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Disclaimer 
This handbook is not an employment contract and cannot cover every facet of the employer- 
employee relationship between Genesee & Wyoming Inc. subsidiaries and affiliates, and their 
employees.  This handbook supersedes all prior handbooks.  Company policies may be 
changed from time to time as deemed appropriate.  Amendments can be made only with the 
written approval of the Chief Human Resource Officer of Genesee & Wyoming Railroad 
Services, Inc. (“GRSI”).  Any questions regarding interpretation should be directed to the 
Corporate Human Resource Department of GRSI at (800) 367-4977. 
 
Unless the context otherwise requires, the terms "Genesee & Wyoming," "GWI", "the 
Company," "we", "our," and "us" refer to Genesee & Wyoming Inc. and its subsidiaries and 
affiliates.  Any reference to employee refers to employees of Genesee & Wyoming Inc. 
subsidiaries or affiliates.   
 
A Region is defined as the entire area managed by one GRSI Senior Vice President or Regional 
General Manager. 
 
Where Human Resources is denoted, unless otherwise specified that shall mean your Regional 
Human Resource Director noted in Appendix “B”.   If you are a GRSI employee that shall mean 
the Human Resource contact dedicated to your reporting location.  If you should have any 
questions on who the appropriate contact is, please defer to your Supplemental Handbook for 
additional details. 

Collective Bargaining Agreements 
Employees of our subsidiaries covered by collective bargaining agreements should refer to their 
contract for applicable benefits and policies. For subjects not covered by such an agreement, 
this Handbook controls. 
 
In the event there is an inconsistency between the terms of a collective bargaining agreement 
and this handbook, the collective bargaining agreement language will control for the employees 
covered by that agreement. 
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The ethical conduct of each of us defines who we are as a company and how others feel about 
doing business with us. The reputation that Genesee & Wyoming Inc. (“GWI”) and its affiliated 
subsidiary companies (collectively “GWI” or “Company”) has built over many decades is critical to 
our continued success. Since the actions of a single employee can harm the Company’s 
reputation beyond repair, each of us must make a commitment to act in a safe, legal and ethical 
manner at all times.  
 
The G&W Code of Ethics and Conduct, adopted by all GWI subsidiaries and affiliates, is located 
on the Intranet (GWIOnline) under the first tab at the top of the home page and on the public 
Web site (www.gwrr.com) under the Investors’ link on the home page. For those without Web 
access, please see your manager for access to the G&W Code of Ethics and Conduct in the 
policy binder maintained at all facilities. Employees may be asked to sign a yearly 
acknowledgement that they have read and understood the Code. 
 
The following policies are outlined in, the G&W Code of Ethics and Conduct.  Subsidiary or 
affiliated companies may have supplemental policies that are applicable to you.  Employees 
should be familiar with the following policies: 
 

 G&W Safety First 
  Contractor Safety Rules 
  Engineering Safety Rules 
  Mechanical Safety Rules 
  Office Administration Safety Rules 
  Safety Counseling 
  Safety Policy 
  Safety Responsibility Manual 
  Supervisors Guide 
  Transportation Safety Rules 

 Environmental Policies & Guidelines 
 Policy Statement on Drugs and Alcohol  
 Harassment/Anti-Discrimination/Violence Policy 
 Related Person Transaction Policy  
 Foreign Corrupt Practices Act Policy 
 Financial Accounting Policy & Procedures 
 Technology Resource Policy 
 Non-Public Information and GWR Stock Trading Policy 
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 Key Employee Policy 
 Fair Disclosure Policy 

Thank you for your continued commitment to enhancing our reputation. 
 
 
 
 
 
 
 

Employment-at-Will 
Employees of GWI subsidiaries and affiliates are employed on an at-will basis unless governed 
by a separate contract such as an employment contract or a collective bargaining agreement. 
Employment-at-will means that either the employee or the Company may choose to terminate 
the employment relationship at any time, with or without cause.  
 
Trial–Probationary Period 
The first 90 calendar days of active employment are designated as probationary and you are 
working on a trial basis. This period provides you ample time to learn about your job while your 
supervisor will be assessing your skills, abilities and demonstrated behavior to ensure they are 
an appropriate match for the job.  If your probationary period needs to be extended, your 
supervisor will notify you.  During this period, you and the Company will make decisions about 
your continued employment. Based on these assessments during the probationary period, either 
you or the Company may decide to terminate the employment relationship without prejudice or 
specific cause.  By completing this trial-probationary period, an employee is not guaranteed 
continued employment for any term or period of time; employment with the Company continues 
to be "at-will" which means that you or the Company can terminate the employment relationship 
at any time with or without cause.  
 
For purposes of determining benefit eligibility only, the waiting period is 60 days for all hourly 
employees. All medical and dental benefits start the 1st day of the month following 60 days of 
employment.  
 

Equal Employment Opportunity 
Subsidiaries and affiliates of GWI are equal opportunity employers and comply with all 
applicable State and Federal non-discrimination laws. The Company will recruit, hire, train and 
promote all persons without regard to race, color, creed, sex, religion, national origin, age, 
marital status, sexual orientation, gender identity, genetics, disability or history of disability 
(except where physical or mental abilities are a bona fide occupational qualification). GWI 
subsidiaries and affiliates make all employment and promotional decisions in accordance with 
the principle of equal employment opportunity by considering only valid occupational 
requirements. Further, all personnel actions such as compensation, benefits, transfers, 
furloughs, returns from furlough, and Company-sponsored training, education, tuition assistance, 
social and recreational programs will be administered without regard to race, color, creed, sex, 
religion, national origin, age, marital status, sexual orientation, gender identity, genetics, 
disability or history of disability (except where physical or mental abilities are a bona fide 
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occupational qualification). If you believe you have been unlawfully discriminated against, 
immediately inform your supervisor. If you believe your supervisor is the source of the unlawful 
discrimination, or if the activity continues, contact your Human Resource Representative, so that 
your concerns can be appropriately addressed. 

Internal Job Posting Policy 
The Company recognizes the value of filling open positions at GWI subsidiaries and affiliates 
through the development and placement of current employees where possible, and the 
importance of providing a means for employees to self-nominate for these growth opportunities. 
To support the professional development of employees, open positions that are not subject to a 
formal succession plan will be posted on the GWI website on behalf of all subsidiary and 
affiliated companies. Internal candidates must meet the minimum qualifications for a position in 
order to be considered. 
 
In order for a current employee to be eligible for consideration of an open position, internal 
candidates should be  employed for a minimum of 12 months in their current positions with an 
acceptable performance rating (employees with active documented performance concerns are 
not eligible).  Exceptions to this can be reviewed on a case by case basis.  Employees who wish 
to pursue an internal employment opportunity are responsible for responding to the job posting 
by providing the appropriate documentation in a timely manner and notifying their current 
supervisor and Human Resource Representative of their interest prior to submitting an 
application.  
 
Open positions with GWI subsidiaries and affiliates will be posted online on the Company’s Job 
Board located on the Careers page of www.gwrr.com.  Positions that are posted on the Job 
Board will be transmitted to a variety of media such as internet job sites, industry newsletters , 
and the GWI subsidiary or affiliate may simultaneously engage outside recruitment services for 
referrals.   Positions that are subject to a formal succession plan generally, will not be posted.  
Some job opportunities will be made available first to internal applicants and will be posted 
internally prior to being posted to the general public.   

Categories of Employment 
When you begin your service with a GWI subsidiary or affiliate, you will be notified of your proper 
employment category as outlined below: 
 

Full-Time Regular Employee: An employee who is regularly scheduled to work a minimum  
of 30 hours or more per week. Such employees are typically eligible for employee benefits 
provided that they meet the eligibility requirements specified in the individual benefit plan.  
 
Part-Time Regular Employee: An employee who regularly works less than 30 hours per 
week. Such employees may be eligible for some employee benefits provided that they 
meet the eligibility requirements specified in the individual benefit plans or policies.  
 
Temporary/Seasonal/Intern Employee: An employee who is engaged in work full-time  
or part-time, with the understanding that employment is of limited duration and will be 
terminated as of a specific date or upon completion of a specific assignment. Temporary 
employees may be eligible for some employee benefits provided that they meet the 
eligibility requirements specified in the individual benefit plans or policies. 

Employment 
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Salaried Employee: A salaried employee is assigned to a position which customarily and 
regularly requires the exercise of discretion and independent judgment in its performance.  
Such employees are paid a flat amount, without additional pay for hours worked beyond a 
typical schedule.     
 
Hourly Employee: An hourly employee is paid for hours worked, including overtime 
premium for time worked over 40 hours in a workweek. Hourly employees generally 
perform manual or operational functions such as routine clerical duties, maintenance work, 
and checking and inspecting equipment. 

 
Open Door Policy 
The Company encourages every employee, regardless of position, to bring problems, concerns,  
or suggestions to management’s attention. If you have suggestions or concerns, talk  
with your supervisor. If you are not satisfied with the response or do not wish to discuss  
the matter with your supervisor, you may bring the matter to the next level of management  
or to your Human Resource Department. 

Anti-Nepotism Policy 
The Company permits the employment of relatives of employees or individuals in a Personal 
Relationship with employees in the same region, as long as the following guidelines are met: 
 

 Individuals having a Personal Relationship may not occupy a direct or indirect 
superior-subordinate relationship at the Company. 
 
 Individuals having a Personal Relationship may not occupy positions where either 

individual can make decisions affecting salary, promotion, work assignments or other 
career matters of the other. 

 
A “Personal Relationship” within the meaning of this policy means two employees (or an 
employee and a job applicant) in the relationship of husband, wife, father, mother, brother, sister, 
son, daughter, uncle, aunt, nephew, niece, grandfather, grandmother, grandson or 
granddaughter, or any of those relationships arising as a result of marriage (for example, 
brother-in-law).     
 
Employees are required to notify their Human Resources Department of (a) any existing 
Personal Relationships; (b) any Personal Relationships that are created among employees (for 
example, by the marriage of two employees); and (c) the potential employment  of a family 
member. 
 
Deviation from this policy will be permitted only with written permission from both the Chief 
Human Resource Officer and Chief Operating Officer of Genesee & Wyoming Railroad Services, 
Inc., or their formal designee(s). 

Americans with Disabilities Act (ADA) 
The Americans with Disabilities Act (ADA) prohibits discrimination against individuals with 
disabilities in employment, public services, public accommodations and telecommunications. 
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The law prohibits employers from discriminating against a “qualified individual with a disability” - 
someone who, with or without reasonable accommodations, can perform the essential functions 
of the job. An individual with a disability is one who has a physical or mental impairment that 
substantially limits one or more major life activities, a record of such an impairment, or who is 
regarded as having such an impairment. 
 
Individuals who believe they are being denied specific rights to which they are entitled under the 
Americans with Disabilities Act should contact the Corporate Human Resource Department of 
Genesee & Wyoming Railroad Services, Inc. 

Individual Behavior Affecting Company Reputation 
Individual behavior that damages the reputation of the Company, even if that behavior occurs off 
duty and off of Company property will not be tolerated.  Examples include but are not limited to: 
activity conducted on social networks (e.g., Facebook or Twitter), illegal or scandalous activity 
tied to the Company, or defamation of, or bringing disrepute upon the Company, its officers or 
fellow employees. 
 
When individual behavior ceases to be "private" and begins to affect the Company's reputation  
in the public eye, it becomes Company business and can be cause for discipline, up to and 
including termination. 
 
Professional, courteous and ethical behavior is expected at all times by and between employees 
of the Company. Please refer to the Code of Ethics and Conduct. 

Privacy and Confidentiality of Employee Information 
G&W will protect its employees’ privacy and maintain the confidentiality of employee personal 
information while meeting the operational needs of the Company.  
The following guidelines have been established: 
 
 Medical records and information are kept in a separate file and are not available  

for use outside the Human Resource Department. Medical information will not be discussed 
with supervisors or any other employee. 

 
 Under the federal guidelines of the Health Insurance Portability and Accountability Act 

(HIPAA), the following information cannot be discussed openly: 
 
 - Medical Information 
 - Reason why someone is out on medical leave (FMLA)  
 - Hospital Information 
 - Any information relating to the medical condition of the employee 
 
 Home address and phone numbers will not be provided for personal use. 

 
 All information received and held post-hire is the property of the Company and shall fall 

under these confidentiality guidelines. 
 
 

 If an employee wishes to review his/her personnel file, he/she must submit a request to their 
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Human Resource Department, which will be reviewed in accordance with the applicable 
Federal and State laws. 

 
 If a supervisor or department head wishes to review an employee’s personnel file, he/she 

may do so under the supervision of Human Resources, and in accordance with applicable 
Federal and State laws. 

 
 Any other situation that may arise regarding the use of personal employee information shall 

be pre-approved by the Corporate Human Resource Department of Genesee & Wyoming 
Railroad Services, Inc.  
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Motor Vehicle Record Policy 
The Company requires that employees in a position involving the operation of a motor vehicle 
maintain an acceptable driving record and satisfy the insurability requirements of the Company’s 
insurance carrier. An individual with any of the violations listed below is not eligible for hire or 
transfer into a position involving the operation of a motor vehicle:  
 More than three moving violations and/or “at fault” accidents in the last 36 months 

 - Moving violations will be counted based on local jurisdiction definition 
 - “At Fault” accident means that the driver was cited as being responsible for the 

accident.  If the MVR cites the moving violation(s) separate from the accident, the 
moving violation(s) will be counted, not the accident. 

 More than two moving violations and/or accidents in the last 12 months.  If the MVR cites the 
moving violation(s) separate from the accident, the moving violation(s) will be counted, not 
the accident. 
 A major conviction within the last three years, which includes: 

 - “Driving While Intoxicated” (DWI) or “Driving Under the Influence” (DUI) 
  *This includes refusal to submit to a drug or alcohol test  
 - Leaving the scene of an accident 
 - Careless or reckless driving violations (aggravated violation, misdemeanor or felony) 
 - Homicide or assault by use of a motor vehicle 
 - Attempting to elude a police officer 
 - Driving under a suspended or revoked license 
   
 Currently suspended or revoked license or three or more previous license suspensions 

within the last five years. 
 

In verifying motor vehicle records and applying this policy, the Company will use the reported 
conviction date, not the offense date.  
 
The Company currently obtains a report on a new employee’s motor vehicle record as part  
of the new hire process. The reports will be maintained in the employee’s personnel file  
at the Corporate Human Resource office of GRSI. 
 
Current employees whose duties involve the operation of a motor vehicle are required as  
a condition of continued employment, to sign and complete all necessary motor vehicle  
record check authorization forms on an annual basis, if requested by the Company.  The 
Company may run an updated MVR on an annual basis. 
 
The results of any follow-up report will be analyzed in accordance with criteria established by 
management (see current employee matrix below). Employees who are promoted or transferred 
into a position that involves the operation of a motor vehicle may also be subject  
to a motor vehicle record check, and the results will be analyzed using the criteria for current 
employees (see current employee matrix below).  
 
If an existing employee’s MVR report reveals an unacceptable driving record, the  
Company will take appropriate action to limit the employee’s work-related driving privileges. 
Depending upon the circumstances and the essential functions of the employee’s position, an 
unacceptable driving record may result in disciplinary action. In addition, the Company retains 
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the right to terminate an employee based upon an unacceptable driving record, if it deems 
termination is warranted, even if the employee satisfies the above insurability requirements. 
 
An employee is required to immediately report convictions or other circumstances that 
would render him or her in violation of the standards set forth above to the Corporate 
Human Resource Department of Genesee & Wyoming Railroad Services, Inc. 

 
Motor Vehicle Record Policy Continued. 

 
Current Employee Matrix 

  Violation Driving privilege implications 

   
Major Conviction 
(e.g. DUI): 3 year waiting  
period from conviction date 

 
May not operate Company owned or leased vehicle.  
Dedicated leased vehicle must be returned to Company. 
Cannot rent or operate a rental car for employment related 
matters.  

   
3 Moving Violation convictions 
within 12 months 

 
Defensive driving class recommended after 2 violations  
in 12 months, required after 3 in 12 months. 
 
May not operate Company vehicle (same as above)  
after 3rd conviction until 12 months elapsed from first incident 

 
4 Moving Violation convictions 
within 36 months 

 
Defensive driving class mandatory after 3 violations in 36 
months. 
 
May not operate Company vehicle (same as above) after  
4th conviction until 12 months elapsed from latest incident. 
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Travel, Entertainment & Other Reimbursable Expense Policy Summary 
Employees who must travel away from home on Company business should travel comfortably 
but economically and should exercise care in incurring expenses. The travel and expense policy 
cannot anticipate every situation that may be encountered; the spirit and intent of the policy must 
be applied to circumstances not specifically addressed and must always consider the 
Company’s core value of integrity. 
 
The intent of the Company’s Travel, Entertainment & Other Reimbursable Expense Policy is to 
govern authorized travel and related arrangements, to reimburse employees for reasonable and 
actual business expenses incurred by them on behalf of the Company in the performance of 
authorized work assignments, and to ensure compliance with guidelines imposed by the Internal 
Revenue Service (IRS) and other relevant tax regulators in determining tax deductibility for the 
Company. The policy is intended to:  
 
 provide guidance to travelers and approvers on cost-effective management of travel  

and entertainment expenses, 
 identify reimbursable versus non-reimbursable expenses, and 
 clarify employee responsibility for controlling and reporting travel and entertainment 

expenses. 
 
Each employee, supervisor and department head is responsible for ensuring that travel and 
entertainment expenditures are necessary to accomplish the Company's goals and are properly 
controlled and documented. It is the responsibility of each employee to exercise good judgment 
in incurring expenditures. Enforcement of this policy will be the combined responsibility of the 
department head, supervisor, the Corporate Accounting and responsible  Human Resource 
departments. 
 
The policy requires timely reporting and approval of travel and expenses.  
It includes time limits within which expenses must be reported in order to receive 
reimbursement. The policy also requires additional reporting requirements for costs related to 
training. 
 
A complete and current copy of the Travel, Entertainment & Other Reimbursable Expense Policy 
can be found on the Company’s intranet site. 
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Tobacco Policy 

Tobacco Policy 
The purpose of this policy is to protect the health of the Company’s employees. Any form of 
tobacco use is prohibited in all work areas, offices and Company vehicles. If you choose to 
use tobacco products, you must do so in designated areas outside the working environment and 
dispose of the tobacco product in the proper receptacle. The use of e-cigarettes and other 
nicotine “vaping” products is also prohibited in Company offices, vehicles and work areas. 

Dress Code 
“Business Casual” is the  everyday dress standard for administrative offices and other business 
function offices. There may be times when more or less formal attire would be deemed 
appropriate, and you will be notified in that event. Similarly, in the case that the employee’s work 
requires significant field, mechanical and or maintenance duties, appropriate attire may include 
safety clothing, uniforms, work jeans, etc. [clothing which contains any GWI, subsidiary or 
affiliated Company logo is appropriate and encouraged]. Please refer to your department’s 
specific safety rules and procedure guide for additional information. 
 
It is expected that employees will use their personal judgment in presenting themselves in a 
professional manner that is consistent with good hygiene and safety. Any clothing that has 
words, terms or pictures that may be offensive to other employees is unacceptable. 
 
In general, clothing that works well for the beach, yard work, dance clubs, exercise sessions,  
or sport activities is not appropriate for a professional appearance at work. Clothing that reveals 
excessive skin is not appropriate. Clothing with inappropriate logos or clothing that is worn, torn 
or tattered is not appropriate. The list below provides examples of generally acceptable business 
casual attire and examples of items that are not business casual attire. This list in not all 
inclusive and is subject to change. Please check with your manager regarding appropriate attire 
for your work group. 
 
Slacks, Pants and Suit Pants 
Appropriate: Dress slacks, corduroy, khakis, wool, dress Capri pants (Capri pants must be no 
higher than 2 inches above the knee) 
Inappropriate: Sweatpants, exercise pants, shorts (Bermuda shorts, skorts, short shorts),  
bib overalls, leggings, any spandex 
 
Shirts, Tops, Blouses and Jackets: 
Appropriate: Blazers, vests, sport coats, collared shirts, knit tops, blouses, cardigans, sweaters, 
(tank tops, camisoles, halter tops that are worn under another top, jacket, cardigan or sweater 
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Dress Code Continued. 
 
may be appropriate) 
 
Inappropriate: Collarless T-shirts with sponsor type logos or T-shirts generally worn  
under a dress shirt, tank tops, halter tops, tops made of sheer material 
 
Skirts, Dresses and Skirted Suits: 
Appropriate: Dresses and skirts no higher than two inches above the knee (if the skirt has  
a slit, the slit must begin no higher than two inches above the knee 
 Inappropriate: Miniskirts, tight skirts, sun dresses, beach dresses, spaghetti-strap dresses  
(unless accompanied by a jacket, cardigan, sweater etc.) 
 
Shoes and Footwear: 
Appropriate: Walking shoes, loafers, clogs, sneakers, boots, flats, dress heels, dress shoes, 
leather deck-type shoes, sandals. Closed toe and closed heel shoes are required in  
operational areas 
Inappropriate: Flashy athletic shoes, flip-flops, slippers, shoes with heels more than four inches 
 
Hats and Head Coverings 
Appropriate: Covers required for religious or medical purposes or to honor cultural tradition. 
Hats worn to protect against inclement weather should be removed shortly after entering  
the office. 
Inappropriate: Other than those considered appropriate, hats are not appropriate to wear  
within the office 
 
If clothing fails to meet these standards, as determined by the employee’s supervisor and/or the 
Human Resource staff, the employee will be asked not to wear the inappropriate item to work 
again. If the problem persists, the employee may be sent home to change clothes, and a verbal 
warning will be given for the first offense. All other policies about personal time use will apply. 
Additional disciplinary action will be applied if dress code violations continue. 

Attendance and Punctuality 
Employees play a vital role in meeting customer service commitments.  It is the Company’s 
policy that employees are at their job and ready to work at the start of their work day. Any time 
an employee is absent, the workload may need to be redistributed, which will cause 
inconvenience and hardship to fellow employees. There are times when absences will be 
necessary; therefore, to maintain service levels, the Company must be informed when you are 
going to be absent or tardy.  A pattern of unexcused absences or tardiness may be treated as a 
performance issue. 
 
Call-in Procedure 

1. If you are sick or unable to report to work for any reason or are going to be more than  
15 minutes late, you are required to notify your supervisor before the start of your day. 

 
2. If you are absent and do not call in your absence, you will be considered in violation  

of our attendance rules. Multiple absences can result in disciplinary action.  
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3. If you are off the job three working days without notifying the Company and informing  
us of the reason for your absence, you will be considered to have voluntarily resigned  
from your position and be separated from employment. 

 
4. If your excused absence exceeds three consecutive working days, a doctor’s release may 

be required before you are allowed to return to work. 

 
Weather Days/Emergency Days 
Weather days/emergency days include days on which the Company is operating but an 
employee is unable to get to work and days when the Company is actually closed due to 
weather or an emergency. If an employee cannot report to work due to extreme conditions,  
they will be allowed to use a vacation day or an excused absence without pay. If the Company  
is closed due to extreme conditions, it will be announced on your local radio station,  
or as directed by your manager for your respective work site. 

Announcements  
Notices of site- or Company-wide interest will be displayed for an appropriate period on bulletin 
boards, the employee self service website and/or the Company intranet/internet site. Use of 
these electronic and physical bulletin boards is limited to items related to Company business  
or Company sponsored events, and all postings are subject to approval by local management. 
All workplace postings on bulletin boards, designated workspaces and common areas must 
comply with the Company’s Harassment/Anti-Discrimination/Violence Policy and Code of Ethics. 
 
Check the bulletin boards frequently to stay current on new materials, new communications  
and other important notices.  

Employee Training and Development  
The G&W Employee Training & Development Program is open to all active full time employees 
of GWI subsidiaries and affiliates.  Eligible employees can pursue training that is appropriate to 
their position, skills and unique developmental needs, subject to approval by their supervisor or 
manager. G&W Training & Development can provide foundation skills that can be used to 
enhance job performance. Work leaders, foremen, supervisors and managers can deepen their 
understanding of their professional areas through multi-level course offerings. Contact your 
Human Resource Representative for more information. 

Changes in Benefits 
Typically, changes to benefits coverage are made at the end of a calendar year and take  
effect at the beginning of the new calendar year, unless you have a Qualifying Event.  
Qualifying Events may include: marriage, divorce, birth/adoption of a child, death of a spouse  
or dependent, change in dependent status that causes them to no longer meet plan eligibility 
requirements (i.e. marriage, age) and primary residence relocation. Any time you have or 
anticipate having a Qualifying Event, it is your responsibility to notify your Human Resource 
Representative to update your personnel and benefit information within 30 days  
of the date of the event. Failure to do so will have a direct impact on your benefit coverage  
and may result in loss of benefits. 
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Distracted Driving Policy 
All employees while driving on Company business are expected to: 
 

• Follow all driving laws and safety rules such as following posted speed limits and 
directional signs;  

• Avoid confrontational or offensive behavior; 

• Practice defensive driving; and 

• Wear seat belts, whether they are the driver or passenger.  

All employees, while on duty, are prohibited from using either personal or Company- 
provided, cell phones while driving for any purpose other than placing or receiving a call  
with a voice-activated device.  
 
Employees are strictly prohibited from using other portable electronic devices any time while 
driving company vehicles, and while driving personal vehicles for company business or any 
other travel that has a connection to work. Portable electronic devices include hand-held mobile 
telephones, hand-held devices with mobile data access, personal digital assistants, laptop 
computers or other portable computing devices, pagers, text message devices, electronic 
games, broadband personal communication devices and global positioning systems (GPS).  

For the purpose of this policy, using cell phones or other mobile devices includes but is not 
limited to the following activities: answering or placing phone calls, reading or responding to 
emails, sending or reading text messages, reviewing electronic contact databases, accessing 
the internet, and adjusting information in a GPS or other electronic navigational tool.  
 
Employees are also strictly prohibited from performing other personal and work-related activities 
that may distract their driving. These activities include but are not limited to the following: eating 
food, performing grooming or hygiene tasks, reading maps, reading paperwork of any kind, 
searching for items in the cab or passenger compartments. 
 
If an employee needs to make a call, send an email, text or use another electronic device and 
does not have voice-activated capability, the vehicle should be stopped and secured prior to 
making the call or performing any of the above mentioned activities. A safe location could be a 
parking lot or rest area; the shoulder of the road is prohibited. 
 
Employees are permitted to use portable devices to communicate during an emergency  
to emergency-response operators, hospitals, physicians’ offices, health clinics, ambulance  
and other emergency vehicle drivers, firefighters and the police department. However,  
a safe location should still be secured. 
 
The Company is concerned about the safety and well-being of employees and the  
general public. This is so important that employees who violate this policy will be subject to 
disciplinary action, up to and including termination of employment. Employees must follow this 
same rule with regard to use of a company-provided cell phone while off duty. Consistent with 
the  safety culture, employees are strongly encouraged to follow the same rules regarding use  
of personal cell phones and other electronic devices on their personal time.  
 

Working Conditions 
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There are a variety of reasons why an employee may need a leave of absence from work. 
Additional information regarding the different categories of leave can be found below. Further 
information regarding leaves of absence may be found in your applicable Employee Handbook 
Supplement.  Employees out of work for more than thirty (30) days must have a return to work 
physical and drug test completed prior to returning to work. 

Military Leave of Absence Policy 
G&W has established the following procedures, guidelines and policies to extend benefit 
protections and re-employment rights in accordance with the Uniformed Services Employment 
and Reemployment Rights Act of 1994 (USERRA).  Employees are eligible for a Military Leave 
of Absence and have re-employment rights under USERRA as follows:  

1. Eligible service includes both active-duty and reserve service with the United States Army, 
Navy, Air Force, Marines, Coast Guard, National Guard or Public Health Service.  

2. The employee or an officer of the employee’s branch of the uniformed services must give 
the Company written or verbal notice of absence (except for rare instances when such 
advance notice is not possible or is prohibited because of military necessity). 

3. The employee must not be absent for more than a total of five years of active-duty service, 
except as defined in section 4312(c) of USERRA. 

4. The employee must not receive a Dishonorable or Bad-conduct discharge or a separation 
under “Other than honorable conditions.” 

5. After completion of active duty, the employee must report back for work as follows:  
 
Length of Service 

 
Report to work 

 
Less than 31 days 

 
1 day after discharge (allowing 8 hours for travel) 

 
31 to 180 days 

 
14 days after discharge 

 
Over 180 days 

 
90 days after discharge 

 
Failure to report for work within these time limits will be considered voluntary resignation. 
Note: If the employee is hospitalized or otherwise incapacitated by a service-related injury  
or illness, the re-employment period may be extended up to two years. 
 
 

Leaves of Absence 
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Military Leave of Absence Policy Continued. 
 
Employee Status and Return to Work 
Employees returning from active duty military service on an approved leave of absence  
will be reinstated to their previous position or to a position of comparable pay and job status, 
unless circumstances have changed to such an extent that it would be impossible or 
unreasonable to do so. Return to work wages will include any applicable across-the-board 
adjustments.  
 
Vacation and Sick Time 
An employee on military leave is not required to use any accrued vacation, personal and/or  
sick time. If the employee does not elect payout at the time leave commences, unused vacation  
and sick time balances will be restored upon return to work. The employee will not accrue  
any additional time while on leave. 
 
Insurance Benefits 
Insurance coverage will be continued for 30 days after deployment into military service.  
 
After 30 days, the employee will receive a COBRA notification letter and will be eligible  
to elect continuation coverage. The employee is responsible for paying the COBRA  
premium rate.  
 
When the employee returns to work from active duty, life, health, dental and disability  
(if applicable) benefits will be reinstated with no waiting period. 
 
An employee’s Military Leave service time will be considered continuous for benefit purposes, 
provided that the employee returns to work within the appropriate time limits.  

Family Medical Leave Act (FMLA) 
If you are absent for any reason noted below, you may be eligible for a leave under the  
Family and Medical Leave Act (FMLA), which provides eligible employees with up to 12 weeks 
of unpaid leave within a 12-month rolling period. You are eligible if you have been employed by 
the Company for at least 12 months (which do not have to be consecutive) and have completed 
at least 1,250 hours of service during the 12-month period immediately preceding the 
commencement of the leave. Please note that regardless of workforce size, all GWI subsidiaries 
and affiliates have chosen to apply FMLA leave standards.  You may elect to take accrued paid 
leave (e.g. vacation days, personal days and non-designated floating holidays) for all or part of 
an otherwise unpaid FMLA leave. 
 
It is the employee’s responsibility to ensure that the FMLA forms (including medical certification 
from his/her or a family member’s health care provider) are properly completed and received by 
the TPA within the applicable 15 calendar day time period.  
 
Reasons for Taking Family Medical Leave 
 Birth of a child/care for a newborn child (of the employee) or placement with the employee  

of a child through adoption or foster care  
 
 Care for the employee’s spouse, child or parent who has a serious medical condition 
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Family Medical Leave Act (FMLA) Continued… 
 
 A serious health condition that prevents the employee from performing the essential 

functions of his/her job 
 
 A qualifying exigency that occurs while the employee’s spouse, child or parent is a member 

of the Reserves or a retired member of the Regular Armed Forces or Reserves  
and is on active duty or on a Federal call to active duty 
 
 Care for a covered service member who has suffered a serious injury or illness in the line  

of duty if the employee has a qualified family relationship with the covered service member. 
A qualified family relationship is a spouse, parent, child or next of kin. 
 
Advance Notice and Medical Certification 
 You must give your supervisor a minimum of 30 days notice of the reason for your leave  

that may qualify under the FMLA unless it is not practicable under the circumstances  
to do so. If you would not have been able to foresee the need for leave 30 days in advance, 
you must give notice as soon as practicable (i.e., within two business days from the date  
on which you know of the need for such absence). 
 
 The Company uses a third-party administrator (TPA) for the administration of FMLA.  All 

medical certification paperwork will be sent by and should be returned to the TPA for review 
and eligibility requirements.  A provisional FMLA determination will be made pending receipt 
of the employee’s request for leave.  However, final approval of your FMLA leave will not be 
determined until the certification is submitted and approved by the TPA. 
 
 The TPA may require second and third medical opinions. (If you refuse to submit to such 

additional medical reviews, approval of your absence as FMLA qualifying may be delayed or 
denied). 

 
 If leave will be used for planned medical treatment for yourself or a family member, you must 

make a reasonable effort to schedule the leave at a time least disruptive to the needs of the 
business. 
 
 FMLA leave may be delayed if the notice/certification requirements are not met. If complete 

medical certification is not submitted in a timely manner, the absence is not qualified under 
the FMLA and will be a chargeable absence. 
 
 The TPA will require a return to work certification from your health care provider upon return 

from an FMLA leave that is based on your own serious health condition. If such certification 
is not received, your return to work may be delayed until the certification is provided. 
 

 

Leaves of Absence 



 

  20      Revised:  January 1, 2017 
 
 

Family Medical Leave Act (FMLA) Continued. 

Job Benefits and Protection 
 During FMLA leave, the Company continues to pay for health care coverage in accordance 

with the terms of the applicable group health plan (i.e. medical, dental, vision), up to the  
amount paid by the Company, for up to 12 work weeks of leave within a 12-month rolling 
period. You must continue to pay any required employee contributions in order to continue 
this health coverage. Health coverage will cease as of the last day of the month for which 
your contributions have been received (subject to a 30-day grace period). 
 
 While on FMLA you may, if appropriate, receive a Consolidated Omnibus Budget 

Reconciliation Act of 1985 (COBRA) package, which will provide you with information  
on benefit plan coverage and your premium payments. 
 
 If you do not return to work following FMLA leave for a reason other than (1) the 

continuation, recurrence or onset of a serious health condition that would entitle  
you to certified FMLA leave; or (2) other circumstances beyond your control (e.g., layoff),  
you may be required to reimburse the Company for its share of the health insurance 
premiums paid on your behalf during your FMLA leave. 
 
 FMLA covered absences are not chargeable and may not be used for any employment 

related reason (e.g., attendance control plan, progressive discipline, performance  
evaluation, certain attendance recognition programs, etc.). 
 
 At the end of an FMLA leave, you are generally entitled to be reinstated to the same job  

or an equivalent position with equivalent pay, benefits and other terms and conditions  
of employment, provided that you would have otherwise been employed at the time of 
reinstatement (i.e., not subject to furlough). However, if at the time of reinstatement you are 
unable to perform an essential function of your job, you may not be restored to your prior  
or to another position unless placement to another position is required by other federal 
and/or state laws. 

FMLA Military Family Leave  
Eligible employees are entitled to two important leave categories related to military service: 
 

1. Eligible employees are entitled to up to 12 weeks of leave because of “any qualifying 
exigency” arising out of the fact that their spouse, son, daughter or parent of the employee  
is on active duty, or has been notified of an impending call to active duty status, in support  
of a war, national emergency or operative or critical mission for which personnel have been 
ordered to active duty. 

 
2. An eligible employee who is the spouse, son, daughter, parent or next of kin of a covered 

service member who is recovering from a serious illness or injury sustained in the line of 
duty on active duty is entitled to up to 26 weeks of leave in a single 12-month period to care 
for the service member. This military caregiver leave is available during “a single 12-month 
period” during which an eligible employee is entitled to a combined total of 26 weeks of all 
types of FMLA leave.  
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Failure to return in a timely manner from any type of approved Family Medical Leave will be 
considered voluntary resignation. 

Furlough 
A Furlough is an involuntary leave that permits employees to maintain their employment status 
when work is temporarily unavailable or their position is eliminated. Employees who are placed 
on Furlough may or may not be called back to work in their previous position.  
 
Employees who are placed on Furlough status will be notified by their manager. Insurance 
benefits will continue until the end of the following month, in which the Furlough starts, after 
which the employee will be offered COBRA information regarding continuation of insurance 
benefits (example:  If an employee is furloughed September 15th, their insurance benefits would 
end October 31st). Employees may elect to substitute accrued paid leave, e.g. vacation days, 
personal days and non-designated floating holiday, for all or part of an otherwise unpaid leave. 
Employees who fail to return from a Furlough leave when called back to work will considered to 
have voluntarily terminated their employment. 
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Payment of Wages 
The Company makes wage payments to employees in one of three ways. 
 

1. Direct Deposit 
 

Direct deposit is the preferred method of payment. Direct deposit allows earnings to be 
electronically transmitted each pay period to an employee’s designated bank account(s). 
Employees choosing to participate in this program must complete and submit a Direct Deposit 
Authorization form to their regional payroll representative. The Form must include a pre-printed 
document from your financial institution with the required information, including account 
number and transit routing number.  Deposits may be allocated to multiple accounts and 
institutions. Direct deposit will begin two to three pay cycles (to allow verification of accounts 
with the financial institution) after the date of set up. Unless prohibited by state or local laws, 
employees will be required to direct deposit or enroll in the pay card program. 

 
2. Pay Card 

 
A Pay Card (similar to a debit card) allows earnings to be electronically credited each pay 
period to an employee’s pay card account (as a direct deposit). Employees choosing to 
participate in this program must complete and submit a Chase Pay Card form to their regional 
payroll representative. Pay Cards will begin two to three pay cycles after the date of set up. 
This will allow completion of the initial set up and mailing of the pay card. Pay cards are only 
available to an employee who deposits 100% of net pay to this account.  
 
Employees choosing not to participate in direct deposit will be required to complete the  
Chase Pay Card application and use the Pay Card where allowed by law. 

 
3. Live Checks 

 
Those that are not participating in a direct deposit of pay card plan, will receive their checks via 
U. S. Mail to the address on file at the time payroll is processed.  
 
If a live check is lost or stolen, the employee should contact their Regional Human Resource 
Department for a replacement check. A stop payment will be issued on the original check, and 
a replacement check will be issued no sooner than five days after the original check date. 
 
If the original check is later located, the employee will return the check uncashed to their 
Regional Human Resource Department. If the original check is subsequently cashed, the 
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employee may be subject to discipline, up to and including termination. 
 

Time Cards  
Every Hourly employee, as defined on page 8, is required by law to report hours worked on a 
daily basis. Tracking and submitting these hours can be done by using either a paper timesheet  
or by an electronic record, depending on the local process. This is the record from which  
pay is calculated. Based on the information submitted, an employee is paid using a  
rounding method.  
 
Hours worked should be reported in a timely manner to ensure proper and timely payment. 
Timekeepers or Supervisors will approve hours and submit those approvals to payroll. 
Submitting time for another employee is strictly prohibited. Employees who forget to submit  
or make an error on their time record should notify their supervisor promptly. The supervisor  
will make the correction, and both the employee and the supervisor will approve the correction. 

Work Schedule 
For administrative personnel, working in an office environment, the regular workday is normally 
eight hours, and a workweek is 40 hours. Please refer to your local operation for your specific 
workday and workweek rules as they may be different. Union and agreement employees, please 
refer to your Collective Bargaining Agreement. 
 
Covered service employees (typically transportation employees) are subject to special hours  
of service restrictions and reporting requirements. Please contact your supervisor for these 
restrictions and reporting requirements. 

Overtime  
Hourly employees will typically receive overtime pay at a rate of one and  
one-half times their regular pay rate for all hours worked in excess of forty per workweek. All 
overtime must be authorized in advance by your supervisor or department head.  
Please refer to your local operation for your specific overtime provisions as they may vary. 
Overtime for union represented and agreement employees is governed by their collective 
bargaining agreement. 
 
Overtime calculations include all hours worked but exclude any benefit paid time off  
(e.g. vacation, holiday, etc.) from the calculation. Please contact your supervisor or local  
HR representative for a detailed explanation of the overtime calculations that apply  
to your specific work group and position. 

Employment Taxes 
Wages for railroad employees are subject to railroad retirement taxes (Tier I, Tier II, RR-
Medicare). You can visit Railroad Retirement Board on line at www.rrb.gov for more detailed 
information. 
 
Wages for non-railroad employees are subject to FICA withholdings (Social Security, Medicare). 
You can visit the Internal Revenue Service (IRS) on line at www.irs.gov for more information. 
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Special Compensation and Taxation - Awards, Cash Cards, Cash Equivalents  
G&W uses the following guidelines based on current IRS regulations to determine the taxability  
of its award programs: 
 

1. Any award that is in the form of cash or cash equivalents is taxable compensation. Cash 
equivalents include any item that can be negotiated as cash, for example gift certificates,  
gift cards, stocks, bonds, vacations, meals, lodging, sporting events and tickets to the 
theatre. Awards that offer a choice of payments that include a cash equivalent will be treated 
as cash for tax purposes.  

 
a)  If meals and lodging are provided while out of town for business purposes,  
they are not deemed as a cash equivalent and excluded from taxable compensation. 
 
b)  Meals provided for the convenience of the Company, e.g. meetings, training 
sessions, etc., are not deemed a cash equivalent and are excluded from taxable 
compensation. 
 

2.  Length of Service and Safety Awards of tangible personal property that amount to less than 
$400 annually per employee (excluding cash, cash equivalents and other items as 
mentioned above) will not be treated as taxable compensation. 
 

3. Some safety programs are a point program to deliver awards. If these programs allow an 
employee to select an item of tangible personal property in exchange for points that have 
been awarded, a value will be assigned to those points.  

 
To the extent that the point total exceeds $400 for an employee for a calendar year, taxable 
compensation will be attributed to the employee. The fair market value, as determined by 
G&W, of any points awarded within a calendar year will be added to awards of other tangible 
personal property awarded within that same calendar year. Regional Management must 
report any accumulated value that totals more than $400 to payroll within 30 days of the 
award. 
 
A “Taxable Benefit” code will appear on an employee’s payroll statement, and the applicable 
taxes will be paid per Internal Revenue Service regulations.  

 
 

4. Any item that is treated as compensatory will not be “grossed up” for the employee. That is, 
the employee will be responsible for all tax liabilities related to the award unless otherwise 
notified. The tax liability, Federal, State and Local withholding will be deducted from your 
regular pay check. 
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Federal Employers Liability Act (FELA) and Workers Compensation 
Safety is priority number one for GWI subsidiaries and affiliates. Therefore, any on-the-job 
injuries for both railroad and non-railroad employees must be reported to an employee’s 
supervisor immediately.  
 
Railroad employees with more than one year of Railroad Retirement Board-covered service  
are covered for injury and illness by the Federal Employer Liability Act (FELA) in lieu of state 
worker’s compensation regulations. 
 
Non-Railroad employees are subject to Worker’s Compensation regulations in the state in which 
the employee works. 

Unemployment  
Railroad employees are covered by the Railroad Unemployment Insurance Act (RUIA).  
The benefit year begins on July 1 and ends on June 30. RUIA protects eligible employees 
against loss of earnings while partly unemployed, absent from work due to illness, or when 
released temporarily or permanently from their job. You can visit Railroad Retirement Board  
on line at www.rrb.gov for more information. 
 
Non-railroad employees are subject to state unemployment regulations. Please contact  
your state Department of Labor office for more details. 
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Employee Benefit Information 
Since FSA and HSA plans are pre-tax plans, the IRS mandates an annual election every year.  
All other benefits will automatically map over to the following year, unless the employee makes a 
change during the annual open enrollment.  The Company reserves the right to change this 
automatic mapping and require annual enrollment for all benefits.  Any change to the benefit 
selection process would be communicated to all employees with advanced notice and/or through 
the normal open enrollment communication. 
 
Changes to benefits can only be made during annual open enrollment unless there is a 
Qualifying Event during the year.  All employees are notified on an annual basis, as to when 
the annual open enrollment period begins and ends. 

Enrollment Changes  
Any time an employee anticipates having a Qualifying Event, it is your responsibility to notify  
the Regional Human Resource Representative within 30 days of the date of the event to update 
your personnel and benefit information. Qualifying events may consist of any of the following: 
marriage, divorce, birth/adoption of a child, death of a spouse or dependent, or a change in  
a child’s status which may cause them to no longer meet the plan’s eligibility requirements. 
Failure to inform the Regional Human Resource Representative will have a direct impact on 
benefit coverage and may result in loss of benefits. If you have court ordered documents that 
contain insurance or benefit provisions, it is your responsibility to provide and review these with 
your Regional Human Resource Representative to determine continued eligibility. 

Insurance 
The Company provides coverage for full-time employees for medical, vision, dental and life 
insurances. Refer to the Summary Plan Description (SPD) booklets for a full explanation  
of plan benefits and dependent eligibility requirements.  
 
 Eligibility: 

Medical, Vision and Dental Insurance  
Exempt employees are eligible for participation effective on their date of hire. 
 
Non-exempt employees are eligible for participation effective the first of the month 
following 60 days from their date of hire.  

 

Other Relevant Information, 
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Life Insurance  
Life insurance for all employees is effective the first day of the month following  
90 days  from their date of hire. 

 
Other Relevant Information, Policies and Programs  

 

Flexible Spending Accounts 
Flexible spending accounts allow employees to set aside pre-tax dollars from their paycheck 
each pay period for medical, vision, dental or dependent expenses. As referenced above, 
because pre-tax payroll deductions are used to fund this benefit, certain tax rules apply.  If you 
should have additional questions regarding this benefit, please contact Corporate Human 
Resource Benefits. 
 
Eligibility: 
 

Salaried/”Exempt”:  Employees are eligible for participation effective on their date of hire. 
 

Hourly/”non-exempt”:  Employees are eligible for participation effective the first of the 
month following 60 days from their date of hire.  

COBRA 
COBRA is the Federal law under which employers sponsoring group health plans are required  
to offer persons covered under the plans the opportunity for a temporary extension of health 
coverage (called “continuation coverage”). Under certain circumstances when health coverage 
ends, COBRA coverage allows for a continuation of current coverage at the employee’s 
expense.  A COBRA notice will be mailed to the employee’s home address upon eligibility  
for this benefit.  

Health Insurance Portability Accountability Act (HIPAA) 
The HIPAA Privacy Rule establishes national standards to protect individuals’ personal health 
information (PHI). HIPAA requires appropriate safeguards to protect the privacy of PHI, sets 
limits and conditions on the uses and disclosures of PHI and gives individuals rights over their 
health information. Employees should receive a HIPAA Notice upon visits to their doctors, 
hospitals, or any medical facility. These regulations tighten the restrictions regarding the release 
of (PHI) without the individual’s written authorization including: 
 

• An employer cannot contact the health insurance company to assist the employee  
in an outstanding claim. The health insurance company will not release any information 
regarding the employee to their employer unless an authorization form is completed. 

• An employee or spouse can no longer obtain medical information on a covered 
dependent over the age of 18 without an authorization form being completed. This 
includes information regarding prescriptions, referrals and doctors appointments. 

• A child cannot obtain medical information for a parent unless that parent has signed  
an authorization form with all facilities involved. 
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Employee Assistance Program (EAP) 
The Company provides EAP for all employees who may need assistance in health issues, 
financial issues, legal issues or other personal matters. The EAP is available 24/7 to all covered 
dependents and anyone living in the covered employee’s home. If you have any questions  
or concerns, please feel free to contact your respective Human Resource Department.   
 
The EAP program also offers assistance to supervisors and managers on difficult employee 
situations and critical incidents through a Manager’s Referral program. 

401(k) Savings Plan 
Eligibility for participation in the Genesee & Wyoming Inc. 401(k) Savings Plan is on the first day 
of the month after the employee’s date of hire. (Example:  An employee hired January 1-31 
would be eligible February 1).   

Eligibility for the matching contribution of the Plan is on the first quarter following one year  
of service (January 1, April 1, July 1 and October 1) and 1,000 hours of service. 

An Eligible Employee is any person employed by the Company except for the following: 
 
401(k) Savings Plan Continued. 

 
• any person who is an employee solely by virtue of his status as a temporary or leased 

employee, 
• any person engaged by the Company as an independent contractor, even if it should 

later be determined by a governmental agency for some other purpose that such  
person is or was an employee or  

• any employee of any Affiliate, unless the Affiliate has formally adopted the Plan. 
 

Employees will be credited with a year of service if they complete 1,000 or more hours of service 
during the consecutive 12-month period measured from the first day on which they are entitled to 
be credited with an hour of service.  Please refer to the 401(k) Summary Plan Description (SPD) 
for additional information on this benefit. 

Employee Stock Purchase Plan (ESPP) 
Employees of the Company are eligible to participate in the Employee Stock Purchase Plan 
(ESPP), provided that customary employment is for more than 20 hours per week and the 
employee has been employed for at least one year. Employees may defer up to 10%  
of gross wages to purchase company stock which will be at a ten percent (10%) discount  
from the market price. For more information, please contact the Corporate Human Resource 
Department of GRSI, in Rochester, NY. 

Tuition Assistance Program  
In order to be eligible for the Tuition Assistance Program, an employee must be full time  
with at least one (1) year of service with the Company.  Assistance under the program covers 
undergraduate and graduate level courses/degrees and corporate executive and leadership 
training. 
 
If accepted into the program, an employee may receive reimbursement for 100% of the costs of 
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tuition and mandatory supplies for up to two courses per semester or six courses per year that 
are either pertinent to the employee's development relating to the duties of his/her job with the 
Company or coursework that is deemed by the Company to contribute to the employee's career 
development within the Company.  
 
Tuition assistance will only be given for courses taken at technical institutes, trade schools, 
correspondence schools, or accredited colleges and universities approved by the Company.  
For each course for which an employee applies for reimbursement under this policy, the 
employee must receive a grade of at least a "C" or better. Otherwise, the employee will not 
receive any reimbursement for that course. 
 
In addition to undergraduate and graduate course study or technical training, the Company’s 
Tuition Assistance Program also offers assistance associated with corporate executive/ 
leadership and MBA programs. There may be up to two candidates annually participating in  
this program, and each candidate will be subject to more stringent restrictions and requirements. 
Candidates will be at the discretion of the GWI subsidiary or affiliate’s President, and as 
appropriate, Senior Management1 of the Employee’s department.  
 
For a more detailed explanation of the  Tuition Assistance Program, the associated agreements, 
and application process, please request a copy of the Tuition Assistance Policy from your 
Regional Human Resource department. 

Matching Gifts Plan 
The Matching Gifts Plan is designed to provide an additional incentive for individuals affiliated  
with the Company (each a “participant” or “donor”) to contribute financial support to educational, 
cultural, environmental and charitable organizations of their choice. Subject to the restrictions 
below, matching contributions will be made and may be used by the recipient organizations at 
their sole discretion for such purposes or needs as they determine most desirable. Subject to the 
conditions set forth below, the Company will match a participant’s gift to an eligible educational, 
cultural, environmental or charitable organization according to the participant’s relationship with 
the Company in the following amounts:  
 

 
 
 
 
 

All employees of the Company, as well as members of the GWI Board of Directors, are eligible 
to participate. A donor does not need to have attended the educational institution or be 
associated with the cultural, environmental or charitable organization designated for the gift. 
To be eligible, the recipient, except for eligible educational institutions, must be tax exempt 
under Section 501(c) (3) of the Internal Revenue Code and must not be a religious 
organization or institution. 
 

Educational institutions which qualify for matching funds under the Plan include: 

                                                 
1 Senior Management can be defined as a department’s designated lead employee and/or the management of the 
employee’s GWI subsidiary or affiliate that oversees the employee’s position and/or department. 

Participant Relationship to the Company Amount Eligible for Matching Gift 
Employee $50-$1,000 
Officer $50-$7,500 
Director $50-$5,000 
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A. Secondary schools and schools that offer either a two-year or four-year degree 

above the high school level, or a graduate level school or program. Eligible 
institutions include public and private universities and colleges, graduate schools, 
technical schools granting two- or four-year degrees, junior and community colleges 
and professional schools located in countries in which the Company has operations.  
At present, the Company has operations in the United States, Canada, Australia, 
the U.K., Belgium, Germany, the Netherlands,  and Poland; or 

 
B. Educational institutions that are accredited or approved by a recognized accrediting 

agency, state, regional or local department of education or a state university; or 
 

 
Matching Gifts Plan Continued. 
 

 
C. Educational institutions that are recognized by the Internal Revenue Service as tax 

exempt, non-profit organizations under Section 501(c)(3) of the Internal Revenue 
Code and to which contributions are deductible for federal income tax purposes. 

 
Alumni funds, foundations and associations associated with an eligible educational 
institution qualify for matching funds under the Plan if it is recognized as tax exempt under 
Section 501(c)(3) of the Internal Revenue Code. 

 
Arts and/or cultural organizations open to and operated for the benefit of the public qualify  
for matching funds under the Plan. Eligible arts and cultural organizations include performing art 
centers and groups, art and literary associations, libraries, museums and centers of art, history 
and science (including zoos, aquariums and botanical societies), public broadcasting radio and 
television stations, historical museums and societies. 

 
Environmental/conservation organizations (i) affiliated with national, regional or state-level 
organizations, (ii) that provide public benefits beyond individual communities and (iii) that 
engage in conservation efforts related to land, air and water use qualify for matching funds under 
the plan. Eligible environmental/conservation organizations include groups such as the National  
Audubon Society, National Wildlife Federation, Nature Conservancy, Environmental Defense 
Fund, Sierra Club Foundation and Trust for Public Land.  

 
Charitable organizations affiliated with local, state or regional organizations and that qualify  
as a non-profit organization under Section 509 (a) of the Internal Revenue Code qualify for 
matching funds under the Plan. 
 
To qualify for matching by the Company, the gift value must be at least $50. Each contribution 
must be an unrestricted personal gift of the participant in cash or securities. Accordingly, 
pledges, notes, payments for student fees, alumni and PTA dues, etc. will not be matched. Gifts 
may be made from a personal charitable trust if established by the participant and/or his/her 
spouse. 
 
If the gift is made in securities, then the quoted market value as of the date contributed will be 
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matched in the same manner as cash. If the security is not freely tradable or is not tradable on 
the date the gift is made, then it is the responsibility of the donor to establish to the satisfaction  
of the Company the cash value thereof.  Any number of gifts totaling not more than the 
applicable amounts identified in the above chart may be made annually. 
 
The interpretation, application and administration of this program (which may be suspended, 
changed, revoked or terminated at any time by the Company, in its sole discretion) shall be 
determined by the Company, and its decision shall be final. To determine the eligibility of an 
organization not listed above, please call Corporate Human Resources.  

G&W Scholarship Program 
Each year, the Company offers education scholarships to children of employees of the 
Company. 
 
There are sixteen (16) regional scholarships awarded by lottery drawing and allocated as 
follows: 
 
Northeast Region of Railroads    Bill Putney Scholarship ; G&W Northeast Scholarship 
 
G&W Railroad Services, Inc. George R. Williams Scholarship, Genesee & 

Wyoming Railroad Services, Inc.  Scholarship 
 
Coastal Region of Railroads    James W. Benz Scholarship 

         Robert M. Melzer Scholarship 
 

Southern Region of Railroads    Edward L. Fuller Scholarship 
 
Mountain West Region  of Railroads  John M. Randolph Scholarship; G&W Mountain West 
Scholarship 
 
Midwest Region of Railroads    Frances A. Fuller Scholarship 

         G&W Midwest Scholarship 
 

Pacific Region of Railroads    Mortimer B. Fuller, Jr. Scholarship  
         Philip J. Ringo Scholarship 
 

Canada Region of Railroads    G&W Canada Scholarship (2) 
 
Central Region of Railroads    G&W Central Scholarship 
 
 

If a region does not have a qualified applicant, then that regional scholarship will not be awarded 
for that year.   
 
 
 

Other Relevant Information, Policies and Programs  Other Relevant Information, Policies and Programs  
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The Company also offers four (4) merit-based scholarships on a Company-wide basis  
in North America. The four merit-based scholarships are: 
 

  Jervis Langdon, Jr. Scholarship 
  G&W Board of Directors Scholarship (3) 

 
The merit-based scholarships will be awarded to the four applicants who score in the highest 
percentile on either the SAT or ACT standardized tests, provided that the minimum qualifying 
score must be at or above the 85th percentile as reported by test administrators. 
 
If there are no qualified applicants for one or both of the merit-based scholarships in a given 
year, then they will not be awarded for that year. Unsuccessful applicants for the merit-based 
scholarships will automatically be put into the lottery drawing for the scholarship in the region  
in which their sponsoring parent is employed. 
 
To be eligible for any of the above noted scholarships, a candidate must be: 

• A child of a full-time regular employee of a GWI subsidiary or affiliate.  Children of an 
Executive Officer, Senior Vice President or GRSI Corporate Vice President are not 
eligible. 

• A first-time entering college freshman with a valid letter of admission  
to an accredited institution or technical school 

• Registered for either a two-year or four-year degree or certificate program  

 
All applicants are required to submit a Scholarship Application complete with a copy  
of their letter of admission and a brief statement (not more than one page) of their educational 
goals. 
 
Applicants for the merit-based scholarships are also required to submit a copy of their 
standardized test score, class rank and cumulative Grade Point Average information.  
 
The lottery scholarships shall pay $2,500 per semester for up to four years of college tuition, and 
the merit scholarships shall pay $3,750 per semester for up to four years of college tuition. The 
first payment is issued upon the award of the scholarship. Thereafter, the students must file their 
current semester grades with the Corporate Human Resource Department of GRSI, in 
Rochester, NY. To continue eligibility, students must receive a “C” average for the current 
semester of school attendance. If a student fails to meet this qualification, then the scholarship 
will not be paid for that semester. If a student fails to receive a “C” average for two consecutive 
semesters or fails to enroll for classes for two consecutive semesters, then the scholarship will 
be forfeited. 
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Appendix A - Corporate Human Resource Department of Genesee & Wyoming Railroad 
Services, Inc. 
 
The Corporate Human Resource Department is dedicated to providing exceptional customer 
service.  Any inquiries to Corporate Human Resources in any form, including telephone, fax, 
mail or email on any subject, including payroll, group benefits, policies, etc., will be 
acknowledged within 24 hours. While an answer is not always immediately possible, the problem 
and the time required to reach a solution will be discussed with you.  
Please help us serve you better by leaving your name, company, telephone number and a brief 
description of your needs. You may contact us at the following direct dials, faxes and emails, 
Monday through Friday between 8 a.m. and 4:30 p.m. EST:  
 
Our toll-free number in Rochester, N.Y. is 1-800-367-4977, followed by the four-digit extension 
noted below. 
 

Name Title Telephone Fax 
Extens

ion 
Email 

Bill Fountain 
Director, Corporate 

HR 
(904) 900-6242 (904) 992-9693 3101 william.fountain@gwrr.com 

Casey Johnson 
AVP, Corporate 

Recruiting and HR 
Compliance 

(585) 463-3328 (585) 785-6126 3328 cjohnson@gwrr.com 

Cheryl Hufland  
Director, HR 

Information Systems 
(585) 785-6308 (585) 785-6125 6308 cheryl.hufland@gwrr.com 

Emily Ferrell 
Director, Corporate 

Benefits 
(585) 463-3343 (585) 785-6125 3343 eferrell@gwrr.com 

Gabby DiGregorio 
Director, Corporate 

Payroll 
(585) 463-3348 (585) 785-6130 3348 

gabrielle.digregorio@gwrr.co
m 

Jackie Newstadt 
Corporate Counsel, 

Employee and Labor 
Relations 

(904) 900-6252 (585) 785-6199 3657 jackie.newstadt@gwrr.com 

Kathi Harris 
AVP, Training & 

Development   
(904) 900-6251 (904) 223-4503 3106 kathi.harris@gwrr.com 

Niels Hansen 
Corporate Counsel, 

Employee and Labor 
Relations 

(585) 463-3382 (585) 785-6199 3382 nhansen@gwrr.com 

Tonya Gourdine 
Sr. Paralegal and 

Employee Relations 
Manager 

(585) 463-3435 (585) 785-6199 3435 tgourdine@gwrr.com 
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Appendix B – Regional Human Resource Department 
 

Name Region Telephone Fax Email 

Mary Collins Midwest (217) 793-7937 (217) 793-7930 mary.collins@gwrr.com  

Cory Thompson Mountain West & Central  (801) 316-0206 (801) 316-0207 cory.thompson@gwrr.com  

Bridget Shepard Northeast (585) 463-3402 (585) 785-6171 bshepard@gwrr.com 

Kimberley 
MacMillan 

Pacific 503-480-7794 (503) 365-7787 kimberley.macmillan@gwrr.com 

Lynn Adams Coastal  (904) 596-1083 (904) 223-8726 ladams@gwrr.com 

Benoit Giroux Canada  (514) 948-6969 (514) 273-9938 benoit.giroux@gwrr.com 

Cynthia Strawn Southern (904) 596-7789 (904) 596-4676 cstrawn@gwrr.com 

mailto:mary.collins@gwrr.com
mailto:bshepard@gwrr.com
mailto:kimberley.macmillan@gwrr.com
mailto:ladams@gwrr.com
mailto:cstrawn@gwrr.com
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Appendix C - Receipt of Employee Handbook 
 
 
ACKNOWLEDGMENT 
 

1. I acknowledge that I have read the Employee Handbook for US Genesee & Wyoming 
Subsidiaries as adopted October 1, 2011, and revised January 1, 2017. 

 
2. I understand the contents of the Employee Handbook and will comply with those provisions  

of the handbook that apply to my position throughout my employment with the Company. 
 

3. I recognize that failure to comply with the Employee Handbook is viewed by the Company 
as a potential violation of Company Policy. Violations of Company Policy  
could result in an investigation and, if warranted, lead to disciplinary action, including  
without limitation, termination of employment. 

 
I understand my signature below acknowledges my understanding of and agreement  
to act consistently with the provisions of the Employee Handbook. 
 
 
 
 
________________________________ _____________________________________ 
Employee  Signature     HR Representative or Supervisor Signature  
 
 
_________________________________ _____________________________________ 
Employee  Print Name     HR Representative or Supervisor Print Name 
 
 
_______________________________ _____________________________________ 
Date       Date 
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Appendix D – Related Links 
 
The following railroad-related websites may be useful resources: 
 
 Railroad terminology, slang and definitions: http://www.icrr.net/terms.htm 
 
 Railroad Retirement Board: http://www.rrb.gov 
 
 Glossary of Railroad Retirement Board terms: http://www.rrb.gov/general/glossary.asp 
 

http://www.icrr.net/terms.htm
http://www.rrb.gov/
http://www.rrb.gov/general/glossary.asp
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Northeast Region of Railroads 
and Companies 

Buffalo & Pittsburgh Railroad, Inc.  
Connecticut Southern Railroad, Inc.  
Granite State Transloading Inc.  
New England Central Railroad, Inc. 
Ohio Central Railroad, Inc. 
Ohio Southern Railroad, Inc. 
Providence and Worcester Railroad Company 
Rail Switching Services, LLC 
Rochester & Southern Railroad, Inc.  
Rochester Switching Services Inc. 
South Buffalo Railway Company 
TransRail North America, LLC  
Wellsboro & Corning Railroad, LLC 
Youngstown & Austintown Railroad, Inc. 
The Aliquippa & Ohio River Railroad Co. 
The Columbus & Ohio River Rail Road Company 
The Mahoning Valley Railway Company 
The Massena Terminal Railroad Company 
The Pittsburgh & Ohio Central Railroad Company 
The Warren & Trumbull Railroad Company 
The Youngstown Belt Railroad Company 
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Disclaimer 
This handbook is not an employment contract and cannot cover every facet of the employer- 
employee relationship between Genesee & Wyoming Inc. subsidiaries and affiliates, and their 
employees.  This handbook supersedes all prior handbooks.  Company policies may be changed 
from time to time as deemed appropriate.  Amendments can be made only with the written approval 
of the Chief Human Resource Officer of Genesee & Wyoming Railroad Services, Inc. (“GRSI”).  Any 
questions regarding interpretation should be directed to the Corporate Human Resource Department 
of GRSI at (800) 367-4977. 
 
Unless the context otherwise requires, the terms "Genesee & Wyoming", "GWI", "the 
Company", "we", "our" and "us" refer to Genesee & Wyoming Inc. subsidiaries and affiliates.  
Any reference to employee refers to employees of Genesee & Wyoming Inc. subsidiaries or 
affiliates.   
 
 
 
Collective Bargaining Agreements 
Employees covered by collective bargaining agreements should refer to their contract for additional 
benefits and policies. For policies, excluding benefits, not covered by a Collective Bargaining 
Agreement, this Handbook controls. 
 
In the event there is an inconsistency between the terms of a collective bargaining agreement and 
this handbook, the collective bargaining agreement language will control for the employees covered 
by that agreement. 
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Safety Eyeglass  
Northeast Region requires all employees to wear eye protection when they are in any of the 
operating areas of the railroad. Employees, visitors and contractors are required to wear company 
approved eye protection with side shields while on company property, except in the office building, 
lunchroom, restrooms and highway vehicles. These areas are not considered “high risk areas” for 
the purpose of this policy and generally do not require eye protection. 
 
Nonprescription safety glasses will be provided by the Company at no expense to the employee. 
Clerical-Administration and visitors will be provided with plain (plano) safety glasses prior to entering 
operating areas. 
 
For employees who require prescription eyeglass the following must be followed: 

 Must be approved by the employee’s department head 
 Employees are responsible for paying cost of the examination and fitting. Railroad 

will only pay for the frames and lenses. 
 Employees will be permitted one pair of clear and one pair of tinted eyewear every 

two years, or one pair of transition lens eyewear every two years. 
 Eyeglasses under this program are limited to the following: 

o Plastic or polycarbonate lenses only 
o Frame style choices (limited to Company approved styles. Please see Frame 

Selection Kits containing Company approved frame choices) 
o Fixed or riveted side shields 
o Tints are allowable 
o Transition lenses are allowable 
o Progressive lenses – when determined necessary by the examining Doctor 

 
Employees can obtain the Prescription Form (Rx) from their supervisor to take to their doctor.  
 
Frame selections kits, sizing charts and samples of tinted lenses will be available at designated 
locations (kits are portable and may be taken to the Doctor by the employee). The selected shade 
for tinted lenses must be written on the bottom of Rx form. 
 
Employee schedules eye examination (after working hours) and provides the examining Doctor with 
a PRESCRIPTION FORM and “selected” choice of frames. 
 
When the examination is complete, the PRESCRIPTION FORM shall be distributed by the 
employees as follows: 

The original 2 copies mailed by employee to Shannon Optical in a preaddressed envelope. 
One copy shall be retained by examining Doctor. 
One copy shall be returned by the employee to the railroad supervisor. 

 
Shannon Optical Company will process the order per our guidelines and will forward glasses to the 
railroad. RCA Optical will process the order per our guidelines for Providence and Worcester 
Railroad Company employees.  Stauffer Glove and Safety will process the order per our guidelines 
for Ohio Central Railroad, Inc. employees. 
 
The railroad supervisor will advise the employee when glasses are received. 
 
The employee is responsible for lens verification and fitting. 
 
Additional Safety Eyewear for Specific Work Activities: 
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When a job involves activities that increase the potential for eye injuries or, when any other job is 
being performed in close proximity to an activity with a greater potential for eye injuries.  
PROTECTION IN ADDITION TO STANDARD EYEWEAR SHALL BE WORN AS INDICATED 
BELOW: 
 

STD =  Standard eyewear for operation 
ALT =  Approved alternate protection 
FAC =  Face shield required in addition to standard or alternate types of safety eyewear 
REC =  Recommended in addition to standard eyewear 

 
Standard Eyewear required Goggles Face Shield 

Chipping, cutting or caulking ALT REC 
Breaking or cutting concrete or asphalt ALT FAC 
Striking or striking with hardened tools ALT FAC 
Cutting rivets, bolts or cotter keys, splitting nuts, 
etc. 

ALT FAC 

Scaling, scraping or removing welding flux ALT FAC 
Using power-activated impact tools ALT REC 
Using tools powered by explosive charges ALT REC 
Machining steel, cast iron, brass or bronze ALT FAC 
Boring, drilling or reaming  ALT N/A 
Operating woodworking machines  ALT FAC 
Operating adzing machines or power rail saws  STD FAC 
Operating rail drills  ALT FAC 
Operating a grinder  ALT FAC 
Dressing grinding wheels  ALT FAC 
Blowing or cleaning with compressed air or steam  ALT FAC 
Sandblasting  Sandblasting Hood is 

Standard 
Sandblasting Hood 

is Standard 
Spray painting  ALT N/A 
Spraying or general use of cleaning agents, power 
washing 

STD REC 

Pouring or handling molten metal  ALT FAC 
Handling acids or other chemical solutions  STD FAC 
Handling/Servicing storage batteries  STD FAC 
Electric welding  Welding Helmet is 

Standard 
Welding Helmet is 

Standard 
Gas welding or cutting  Welding Goggles are 

Standard 
Welding Goggles 

are Standard 
Using tools to break frozen ground, gravel cinders, 
ballast, etc. 

ALT REC 

Working in areas where heavy dust conditions exist STD N/A 
Using cut-offs discs or other tools having carbide 
bits  

ALT FAC 

 
Note: Other employees or visitors exposed to the above hazards are required to wear eye 
protection. 
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Welding & Cutting Operations:  
Approved protective eyewear with properly selected filter shade lenses must be used for all welding 
and cutting operations. In addition, when arc welding, a welders helmet must be worn to prevent 
ultraviolet burns to the skin. 
 
Other personnel working in an area where welding and cutting operations are being performed 
should wear tinted lenses or selected filter lenses appropriate for the type of work being performed. 
 
The following is a guide for the selection of the proper shade numbers for welding operations: 
 

JOB PERFORMED SHADE NUMBER 
Shielded metal-arc welding: 
1/16 – 3/32 – 1/8 – 5/32 inch electrodes 

10 

Gas-shielded arc welding (nonferrous): 
1/16 – 3/32 – 1/8 – 5/32 inch electrodes 

11 

Gas-shielded arc welding (ferrous): 
1/16 – 3/32 – 1/8 – 5/32 inch electrodes 

12 

Shielded metal-arc welding: 
3/16 – 7/32 – 1/4 inch electrodes 12 
5/16 – 3/8 inch electrodes 14 

 
12 
14 

Atomic hydrogen welding 10-14 
Carbon arc welding 14 
Soldering 2 
Torch blazing 3 or 4 
Light cutting up to 1 inch 3. or 4 
Medium cutting 1 to 6 inches 4 or 5 
Heavy cutting, 6 inches and over 5 or 6 
Gas welding (light) up to 1/8 inch 4 or 6 
Gas welding (medium) 1/8 to 1/2 inch 5 or 6 
Gas welding (heavy) 1/2 inch and over 6 or 85 

 
 
Sunglasses/Tinted Lenses: 
Transition prescription glasses are approved for all departments.  
 
Sunglasses may not be used by Mechanical Dept. employees. Allowable areas in the Mechanical 
Department are for driving only. 
 
 
Use limits for Sunglasses/Tinted Lenses: 

 Not to be used during the period of one hour before sunset and continuing until one hour 
after sunrise. 

 Not to be used when working in tunnels, buildings, or in other places where there is a 
similarly low level of light. 

 Not to be used when the available light would generally be considered inadequate for the 
performance of the job or task. 
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Accessories: 
The following accessories are available: 

 Elastic Spectacle Headbands 
 Cases 

 
Supervisors Responsibility: 
Supervisors are responsible for the day-to-day application of the eyewear program. They must 
ensure that employees understand and comply with it. To carry out this responsibility, supervisors 
will: 

 Determine the type of safety eyewear required for the job activity 
 Instruct employees in regard to how to obtain and replace eyewear 
 Ensure that sufficient supply of eyewear and accessories are readily available 
 Enforce and use discipline as necessary to ensure the use of safety eyewear as described in 

this policy 
 Maintain an adequate supply of order forms and kits. 
 Provide a place and maintain a supply of plain safety glasses and visitor spectacles 

 
Safety Boot  
Northeast Region requires all employees to wear safety steel/composite toe boots any time they are 
engaged in activities that involve railroad operations, shop operations and being on the railroad right-
of way. 
 
In order to assist employees that require purchasing or replacing their safety steel/composite toe 
boots, vendors have been selected for direct purchase. The selected vendors will directly invoice the 
railroad up to a maximum of $200 (including tax and shipping) per employee, per year. While at the 
selected vendor location, employees will be responsible to complete and sign the safety boot 
reimbursement form and also pay any amount over $200 at the time of purchase. Selected vendors 
have been supplied with the safety boot reimbursement forms as well as the Policy. Your purchase 
from the vendor must meet the below requirements in order for the vendor to receive 
reimbursement: 
 

 ANSI class 75 minimum, steel/composite toe 
 Laced, leather type boots of sturdy construction at least six inches in height with a defined 

heel of no more than 1.5 inches 
 Puncture proof and non-slip oil resistant soles 

 
For a list of approved vendors, please contact your supervisor. 
 
Employees may elect not to use an approved vendor and pay out of pocket. To be reimbursed the 
employee must complete a Safety Shoe Reimbursement Form.  All forms with receipts attached 
must be turned into the Northeast Office Manager located in Rochester, NY. Reimbursements will be 
made through your normal payroll check.  
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Bereavement 
The Company understands that following the loss of a family member, employees may need some 
time away from work to attend the funeral, make arrangements or handle other family matters. 
 
Employees will receive an amount equal to a regular day’s pay at their regular rate of pay  
for a maximum of three (3) days to attend the funeral of an immediate family member. Bereavement 
pay will not count towards the calculation of overtime. 
 
Immediate family is considered to be a spouse, child, stepchild, grandchild, parent, stepparent, 
parent-in-law, sibling, stepsibling, sibling-in-law, grandparent or spouse’s grandparent. Other family 
relationships may be approved under the policy, based on Manager or Regional Human 
Resource/Labor Relation discretion. 
 
Compensation will be for the time missed from work during a scheduled work day. The three days 
may be applied to those days before the funeral and where necessary for travel or other justified 
compelling reasons the day after the funeral. 
 
Jury Duty 
Employees called for jury duty or selection for service on a jury will receive jury duty pay equal  
to a regular day’s pay at their regular rate of pay for each day of jury duty. Days for which the 
employee is paid are limited to those on which the employee schedule would otherwise require you 
to work. Employees are required to provide a certificate of jury duty signed by an officer of the court 
to be eligible for jury duty pay. Jury Duty pay does not count towards the calculation of overtime. 
Please refer to the juror’s handbook as state or federal requirements may differ and will supersede 
company policy.  
 
Vacation 
It is the company’s desire that each employee be awarded adequate time off and utilize that time 
during each calendar year.  Employees should make every effort to take their vacation and 
reasonable consideration should be taken to get vacation approved in advance by supervisors. 
 
Full-time employees will earn vacation based on years of service as follows: 

1 to 5 years of service   13 days 
After 5 years of service   16 days 
After 10 years of service  19 days 
After 15 years of service  21 days 
After 25 years of service  25 days 
 

Vacation will be earned throughout the year on a pro-rata basis (“earn-as-you-go”) based on years of 
service as of January 1 of the year of hire, as follows1: 

Less than 1 year of service    8.00 hours per month 
1 to 5 years of service      8.67 hours per month 
After 5 years of service   10.67 hours per month 
After 10 years of service  12.67 hours per month 
After 15 years of service  14.00 hours per month 
After 25 years of service  16.66 hours per month  

                                                 
1   Should state law requirements dictate a different proration schedule, state law will supersede. Please see your 
Director, Human Resources for details. 
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To facilitate scheduling of vacation in the early part of the year, an employee can, if needed, use up 
to one half of the year’s allotment prior to actually earning it.  Employees joining the company during 
a calendar year will begin earning vacation during their second month of employment. (For example, 
an employee hired in August will begin earning vacation time in September.) ** 

Vacation time must be taken in increments of no less than four (4) hours.  All employees are 
required to take their vacations and may not work in lieu of time off.  Vacations will be scheduled 
through supervisors so that the efficient operation of the department or location is maintained. 

An employee who severs the employment relationship will be paid for any unused and earned 
vacation through that date.  New hires must work a minimum of six (6) months to receive 
unused/earned payout of vacation. ** 

Vacation earned during a calendar year must be taken during the year in which it is earned (“use-it-
or lose-it”).**  Employees who were previously grandfathered and allowed to bank carryover 
balances on December 31, 2014, may use the time but these balances will not be permitted to 
increase in either hours or dollar value beyond the December 31, 2014 balances. (For example, an 
employee with 80 hours of earned time as of December 31, 2014 will be able to “bank” that time only 
once.  Moving forward, that employee may draw down on his/her “banked” time.  Once the “banked” 
time is used, it is never replenished.)  

Vacation that is deferred due to extenuating circumstances related to workload, or vacation time that 
falls outside of common practice, will be evaluated by the employee’s manager for appropriate 
consideration to be “banked” for the following year or utilized in a format outside of common vacation 
practice; final approval to “bank” time or utilize vacation time in a manner outside of common 
Regional practice must receive final approval from the Sr. Vice President of the Northeast Region 
and Director of Human Resources.  

**Unless otherwise required by State Law 

Holidays 
Certain holidays are observed as paid holidays each year.  Each regional office will publish the 
assigned holiday schedule by November 15th of each year for the upcoming calendar year.  
Employees hired on, or after, October 1st of the calendar year will not be eligible for floating 
holidays, if offered by the Region, until the following calendar year. 
 
A request for a Floating Holiday must be submitted in writing to your Manager within seventy-two 
(72) hours of the time off needed.  Your Manager will approve or deny your request in writing within 
forty-eight (48) hours of receiving the request.  Consistent with the timing of requests, seniority will 
govern in granting floating holidays.  
 
In some cases, the actual date of the holiday may be slightly adjusted to coincide with our 
customer’s observance of the holiday. This will ensure that as many of our employees as possible 
are able to spend the holiday at home with their families. 
 
Employees must work their regularly scheduled days before and after each holiday to receive 
holiday pay unless prior arrangements are made for a vacation day, bereavement or jury duty. 
 
For purposes of holiday pay, employees will be paid eight (8) hours at the employee’s straight-time 
hourly rate.  Any non-exempt employees who qualify for holiday pay and are required to work will 
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receive the overtime rate of pay for all hours actually worked on the holiday. Holiday pay will not 
count towards the calculation of overtime. 
 
Short-Term Disability Leave Policy for Exempt Employees 
The Company recognizes that the inability to work because of a serious health condition  
or a non-work related injury may cause economic hardship. For this reason, the Company provides a 
paid short-term disability (STD) leave benefit for Exempt employees after six  
months of continuous service. 
 
Exempt employees who are unable to work because of a serious health condition, non-work related 
injury or disability (including pregnancy, child birth and related conditions) may be eligible to apply 
for a STD leave of absence with UNUM. The STD benefit provides for 80% of your weekly gross 
income for up to a maximum of 26 weeks, after a 7 day elimination period.  During the elimination 
period you may request the use of any available paid time off through your Payroll Coordinator. The 
employee will be required to provide any necessary medical certification of the need for STD leave 
to UNUM. 

 
The Company will continue to provide medical, dental and life insurance coverage for Exempt 
employees on authorized STD leave for up to 26 weeks of the leave. Employees are required to 
make arrangements to cover the employee premiums during their STD leave.  Thereafter, 
employees will be offered the right to continue health insurance benefits, at their own expense, 
under COBRA.  
 
If UNUM determines that the leave of absence is eligible under the Family and Medical Leave Act 
(FMLA), then the STD leave will run concurrently with FMLA and will be counted against time 
available for FMLA leave. Failure to return to work at the conclusion of the STD leave of absence, 
unless an extension of a leave is approved with the employee’s supervisor, will be considered 
position abandonment. 
 
Please contact your Human Resource Representative to request additional information on UNUM 
and proper filing procedures. 
 
Short-Term Disability Leave Policy for Non-Exempt, Non-Union Employees 
The Company recognizes that the inability to work because of a serious health condition or a non-
work related injury may cause economic hardship. For this reason, the Company provides a paid 
short-term disability (STD) leave benefit for non-exempt employees after one year of continuous 
service.  
 
Non-exempt employees who are unable to work because of a serious health condition, non-work 
related injury or disability (including pregnancy, child birth and related conditions) may be eligible to 
apply for a STD leave of absence with UNUM.  The STD benefit provides for 80% of your weekly 
gross income for up to a maximum of 12 weeks, after a 7 day elimination period.  During the 
elimination period you may request the use of any available paid time off through your Payroll 
Coordinator. The employee will be required to provide any necessary medical certification of the 
need for STD leave to UNUM. 
 
The Company will continue to provide medical, dental and life insurance coverage for Non-Exempt 
employees on authorized STD leave.  If the employee is unable to return after 12 weeks of STD 
leave, and has applied for LTD leave, the Company will continue to provide medical, dental and life 
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insurance coverage for up to an additional 14 weeks of the leave. Employees are required to make 
arrangements to cover the employee premiums during their leave.  Thereafter, employees will be 
offered the right to continue health insurance benefits, at their own expense, under COBRA.  
 
If UNUM determines that the leave of absence is eligible under the Family and Medical Leave Act 
(FMLA), then the STD leave will run concurrently with FMLA and will be counted against time 
available for FMLA leave. Failure to return to work at the conclusion of the STD leave of absence, 
unless an extension of a leave is approved with the employee’s supervisor, will be considered 
position abandonment. 
 
Please contact your Human Resource Representative to request additional information on UNUM 
and proper filing procedures. 
 
Long Term Disability Leave Policy  
The Company recognizes that an inability to work because of a serious health condition or a  
non-work related injury may need to be extended past a normal STD leave and continue to cause 
economic hardship. For this reason, the Company provides a long-term disability (LTD) leave benefit 
for employees, the first of the month after two years of continuous service. This benefit is covered by 
an outside provider so the employee must meet policy requirements. 
 
Employees must be working at least 30 hours per week over a continuous service period of two 
years before becoming eligible for the benefit. There is an elimination period of 180 days before  
the benefit can commence. The monthly benefit is 50% of your monthly earnings (based on  
straight time only) but shall not exceed $6,000 per month. Please contact your Human Resource 
Representative for additional information on this benefit.  
 
Personal Leave of Absence  
Genesee & Wyoming recognizes there are times when an employee may need to take a leave of 
absence for personal or medical reasons. 
 
To be eligible, an employee must be an active full-time employee and have completed at least six (6) 
months of continuous service. Employees who would like to request a personal leave of absence 
must submit a request to their Manager and Human Resource Director at least 30 days in advance, 
or as soon as reasonably possible. Leave requests may not be greater than 30 days, and will be 
considered based on business conditions and customer needs.  A leave request may or may not be 
approved and will be at the sole discretion of the employee’s manager.  Insurance benefits will 
continue during the 30-day leave and the employee will be responsible to make arrangements to 
cover their insurance contributions. Thereafter, employees will be offered the right to continue health 
insurance benefits, at their own expense, under COBRA.  
 
Employees may elect to substitute paid leave (e.g. sick, vacation days and non-designated floating 
holidays) for all or part of an otherwise unpaid leave. 

Failure to return to work at the conclusion of the leave of absence, unless an extension of a leave is 
approved by the employee’s manager, will be considered position abandonment. 
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Appendix A – Regional Human Resource Department 

The Human Resource Department is dedicated to providing exceptional customer service to you. 
Inquiries to Human Resources in any form, including telephone, fax, mail, or email on any subject, 
including payroll, group benefits, policies, etc., will be acknowledged within a timely manner. While 
an answer is not always immediately possible, the problem and the time required to reach a solution 
will be discussed with you. We are in the people service business. 

Please help us serve you better by leaving your name, company name, telephone number and a 
brief description of your needs. You may contact us at the following direct dials, faxes and emails, 
Monday thru Friday between 8 a.m. and 4:30 p.m. EST:  

 
Northeast Region 
Bridget Shepard – Director, Labor Relations  
Telephone: (585) 463-3402; Fax: (585) 785-6171 bshepard@gwrr.com 
 
Terry Morgan – Director, Human Resources  
Telephone: (585) 785-6300; Fax: (585) 785-6300 terry.morgan@gwrr.com 
 
Tamara Zelenjakovic – Human Resource Manager  
Telephone: (585) 463-3379; Fax: (585) 463-3379 tzelenjakovic@gwrr.com 
 
Holly Burns – Human Resource Manager  
Telephone: (585) 463-3354; Fax: (585) 463-3354 holly.burns@gwrr.com 
 
Stacy Riley – Payroll Specialist  
Telephone: (585) 463-3436; Fax: (585) 785-6204 stacy.riley@gwrr.com  
 
 
Appendix B – Corporate Human Resource Department 

Tonya Gourdine – Director, Employee Relations  
Telephone: (585) 463-3435; Fax: (585) 785-6199  tgourdine@gwrr.com  

Casey Johnson – AVP, Corporate Recruiting & HR Compliance 
Telephone: (585) 463-3328; Fax: (585) 785-6126 cjohnson@gwrr.com  

Gabby DiGregorio – Director, Corporate Payroll                                                                                
Telephone: (585) 463-3348; Fax: (585) 785-6130  gabrielle.digregorio@gwrr.com 
 
Emily Ferrell – Director, Corporate Benefits  
Telephone: (585) 463-3343; Fax: (585) 785-6125 eferrell@gwrr.com  
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Receipt of Employee Handbook Supplement 
 
ACKNOWLEDGMENT 
 

1. I acknowledge that I have read the Employee Handbook Supplement as adopted October 1, 
2011, and updated January 1, 2019. 

 

2. I understand the contents of the Employee Handbook Supplement and will comply with those 
provisions of the manual that apply to my position throughout my employment with the 
Company. 

 

3. I recognize that failure to comply with the Employee Handbook Supplement is viewed by  
my employer as a potential violation of Company Policy. Violations of Company Policy could 
result in an investigation, and if warranted, lead to disciplinary action, including without 
limitation, termination of employment. 

 
By my signature below, I acknowledge receiving a copy of the Employee Handbook Supplement.  
I have reviewed it and am aware of its contents.  
 
I understand my signature below acknowledges my understanding of and agreement to act 
consistently with the provisions of the Employee Handbook Supplement. 
 
 
________________________________ ____________________________________ 
Employee Signature                Supervisor or HR Manager     Signature 
 
 
________________________________ ____________________________________ 
Employee Print Name           Supervisor or HR Manager    Print Name 
 
 
________________________________ ____________________________________ 
Date             Date 
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