOLLOWING 

WILL BE RESTRICTED FROM DRIVING COMPANY VEHICLES: 
 One (1) or more type ‘A’ Violations in the last 5 years 
 Three (3) or more accidents (regardless of fault) in the last 3 years. 
 Two(2) or more at-fault accidents in the last 3 years. 
 Three (3) or more type ‘B’ violations in the last 3 years 
 Any combination of accidents and type ‘B’ violations which equal Three (3) or 

more in the last 3 years. 
 

Type ‘A’ Violations: 
 Driving While Intoxicated 
 Driving While Under the Influence of Drugs 
 Negligent Homicide Arising out of the use of a Motor Vehicle (gross negligence) 
 Operating During a period of Suspension or Revocation 
 Using a Motor Vehicle for the commission of a Felony 
 Aggravated Assault with a Motor Vehicle 
 Operating a Motor Vehicle Without the Owners Authority (grand theft) 
 Permitting an Unlicensed Person to Drive 
 Reckless Driving 
 Speed Contest (racing) 
 Hit and Run (Bodily Injury or Property Damage) 

 
Type ‘B’ Violations 

 All Moving Violations not listed as type ‘A’ Violations 
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Driver Safety Rules  
 

 The use of a company vehicle while under the influence of intoxicants and other 
drugs is forbidden and is sufficient cause for discipline, including dismissal. 

 No driver shall operate a company vehicle when his/her ability to do so safely has 
been impaired by illness, fatigue, injury, or prescription medication. 

 All drivers and passengers operating or riding in company vehicles must wear seat 
belts, even if air bags are available. 

 No unauthorized personnel (e.g. Hitch-hikers) are allowed to ride in company 
vehicles. 

 Drivers are responsible for the security of XL Contracting, Inc. and its affiliates’ 
vehicles assigned to them.  The vehicle engine must be shut off, ignition keys 
removed, and vehicle doors locked whenever the vehicle is left unattended.  If the 
vehicle is left with a parking attendant, only the ignition key is to be left. 

 Head lights shall be used 1/2 hour after sunset and 1/2 hour before sunrise, or 
during inclement weather or at any time when a distance of 500 feet ahead of the 
vehicle cannot be seen clearly. 

 All other state laws, local laws, or D.O.T. Motor Carrier Safety Regulations must be 
obeyed. 

Defensive Driving Rules 
 

 Drivers are required to maintain a safe following distance at all times.  To 
estimate your following distance, pick a stationary object ahead of you.  As the 
vehicle in front of you passes the object, begin counting 1001, 1002, 1003, etc. 
until you reach the same object.  This counts the number of seconds between you 
and the vehicle ahead of you.  

 Drivers of passenger vehicles should keep a two-second interval between their 
vehicle and the vehicle immediately ahead.  During slippery road conditions, the 
following distance should be increased to at least four-seconds.   

 Drivers of heavy trucks should keep a minimum of a three-second interval when 
not carrying cargo; and at least four-seconds when fully loaded.  Following 
distance should also be increased when adverse conditions exist. 

 Drivers must yield the right of way at all traffic control signals and signs requiring 
them to do so.  Drivers should also be prepared to yield for safety's sake at any 
time.  Pedestrians and bicycles in the roadway always have the right of way. 

 Avoid driving in other driver's blind spots; attempt to maintain eye contact with 
the other driver, either directly or through mirrors. 
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 Drivers must honor posted speed limits.  In adverse driving conditions, reduce 
speed to a safe operating speed that is consistent with the conditions of the road, 
weather, lighting, and volume of traffic. Tires can hydroplane on wet pavement at 
speeds as low as 40 MPH. 

 Turn signals must be used to show where you are heading; while going into traffic 
and before every turn or lane change. 

 When passing or changing lanes, view the entire vehicle in your rear view mirror 
before pulling back into that lane. 

 Be alert of other vehicles, pedestrians, and bicyclists when approaching 
intersections.  Never speed through an intersection on a caution light.  Approach 
a stale green light with your foot poised over the brake to reduce your reaction 
time should it be necessary to stop.  When the traffic light turns green, look both 
ways for oncoming traffic before proceeding. 

 When waiting to make left turns, keep your wheels facing straight ahead.  If rear-
ended, you will not be pushed into the lane of oncoming traffic. 

 When stopping behind another vehicle, leave enough space so you can see the 
rear wheels of the car in front.  This allows room to go around the vehicle if 
necessary, and may prevent you from being pushed into the car in front of you if 
you are rear-ended. 

 Avoid backing where possible, but when necessary, keep the distance traveled to 
a minimum and be particularly careful. 

 Check behind your vehicle.  Operators of heavy trucks should walk around their 
vehicle before backing and/or have someone guide you. 

  Back to the driver’s side.  Do not back around a corner or into an area of no 
visibility. 

What To Do In Case of An Accident 
 
In an attempt to minimize the results of an accident, the driver must prevent 
further damages or injuries and obtain all pertinent information and report it 
accurately. 
 

 Call for medical aid if necessary. 
 Secure accident scene -- pull onto shoulder or side of road, redirect traffic, set up 

road flares/reflectors, etc. 
 Call the police.  All accidents, regardless of severity, must be reported to the 

police.  If the driver cannot get to phone, he should write a note giving location to 
a reliable appearing motorist and ask him to notify the police. 
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 Record names and addresses of driver, witnesses, and occupants of the other 
vehicles and any medical personnel who may arrive at the scene.  

 Complete the form locating in the CNA Vehicle Accident Packet.  Pertinent 
information to obtain includes: 

 license number of other drivers 
 insurance company names and policy numbers of other vehicles 
 make, year, model of other vehicles 
 date and time of accident 
 overall road and weather conditions 
 Draw a diagram of the accident scene and note the street names and locations of 

traffic signs, signals, etc. 
 Do not discuss the accident with anyone at the scene except the police.  Do NOT 

accept any responsibility for the accident.  DON'T argue with anyone. 
 Provide the other party with your name, address, phone number, drivers license 

number, and insurance information. 
 Immediately report the accident to Kenneth Novel and the HR Department.  

Provide a copy of the accident record and/or your written description of the 
accident to Kenneth Novel and the HR Department ASAP. 

 Cooperate fully with any follow-up from CNA Claims personnel. 
 

Vehicle Maintenance 
 
Proper vehicle maintenance is a basic element of any fleet safety program, not 
only to ensure a safe, road worthy vehicle, but also to avoid costly repair 
expenses and unexpected breakdowns. 

 Registration and Inspection is the responsibility of the assigned driver. 
 Drivers of D.O.T. regulated vehicles are required to inspect their vehicle prior to 

usage, documenting and notifying the company mechanic of deficiencies found. 
 In addition to inspections required by law for passenger vehicles, routine 

inspections of critical items, such as brakes, lights, tires, wipers, etc., must also be 
completed by drivers of passenger vehicles.   

 The vehicle should be cleaned (interior & exterior) regularly to help maintain its 
good appearance for you and XL Contracting, Inc.  A clean vehicle makes a good 
impression on customers. 

 The vehicle manufacturer's maintenance schedule should be referenced and 
closely following regarding recommended maintenance intervals. 
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DRIVER EVALUATION COMMITTEE 

We have also established a committee to review motor vehicle records and 
employee driving records to determine an individual’s continued authority to 
operate a company vehicle.  The committee will have sole responsibility for 
approval or disapproval of continued authority to operate a vehicle.  The 
President may override a decision but not until open discussion has been held 
with the committee. 

 
ACCIDENT REVIEW BOARD 

 
In order to improve overall control of our fleet operations we have established an 
accident review board.  The purpose of the board is to review accidents to 
determine preventability and to assess points against an employee’s 
authorization to operate a company vehicle.  Any preventable accident will be 
assessed points against authority to operate a vehicle as determined by the 
President.  More than one preventable accident may be grounds for termination 
of authority to operate a vehicle.  A preventable accident with injuries may be 
grounds for immediate dismissal at the President’s discretion. 
 
EMPLOYEE AUTHORIZATION FOR MVR REVIEW 
 
I acknowledge that the information contained in the Company’s Vehicle Fleet 
Safety Policy has been reviewed with me, and a copy of the policy and driver rules 
have been furnished to me. As a driver of a company vehicle, I understand that it 
is my responsibility to operate the vehicle in a safe manner and to drive 
defensively to prevent injuries and property damage. 
 
I also understand that my employer will periodically review my Motor Vehicle 
Record to determine continued eligibility to drive a company vehicle. In 
accordance with the Fair Credit Reporting Act, I have been informed that a Motor 
Vehicle Record will be periodically obtained on me for continued employment 
purposes. 
 
I acknowledge the receipt of the above disclosure and authorize my employer or 
its designated agent to obtain a Motor Vehicle Record report.  This authorization 
is valid as long as I am an employee or employee candidate and may only be 
rescinded in writing. 
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___________________________________________________ 
PRINT - EMPLOYEE’S NAME 

 
___________________________________________________ 
DRIVER’S LICENSE NUMBER 
 
___________________________________________________ 
EMPLOYEE’S SIGNATURE      DATE 
 
___________________________________________________  
REVIEWER’S SIGNATURE      DATE 

 
 

Emergency Contact  
 

Please provide the following: 
Emergency Contact ____________________________ 
Relationship___________________________________ 
Phone #________________________________________ 
Alternate Phone #_______________________________ 
 

Safety Manual sign 
 

I _______________________ have read and understand the Pavement Solutions, 
LLC Safety Manual. 
 
_____________________________                ________________ 
  (Signature)      (Date) 
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