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HANDBOOK PURPOSE 
 
This handbook is provided to give employees a general description of policies, programs, benefits, and 
work rules.  No handbook can be so inclusive as to cover every circumstance that may arise.  Additionally, 
MESA may abide by other policies or procedures not described herein, such as policies listed in MESA’s 
Policy Manual.  This handbook also contains information that is not applicable to every position or 
employee.  If you have a question about anything in this handbook, please contact Human Resources or 
your supervisor, who would be happy to explain anything that may be of concern. 
 
This handbook is subject to change at any time.  The most recent version of the handbook will be posted 
on MESA’s SharePoint site.  The posted handbook is the applicable version and it is the employee’s 
responsibility to check for updates and familiarize himself or herself with this version.  Additionally, MESA’s 
Policy Manual has more comprehensive and detailed information about many of these policies.  Every 
employee is responsible for familiarizing himself with the Policy Manual and with MESA’s Drug and Safety 
Policies.  If you have a question regarding access to the online copy of this handbook, please contact 
Human Resources or your supervisor, who would be glad to show you where to find it. 
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COMPANY PROFILE 

MESA started as a one-man service company in 1979.  Today, our privately-owned business designs, 
manufactures, and installs cathodic protection systems for underground piping, tanks, and other metallic 
structures.   

Cathodic protection: an electrochemical method of controlling corrosion on underground and 
submerged steel structures.   

MESA’s customers include pipeline operators, oil and gas producers, gas distribution, and electric utilities.   

2013 Revenue: $110 million 
 
2013 Workforce: 180 employees 
 
Location: Corporate headquarters and the manufacturing facility are located in Tulsa.  Branch offices are 
located in Houston, Ft. Worth, Florida, California, Ohio, South Carolina, and Washington. 
 
President/CEO: Terry May 

• MESA leads its competitors in customer satisfaction according to a third-party survey. 
• MESA is a two-time recipient of the Malcolm Baldrige National Quality Award (2006 and 2012). 
• MESA focuses on the development of ongoing, profitable relationships.  We strive to be the 

preferred supplier of our customers and the preferred customer of our suppliers. 
• MESA is the only full-line North American cathodic protection company to become ISO 9001 

certified. 
• All MESA employees are rewarded through a profit-sharing program in which 25% of annual net 

pre-tax profits are distributed.  
• MESA has more than doubled in size while transforming itself from a manufacturing company to a 

full-service provider of corrosion control and integrity solutions to the pipeline industry. MESA’s 
growth rate during this period exceeded its closest competitor by almost forty percent. 

• MESA’s entry into new markets, including expansion into the asset integrity market for pipelines, 
has created more than $26 million of annual revenue over a nine year period.  
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ORGANIZATIONAL CHART 
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LEADERSHIP TEAM 
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STRATEGIC PLAN 
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MESA’S STRATEGIC OBJECTIVES 
 
World-Class SAFETY 
 
MESA’s world-class SAFETY culture ensures our employees go home in the same or better condition in 
which they arrived.  For our customer’s, our culture of SAFETY ensures their project will be executed 
without compromise to personal health and well-being.  There is no job at MESA worth doing if it’s not 
done SAFELY. 
 
Great Service 
  
MESA promises customers “industry leading” customer service.  It delivers on that promise through an 
intense focus on the performance attributes that drive customer satisfaction.  Key performance metrics 
include on-time shipping, percentage of orders shipped within three business days, and customer-affected 
non-conformances.  Since 2000, MESA has increased on-time shipping performance from 93% to over 97%; 
three-day shipment results have improved from 62% to 80%; major non-conformances have declined 
almost 50%.   
 
Great Relationships 
 
MESA emphasizes the development of long-term relationships with both customers and suppliers.  
Through a variety of formal and informal strategic alliances, MESA has created strong bonds with key 
customers, resulting in a high retention rate.  Although MESA actively seeks new customers, it understands 
that success in a mature market rests on an ability to retain key relationships.  The strength of these 
relationships allows MESA to focus on delivery of value rather than price.  The relationship focus also 
extends to MESA’s supply chain.  Through ongoing performance measurement and communication with 
key vendors, MESA has positioned itself as the “preferred customer of its suppliers” while also being the 
“preferred supplier to its customers.” 
 
World-Class Performance 
 
MESA is passionately committed to continuous improvement as a means of achieving long-term success 
and sustainability.  From implementation of Total Quality Management (TQM) in 1993 to a pursuit of the 
Malcolm Baldrige Award, performance improvement has remained a key business strategy.  MESA’s initial 
strategic planning process in 1999 resulted in the identification of ISO 9002 as a strategic goal.  MESA 
certified to the ISO 9002:1994 standard in 2000 and upgraded to ISO 9001:2000 in 2003.  MESA adopted 
LEAN as its primary improvement methodology in 2003 and shows significant improvement in a number of 
areas.  In 2006 and again in 2012, MESA was awarded the prestigious Malcolm Baldrige National Quality 
Award, as well as the Oklahoma Quality Award in 2006. 
 
Great Place to Work 
 
MESA has created a culture of empowerment and continuous learning for its employees. All employees 
participate in weekly group meetings, along with a variety of regularly scheduled meetings and 
presentations aimed at facilitating two-way communication.  MESA invests over $2,000 per employee in 
training annually, almost twice the national average.        
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Opportunistic Growth 
 
Historically, MESA’s approach has been to position itself to take advantage of growth opportunities in a 
profitable manner.  This passive approach was initially the result of capital constraints.  Using this approach 
through its thirty-year history, MESA has successfully exploited many of these opportunities, resulting in 
rapid growth relative to market growth.  Virtually all growth is at the expense of competitors.  MESA’s 
approach remains opportunistic growth, but in recent years, MESA has begun actively identifying and 
creating opportunities.  Recent successes in the pipeline integrity, exploration, and production markets 
have positioned MESA for continued profitable growth. 
 
 

PRINCIPLES, PURPOSE, AND PATH 
 
PRINCIPLES 
 
INTEGRITY - We conduct business with the highest integrity at all times. 
 
FUN - We want our workplace to be an enjoyable and fun work environment.  
 
RESPECT - We treat our stakeholders with respect, in the same way as we would like to be treated.  
 
COMMUNITY - We protect and support our communities. 
 
SAFETY – We protect people, property, and the environment. 
 
 
ONEMESA PURPOSE 
 
To SAFELY deliver innovative solutions through world-class performance 
 
 
PATH 
 
Deliver superior value through our: 
 

• People 
• Passion 
• Products 
• Processes 
• Profitability 
• Professionalism 
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STANDARDS OF CONDUCT 

Message to Employees 
 
Conducting business in accordance with the highest standards of ethical conduct has always been a core 
value of MESA.  MESA’s success depends upon conducting business ethically.  As stated in our Principles, 
“we conduct our business with the highest integrity at all times.” 
 
To this end, we have developed formal “Standards of Conduct.”  These Standards relate to our 
relationships among ourselves and our relationships with customers, vendors, competitors, and the 
communities in which we participate.  The Standards, however, mean little without a personal 
commitment.  If at any time you have a question about the right course of conduct, or you feel that you’ve 
been put in an ethical bind, please talk to your supervisor or me.  You can come to my office anytime, call 
me (x 148), or email me (terry.may@mesaproducts.com).  We’re all here to help and our goals are all the 
same. 
 
These Standards of Conduct are not all-encompassing.  Although the Standards will be interpreted within 
the applicable legal framework, you’ll generally be safe if you exercise good judgment and common sense.  
Reasons like “everyone does it,” “the competition is doing it,” or “it’s not illegal” are unacceptable excuses 
for violating our Standards.  As a team, we’re better than that.  Our reputation rests on the judgment and 
conscience of each of us.  I’m proud to have you aboard this team and I hope we can be a company you’re 
proud to work for. 

 
Terry F. May, President 
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Compliance - It is the responsibility of each employee to comply with these Standards of Conduct.  Failure 
to comply with these Standards and any Company policies will result in appropriate discipline.  Employees 
are encouraged to bring violations or suspected violations of the Standards of Conduct to the attention of a 
supervisor or Terry May. 
 
General Principles - MESA is committed to the highest level of integrity in its dealings with people and 
organizations.  Our Standards of Conduct provide employees with guidance on relationships with fellow 
employees, clients, vendors, shareholders, competitors, and our communities.   
 

Communities - MESA is a responsible corporate citizen of the communities in which it participates.  
We abide by all national and local laws, and strive to improve the well-being of those communities.  
MESA conducts operations in a manner so as to safeguard our communities and environment.   
 
Employees - Equal Employment Opportunity – MESA offers equal employment opportunities to all 
qualified individuals in all aspects of the employment relationship. 
 
Workplace Environment - MESA is committed to providing employees with a SAFE work 
environment free from discrimination, harassment, or behavior not conducive to a productive work 
climate. 
 
Drug, Alcohol, and Tobacco - MESA provides employees with a drug free environment and drug 
and alcohol use in the workplace is strictly prohibited.  Employees are required to report to work 
free from the presence and influence of prohibited drugs or alcohol.  Employees are required to 
inform their supervisor of any prescription or non-prescription drug that may affect their ability to 
perform their job functions.  MESA is also a tobacco-free workplace.  Tobacco use of any kind on 
company property, including job sites and vehicles, is strictly prohibited. 
 
Communication - MESA provides communication channels that encourage self-expression and 
open dialogue in order to promote responsible opinions, attitudes, and concerns.   
 
Employee Development - MESA encourages and promotes employee development. 
 
Clients and Vendors – A conflict of interest exists in any circumstance that could cast doubt on 
MESA’s ability to act with total objectivity regarding its interests.  All employees must deal with 
vendors, clients, and others in a way that avoids the appearance of a conflict between personal 
interests and the interests of the Company.  Relationships, whether business, financial, or personal, 
may give rise to situations causing conflicts or the appearance of conflicts of interest.  Employees 
should carefully evaluate their relationships as they relate to MESA business to ensure that such 
conflicts do not exist.  Although it is impossible to list all situations involving a potential conflict of 
interest, the following examples describe a few situations that might constitute a conflict: 
 

• A direct or indirect financial interest in any MESA vendor, if the employee can influence 
business decisions. 

• A contractual or employee relationship with any vendor, competitor, or client of MESA. 
• Use of any company asset for personal advantage.  Examples of such assets include not only 

equipment, tools, and supplies, but also ideas, client information, and other confidential 
information. 
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Product Quality and Safety - All MESA products must be designed, produced, and delivered with 
the safety and health of our clients and product-users as the primary consideration.  All employees 
have a responsibility to design, manufacture, and deliver quality products.  Required inspection and 
testing operations must be properly completed before delivery to the client. 
 
Marketing and Selling - It is our responsibility to understand client requirements and satisfy those 
requirements by offering quality products and services.  MESA is committed to honestly selling 
products and services.  We will not pursue any sale that requires us to act unlawfully or in violation 
of these Standards.  Bribes and kickbacks in any form will not be accepted or tolerated. 
 
Consultants, Representatives, Agents, & Subcontractors - Consultants, representatives, agents, 
and subcontractors may not act on MESA’s behalf in any manner inconsistent with our Standards of 
Conduct or any applicable laws or regulations. 
 
Proprietary Information - MESA employees will respect proprietary information and trade secrets 
of clients and vendors and will not disclose any client or vendor information unless the release or 
disclosure is properly authorized by the individual or firm.  Employees shall not divulge the 
proprietary information of their former employers. 
 
Vendors - MESA selects all equipment and services on the basis of quality, service, value, and 
competitive pricing.  MESA’s vendors are treated with respect and dignity. 
 
Gift-giving and Receiving - As a general rule, employees may not accept or offer anything of value 
that may influence business decisions they make on behalf of the Company.  Employees may only 
accept gifts of nominal value.  “Nominal” is defined as a value of $50 or less, unless the gift (or 
series of gifts) creates the appearance of influencing business decisions of the employee.  The 
exchange of social amenities (i.e., business lunches, dinners, or entertainment) between MESA 
employees and third parties is acceptable when reasonably related to a clear business purpose and 
within the bounds of good taste and what is customary in a normal business relationship.  However, 
any entertainment, favor, or gift that is too repetitive or carries a perception of influence or 
obligation for the giver or the recipient is inappropriate.  The appearance of impropriety must be 
avoided at all costs. 
 
Competitors - MESA competes vigorously but honestly for business.  Our efforts will be based on 
the merits of our competitive offerings. 
 
Antitrust Laws - Formal or informal agreements with “friendly” competitors to limit or restrict 
competition are violations of antitrust laws.  MESA employees should not discuss or make 
arrangements with any potential competitor, or exchange information with competitors regarding 
prices, market share, or any other data in possible violation of antitrust laws.   
 
Competitive Information - In the highly competitive global marketplace, acquisition of information 
about competitors is a necessary element of business.  Such information will be accepted only 
when both receipt and use of the information is lawful. 
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STANDARDS OF BEHAVIOR 

• Employees must conduct all business affairs lawfully and with integrity.  

• Employees are expected to maintain a similar integrity after the work day ends. 

• Employees must be committed to MESA's Path and constantly strive to provide superior value to 
our customers by improving our products and processes.    

• Employees must treat others with dignity, respect, and sensitivity to enable them to fully utilize 
their knowledge and find satisfaction in their work.  

• Employees must value customers and co-workers by communicating in an effective, friendly, and 
personal manner. 

• Employees must develop and practice humility (the self-realization that you do not know 
everything or have the corner on total knowledge and understanding) by listening and 
understanding what others are saying.  

• Employees must have the vision and openness to challenge the status quo, embrace and create 
learning and change, and view their role and the business as part of a dynamic process rather than 
a set of fixed relationships or tasks.  

• Employees must set high expectations for themselves and demonstrate the judgment, initiative, 
flexibility, and teamwork necessary to make the greatest contribution to MESA.  

• Employees must help ensure that the best knowledge is used in decisions by freely sharing and 
using the knowledge of others, and by communicating effectively even when it involves 
constructive and respectful disagreement.  

• Employees must understand and build relationships with both external and internal customers, and 
find opportunities to better and more profitably anticipate and satisfy their needs.  

• Employees must seek the training and skills necessary to ensure that they are able to make the 
greatest contribution to MESA. 

• Employees must strive to increase skills and knowledge in order to maintain a safe and enjoyable 
work environment.  

• Employees must strive to increase technical knowledge and skills in order to provide customer 
solutions in an accurate and timely manner.   
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DRESS CODE 
 
MESA has adopted a relaxed, casual, and informal dress code.  However, certain standards have been 
established to ensure that employees are not confused about the meaning of the terms relaxed, casual, 
and informal.  Clothing that works well for the beach, yard work, dance clubs, exercise sessions, or sports 
contests are not appropriate for a professional, casual appearance at work.  Clothing that reveals too much 
cleavage, your back, your chest, your stomach, or your underwear is similarly not appropriate.  Clothing 
should not be wrinkled, torn, dirty, or frayed. 
 
Employees should wear clothing that is comfortable and practical but not distracting or offensive.  Clothing 
that has words, terms, or pictures that may be offensive to other employees is unacceptable.  Clothing that 
has the MESA logo is encouraged.  Sports team, university, and fashion brand names on clothing are 
generally acceptable. 
 
While the office setting is casual, traveling to see customers, exhibiting at or attending trade shows, and 
representing MESA in the business community require different decisions about attire.  Business casual 
dress is the minimum standard that must be observed when representing MESA or interacting with 
customers or potential customers.  When customers or other guests visit the office, the employee groups 
with whom the visitor is interacting should adhere to business casual standards. 
 
Both shop and field employees are allowed the same standards for casual dress as the office; however, 
there are safety factors that must be considered in these areas.  For example, steel-toed boots are 
required for field work, while open-toed shoes will not be allowed in the plant.  For a complete list of 
safety-related dress requirements, please see MESA’s Safety Coordinator.  Because it is beneficial for 
MESA’s employees to be easily identified on field sites by customers, land owners, and other MESA 
employees, all MESA field personnel are encouraged to wear company apparel. 
 
If you have a question about appropriate attire, please contact Human Resources or your supervisor. 
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OFFICE POLICIES 
 
The work week begins on Saturday and continues through Friday. (The work week for personnel employed 
by a temporary staffing agency may differ.)  Employees are allowed a one-hour lunch break.  The work 
week at the MESA offices and plant typically consists of forty hours.  Occasionally, additional hours may be 
worked by employees depending upon workload and deadlines.  The work week at field job sites depends 
on job conditions; hours worked may vary from week to week.  The job foreman and customer determine 
the work schedule. 
 
All employees are responsible for maintaining and turning in records of hours worked on a weekly basis. 
 
Office employees: 8:00 AM – 5:00 PM with a one-hour lunch break anywhere between 11:30 AM and 1:30 
PM. 
 
Plant employees: 7:00 AM – 4:00 PM with a one-hour lunch break. 
 
Field employees will be instructed by their foreman. 
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2014 HOLIDAYS 
 

HOLIDAY DATE DAY 

New Year’s Day January 1 Wednesday 

Memorial Day May 26 Monday 

Floating Holiday #1 July 3 Thursday 

Independence Day July 4 Friday 

Labor Day September 1 Monday 

Thanksgiving November 27 Thursday 

Day After Thanksgiving November 28 Friday 

Christmas Day December 25 Thursday 

Floating Holiday #2 December 26 Friday 
 
Overtime does not apply to holiday hours paid. 
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2014 PAYROLL SCHEDULE 
 

2014 
Pay 

Period 
Begin 
Date 

Pay 
Period 

End Date Pay Date 
12/07/13 12/20/13 01/03/14 
12/21/13 01/03/14 01/17/14 
01/04/14 01/17/14 01/31/14 
01/18/14 01/31/14 02/14/14 
02/01/14 02/14/14 02/28/14 
02/15/14 02/28/14 03/14/14 
03/01/14 03/14/14 03/28/14 
03/15/14 03/28/14 04/11/14 
03/29/14 04/11/14 04/25/14 
04/12/14 04/25/14 05/09/14 
04/26/14 05/09/14 05/23/14 
05/10/14 05/23/14 06/06/14 
05/24/14 06/06/14 06/20/14 
06/07/14 06/20/14 07/04/14 
06/21/14 07/04/14 07/18/14 
07/05/14 07/18/14 08/01/14 
07/19/14 08/01/14 08/15/14 
08/02/14 08/15/14 08/29/14 
08/16/14 08/29/14 09/12/14 
08/30/14 09/12/14 09/26/14 
09/13/14 09/26/14 10/10/14 
09/27/14 10/10/14 10/24/14 
10/11/14 10/24/14 11/07/14 
10/25/14 11/07/14 11/21/14 
11/08/14 11/21/14 12/05/14 
11/22/14 12/05/14 12/19/14 
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PERSONAL TIME OFF 
MESA provides personal time off (PTO) with pay for eligible employees.  Employees designated as 
members of MESA’s Leadership Team are not eligible for PTO.   
 
Salaried exempt and hourly non-exempt employees will accrue PTO according to the following. New full-
time regular employees receive one day of PTO for each month worked, up to a maximum of ten days, in 
the first calendar year of employment.  If employment ends for any reason, eligible PTO will be pro-rated, 
based on completed months of service during the calendar year that the termination occurs.  If more PTO 
hours have been used than the pro-rated amount, MESA reserves the right to recover the overpayment of 
PTO on the employee’s final check.  Employees who give two weeks’ notice of resignation must work the 
two weeks without utilizing PTO.  Beginning with the first full calendar year of service with the company, 
an eligible employee is provided paid personal time off according to the following schedule: 
 
Years of Service Paid Personal Time Off During Calendar Year 
 
1-2   14 working days 
3-5   16 working days 
6-7   18 working days 
8-9   20 working days 
10-11   22 working days 
11-13   23 working days 
14-15   24 working days 
15+   25 working days 
 
“Years of Service” is determined on January 1 of each year.  Any employee on the payroll before January 1 
will be granted 14 days the next calendar year.  For example, an employee on the payroll in December 
2012 will be given 14 days in the calendar year 2013.   
 
Salaried non-exempt employees receive fewer days of PTO since their work schedule will naturally result in 
extended periods of non-working days.  PTO for these employees is normally replaced with scheduled time 
off (STO).  MESA will normally accommodate employee requests for specific dates for STO as long as 
adequate advance notice is provided.  Salaried non-exempt employees receive one day of PTO for each 
month worked, up to a maximum of five days, in the first calendar year of employment.  If employment 
ends for any reason, eligible PTO will be pro-rated, based on completed months of service during the 
calendar year that the termination occurs.  If more PTO hours have been used than the pro-rated amount, 
MESA reserves the right to recover the overpayment of PTO on the employee’s final check.  Employees 
who give two weeks’ notice of resignation must work the two weeks without utilizing PTO.  Beginning with 
the first full calendar year of service with the company, an eligible employee is provided paid personal time 
off of five (5) days. 
 
All personal time off should be taken in the year it is granted.  No carryover of unused PTO is permitted for 
salaried non-exempt employees.  For salaried exempt and hourly non-exempt employees, unused time up 
to a maximum of five days may be carried over into the following year.  No carryover in excess of five days 
will be permitted unless work schedule or special circumstances preempt normal policy, and then only with 
management approval.  Personal time off may be divided into separate days or groups of days.  Time 
increments smaller than one full day must be approved by the employee's supervisor.  Personal time off 
may be used at the discretion of the employee for any purpose, including but not limited to:    
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• Vacation 
• Employee or family member illness 
• Death and funeral of a family member  
• Funeral of a friend or business associate  
• Voting 
• Personal matters such as a family emergency or medical appointment   

 
After an employee has exhausted all available PTO, additional absences will result in a proportionate 
reduction in pay.  All PTO must be scheduled and approved in advance by the employee's immediate 
supervisor.  Exceptions will be considered in the event of family emergencies.  Approval of PTO schedules 
will be based on job responsibilities, workload, staffing requirements, and length of time requested.  All 
employees are encouraged to pre-plan a majority of their PTO at the beginning of each year to help 
minimize scheduling conflicts. 
 
A salaried exempt employee working less than five hours in a day will be assigned a half-day (four hours) of 
PTO for that day.  If a salaried exempt employee works less than one hour in a single day, a full day (eight 
hours) of PTO will be applied.  Regardless of how many hours are worked in that work week, PTO will be 
applied if the daily hours meet the above conditions.  
  
Management reserves the right to make exceptions to the administration of this policy as necessary, based 
on personal circumstances or department workloads and needs.  It is management’s responsibility to 
notify the payroll department of any exceptions. 
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LEAVES OF ABSENCE 
 
MESA allows absences from work for specific, approved reasons.  All leaves of absence require prior 
approval by MESA management. It is MESA's policy to, whenever possible, return an employee to a 
comparable job following an extended leave of absence.  There is no guarantee, however, that such a 
position will be available.  When a comparable vacancy is not available, the returning employee will be 
offered any job opening for which he or she is qualified.  MESA complies with all Family and Medical Leave 
Act (FMLA) rules and regulations.   
 
Jury Duty: Employees will be granted time off with pay for jury duty if the duration is one week or less.  
Extended jury duty requirements will be considered an extended absence.  An employee should advise 
their manager immediately when notice is received and provide a copy of such notice to allow job 
responsibilities to be covered. 
 
Extended Absences: An extended absence is a leave of absence more than one week in duration.  An 
extended absence must be approved by management.  A brief description of the allowed extended 
absences is included below.   
 

Medical Leave: A leave of absence due to temporary disability for health reasons is available for 
regular full-time employees.  The short-term disability benefits, outlined in MESA’s Policy Manual, 
apply to employees taking medical leave.   

 
Military Leave: Military leave and Reserve/National Guard Tour or Training leave will be granted to 
any full-time employee serving in the Armed Forces of the United States in accordance with all 
applicable federal, state, and local laws.  MESA will compensate a full-time employee at current 
rate of pay for the first ten working days of leave per calendar year or per leave, whichever is longer 
(less any amount received as military pay for that same period). All other leave will be unpaid. 

 
Employees returning from military leave will be restored to their former positions insofar as 
possible, provided: 

 
• They are able to perform duties required, and 
• That the positions are not held by employees with more seniority and with greater rights 

to the position.  In such cases, employees will be restored to any other available 
positions at the same level of difficulty and salary range, or the nearest is seniority 
status and pay consistent with the individual circumstances. 

 
Eligibility for a military leave of absence and re-employment benefits, require the following 
to be met: 

• Employees on extended active duty: 
Must apply for re-employment and return to work within 90 days of discharge from 
the military service, and 
Must be able to perform the duties of former position. 

• Reservists and National Guardsmen performing three to six months’ active training duty: 
Must apply for reinstatement and return to work within 31 days after release from 
raining duty, and 
Must be able to perform duties of former position. 
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• Employees on Reserve or National Guard weekly drills, weekend drills, or summer 
training duty: 

Must report for work at the beginning of the next regularly scheduled working 
period following release from training duty.  This includes reasonable travel time 
from duty station, and 
Must be qualified to perform the duties of former position. 
For summer training duty, MESA will pay the amount by which employees’ straight-
time wages, including shift differential, exceed military pay for a maximum of two 
weeks per year upon presentation of proper proof of military pay. 

 
Educational Leave: Under special circumstances, and at the discretion of the management, 
employees may take an educational leave of absence, without pay, for a maximum of 12 months to 
complete full-time study for an approved or required academic degree.   
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OPEN DOOR POLICY 
 
It is MESA's policy to maintain an open door between employees and management.  The open door is 
available at any time to employees for discussion of business or personnel-related issues.  Additionally, 
employees may discuss issues with Human Resources. Human Resources may be brought into discussions 
with an employee’s supervisor, co-worker, or with management by either party. 
 
The open door policy is intended to provide all employees with a means of expressing concerns or 
problems.  It is not meant to provide a means for regularly bypassing the employee's supervisor.  All 
employees are encouraged to discuss these issues with their supervisor first.  
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EQUAL EMPLOYMENT OPPORTUNITY 
 
Dear Employee, 
 
MESA is firmly committed to Equal Employment Opportunities (EEO) and compliance with all federal, state, 
and local laws that prohibit employment discrimination on the basis of age, race, color, gender, national 
origin, religion, disability, protected veteran status, and other protected classifications.  This policy applies 
to all employment decisions including, but not limited to, recruiting, hiring, training, promotions, pay 
practices, benefits, discipline, and terminations. 
 
As a government contractor, MESA is also committed to taking affirmative action to hire and advance 
minorities and women, as well as qualified individuals with disabilities and protected veterans.  We invite 
employees who are disabled or protected veterans and who wish to be included under our Affirmative 
Action Program to self-identify as such with the EEO Coordinator, Jami Lummus.  This self-identification is 
strictly voluntary and confidential and will not result in retaliation of any sort. 
 
Employees of and applicants to MESA will not be subjected to harassment, intimidation, threats, coercion, 
or discrimination because they have engaged in or may engage in filing a complaint, assisting in a review, 
investigation, or hearing, or have otherwise sought to obtain their legal rights related to any federal, state, 
or local law regarding EEO for qualified individuals with disabilities or qualified protected veterans. 
 
As President of MESA, I am committed to the principles of Affirmative Action and Equal Employment 
Opportunity.  In order to ensure dissemination and implementation of equal employment opportunity and 
affirmative action throughout all levels of the company, I have selected Jami Lummus as the EEO 
Coordinator for MESA. One of her duties will be to establish and maintain an internal audit and reporting 
system to allow for effective measurement of our programs. 
 
MESA has developed an Affirmative Action Policy and Equal Employment Opportunity policy that is 
explained in detail in the Policy Manual.  Additionally, the Affirmative Action Program is available for 
inspection by any employee upon request, between 8:00AM and 5:00PM in Human Resources. I invite you 
to read these Policies and ask your supervisor or me if you have any questions.  If you need help accessing 
the Policies, please see Human Resources or Jami Lummus.   
 

 
Terry May, President 
January 1, 2014 
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FORMS AND INFORMATION 
 
Payroll deduction forms, reimbursement forms, and other company forms can be found on SharePoint. 
 
Information regarding company credit cards, expense accounts, advance payments, business expenses, 
travel arrangements, and salaries can be found in MESA’s Policy Manual, located on SharePoint.  All 
employees are responsible for familiarizing themselves with the Policy Manual.  If you need help accessing 
the Policy Manual, please see Human Resources. 
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EXAMPLE EMPLOYEE MAP CARD 
 
 
 
 
 

  

 

ONEMESA PURPOSE 
To SAFELY deliver 

 innovative solutions through 
world-class performance. 

PATH 
Delivering superior value 

through our people,  
passion, products, processes, 

profitability, & professionalism. 
PRINCIPLES 

SAFETY, Integrity, Fun, 
Respect, Community 

2014 TEAM GOALS 2014 PERSONAL GOALS 

2 

3 

4 

5 

6 

World-Class 
SAFETY 
 
Great Service 
 
Great 
Relationships 
 
World-Class 
Performance 
 
Great Place to 
Work 
 
Opportunistic 
Growth 

1 
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QUALITY ASSURANCE 
 

Quality and safety are priorities at MESA and our success reflects this commitment.  MESA’s consistent 
growth in repeat business and referrals to new clients is a result of our consistent dedication to customer 
satisfaction.   

In recent years, the cathodic protection industry has become increasingly competitive and demanding and 
the importance of quality has never been more pronounced.  Fortunately, MESA's Total Quality 
Management Program (TQM) was formalized in 1993.    In 2000, MESA became the first, full-line cathodic 
protection supplier in North America to be certified to ISO 9002 standards.  In 2003 MESA’s Quality 
Management System was recertified to ISO 9001: 2000 edition.  MESA’s Quality System is fully described in 
the MESA Quality Manual and associated Quality Procedures.  Quality System documentation is 
maintained on SharePoint, and the benefits of our commitment to quality are evident in our thinking, our 
daily activities, and the products and services that we provide. 
 
MESA’s Quality Policy is described by ACT, which summarizes our commitment to quality:  

ACCURATE 
Deliver fault-free service and products to our customers.   

CONTINUOUS IMPROVEMENT 
Improve our performance, processes, and capabilities.   

TIMELY 
Provide fast and timely response to each customer  

 
At MESA, quality is an attitude.  Quality improvement is an integral part of every employee’s job.  It is our 
goal to: 

• Deliver products and services on time that meet the quality requirements and expectations of our 
customers; 

• Continuously improve our processes and methods by monitoring established goals and making changes 
to the Quality Management System if necessary; and 

• Ensure customer satisfaction through compliance with the Quality Management System.  

Customer satisfaction depends on all stages of the process - from order entry to a customer's perception of 
the result - and it is achieved only if all functions work properly together.  We believe that people are the 
key element of quality, and we strive to maximize each employee's capabilities through education and 
training. 
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NON-CONFORMANCE REPORTS 
 

Mistakes sometimes happen.  When they do, we fill out Non Conformance Reports (NCR).  NCRs might 
relate to the shipment of an incorrect order, a defective product, a misunderstood client need, a safety 
hazard, or any other problem.  NCRs help identify the cause of the mistake and suggest methods for 
ensuring that the mistake does not happen again.  Each NCR is reviewed by Terry May.  

An employee will not get yelled at for submitting an NCR; in the scheme of mistakes, an NCR is the best 
part because it allows us to grow and learn from problem areas.  We are strong enough to understand that 
taking responsibility for our actions and learning from our mistakes is part of what makes us better 
employees and colleagues. 

HOW DO I INITIATE AN NCR? 

The form is located on SharePoint.  On the lefthand side, under “Quick Links,” click on “NCR.”  Open the 
“NCR Viewer” and follow instructions. 

DO I NEED TO INITIATE AN NCR? 

 
NCR Definition Major NCR (MP & Admin) Major NCR (MCC) 

1. Any error or defect impacting a 
downstream customer 

2. Any manufacturing defect 
resulting in product loss 

3. Any MCC service defect 
resulting in product loss and/or 
time loss >1 hr.  (repair cost of 
equipment is not to be included 
in NCR cost) 

1. >$500 cost 

2. Major impact on 
customer 

3. Potential to create 
problem  

1. >$500 cost 

2. Major impact on 
customer 

3. Potential to create 
problem  

 
If you have any questions on the NCR process, feel free to ask your supervisor or discuss your question or 
concern with Terry.  NCRs are a valuable learning tool and although we don’t like to see them, we 
appreciate the information they provide in order to become a better company. 
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MALCOLM BALDRIGE NATIONAL QUALITY AWARD  
 

What is it? 
• The most prestigious quality award in the United States, sponsored by the U.S. Department of Commerce. 
• Created to recognize organizations exemplifying world-class performance excellence in all critical business 

areas. 

Why are we pursuing it? 
• This is our approach to achieving our purpose of being the CP industry leader. 
• Fits our culture of continuous improvement and identifies opportunities for improvement. 

How is it structured? 
• The award process evaluates seven different categories of an organization’s performance: Leadership, 

Strategic Planning, Customer Focus, Knowledge Management, Human Resource Focus, Process Management, 
and Business Results. 

What does this mean to us? 
• Provides guidelines and a structure for running our business in the best way possible. 
• Allows us to monitor our performance and measure improvement. 

How do you receive it? 
• We submit a comprehensive 50-page application covering the seven categories, with all the associated 

questions answered.  The application is submitted in May. 
• The application is reviewed and scored individually by a team of experienced professionals.  If the score is 

high enough, the application advances to the second level. 
• The second level of review is by the same team of examiners, but in a group setting to work out individual 

differences.  The application is then rescored.  If the score is high enough, the application advances to the 
third level. 

• The Site Visit is the final step and consists of the same examiner team visiting our main office during October 
to confirm information presented in the application.  Interviews are conducted with virtually all employees, 
including telephone interviews with other offices. 

• The Examiner Team prepares a final report/score to present to a Panel of Judges, who makes the final 
determination of recipients. 

What are MESA’s results? 
• We submitted our first application in 2002.  We only made it to the first level.  Room for improvement! 
• Our applications in 2003, 2004, and 2005 advanced to the Site Visit level.  Getting better! 
• Received the Malcolm Baldrige Award in 2006 and 2012. 
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ACTION REQUEST 
 
Action Requests (AR) are MESA’s way of asking for your feedback.  Think of ARs like a virtual suggestion 
box.  If any employee has a suggestion for improvement or recognizes a problem with one of our processes, 
that employee is encouraged to complete an AR on SharePoint.  All ARs are reviewed by Terry and are 
either approved or rejected.  Approved ARs will be assigned to an individual or team for evaluation and 
implementation.  ARs range from the small (we need a new microwave!) to the large (we need to overhaul 
our website!).  You can find the AR form on the SharePoint homepage under “Quick Links.” 
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2014 STATEMENT OF EMPLOYEE BENEFITS 
Medical Coverage  
MESA offers a comprehensive hospital, surgical, and major medical Group Health Care Plan for you and 
your eligible dependents. MESA pays for 75% of the cost and you pay 25%.  You and your dependents are 
eligible to enroll on the first day of the month following thirty days of employment. If you or your 
dependents chose not to enroll at that time because you have other medical insurance, you have the right 
to enter the MESA plan following certain “qualifying events.” If you elect to participate in the Group Health 
Care Plan, you also qualify for the prescription drug program at participating pharmacies and a mail order 
prescription program through RX Direct.  
 
MESA provides, at no cost, annual preventive health screenings to all employees (and spouses if enrolled in 
the Group Health Care Plan). The health screening provides you with a written report covering your current 
general health status and rates your health on a Health Index. By participating annually, the screening 
allows you to compare your Health Index from year to year to monitor your health and help detect health 
problems early and your insurance deductible is reduced by one half.  
 

Coverage 2014 Biweekly Premiums 2014 Nicotine Free Premiums 
Employee Only $82.62 $70.22 

Employee and Child(ren) $170.30 $144.46 
Family $204.00 $173.40 

 
Dental Coverage  
If you elect to participate in the Group Health Care Plan, MESA provides a dental care plan designed to 
encourage preventive dental care and assist with restorative care for you and your eligible dependents. If 
you elect to participate, your dental plan provides 100% coverage for routine diagnostic and preventive 
care, 80% coverage for basic restorative care, and 50% coverage for major restorative care.  
 
Vision Coverage  
If you elect to participate in the Group Health Care Plan, MESA provides a vision care benefit to reimburse 
cost of any type of vision care, including examinations and vision correction. The benefit is $250 annually 
for each covered individual.  
 
Life Insurance  
MESA provides life insurance to you at no cost. In the event of your death, your beneficiary may be entitled 
to receive basic life insurance benefits equal to $50,000. In the event of your accidental death or 
dismemberment (AD&D), your beneficiary may be entitled to receive AD&D benefits equal to $50,000. 
Your eligible dependents are covered with basic life insurance equal to $5,000 for your spouse and $2,500 
for each of your covered children.  
 
Disability Coverage  
MESA provides disability income protection coverage at no cost to you. MESA provides Short-Term 
Disability should you become unable to work due to a non-work related injury or illness. After a fourteen-
day waiting period, if medically necessary, you would be eligible to receive 60% of your current earnings 
for 26 weeks. MESA also provides a Long-Term Disability Insurance Contract that will commence after you 
have been disabled for more than 26 weeks. You may receive a benefit of 60% of your current earnings 
until you reach age 65, or until the disability ends, as defined in your Long-Term Disability Insurance 

Valid only on 12/17/2014.  30 
  



 
 
EMPLOYEE HANDBOOK - 2014                                                                                            
 
Contract. The monthly benefit received under the plans is offset by other statutory disability benefits such 
as Social Security and Worker’s Compensation.  
 
401(k) Savings Plan  
MESA instituted a 401(k) Plan to encourage you to save for your future retirement. You are eligible to 
enroll when you have completed three months of service and have reached 18 years of age. The first part 
of the plan is based on your voluntary contributions. These contributions are made with pre-tax dollars and 
grow tax deferred in your account. You are always 100% vested in your voluntary contributions. You may 
contribute up to the maximum limitation established annually by the IRS. The second part of the plan is 
MESA’s matching contributions. The current matching contribution is 50% of the first 8% of your voluntary 
contribution, with a maximum match of up to 4%. You vest 20% in matching contributions for each plan 
year you work over 1,000 hours (after the first year).  
 
Profit-Sharing Plan  
MESA has instituted a Profit-Sharing Plan where 25% of company pre-tax profits are distributed to 
employees annually as a cash profit sharing payment. See MESA’s Policy Manual for more details. 
 
Social Security  
Each year you and MESA contribute an equal percentage of your earnings to Social Security. The purpose 
of these contributions is to provide a monthly income benefit to you and/or your dependents in the event 
of your retirement, severe disability, or death. For additional information, visit the Social Security website 
at www.ssa.gov or call 1-800-772-1213. 
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EMPLOYEE ASSISTANCE PROGRAM 
 
MESA maintains an Employee Assistance Program (EAP) to aid our employees in handling personal 
problems or problems of family members that may be causing them personal difficulty, stress, or 
interference with their job effectiveness.  The program is administered by Community Care HMO.  Its 
objective is to assist employees in maintaining a content and productive life. All concerns of employees are 
dealt with in a confidential manner between the employee and the Employee Assistance Program Services. 
The major problem areas dealt with are marital, legal, drugs, alcohol, emotional, financial, and stress.   
 
Employees may request program assistance through their supervisor, Human Resources, or by contacting 
EAP directly.  The initial counseling session and follow-up will be at no cost to the employee or member of 
his or her family.  Each person using the program beyond the initial visits will be assisted with his or her 
problem as inexpensively as possible and will be directed to the most adequate resources in the 
community to deal with that problem.   
 
Our main objective in establishing this program is to retain and assist our most valuable resource – you, 
our employee.  Anyone interested in obtaining information on the EAP or desiring assistance may call the 
EAP at 1-800-221-3976 or 918-594-5232.   
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How do I…? 
 
Ship something from Tulsa? 
 
Log into SharePoint.  Under “Company Forms,” complete the form “Outbound Ship” and take it to the Shipping Desk 
in the plant. 
 
Mail something from Tulsa? 
 
Stamped personal mail may be given to the receptionist.  Don’t have a stamp?  No worries.  Just take your money to 
the receptionist and she’ll put a stamp on in for you.  Mail is delivered to the Post Office daily at 4:00 PM. 
 
Change my benefit selections? 
 
If you have experienced a life-changing event, such as marriage, birth of a child, divorce, loss of coverage, etc, you 
have 30 days from the date of the event to make changes to your health benefits.  You can visit with Human 
Resources about any necessary changes. 
 
Make changes to my 401K selection? 
 
You may change your 401(k) selection at any time.  If you want to change your contribution amount, you’ll need to 
complete a Participant Change Form, which can be found on SharePoint under “Teams,” “HR,” “401k Forms.” 
 
If want to change the funds where your money is directed or transfer balances, login in to StartRight.bokf.com.  You 
may also contact them at 1-800-876-9557. 
 
Make travel arrangements for company business? 
 
Calls Spears Travel at (918) 252-4060, and let them know you’re with MESA. 
 
Learn about the latest company news? 
 
By reading your weekly corporate communications email or checking SharePoint and mesaproducts.com 
 
Suggest something for inclusion in the weekly email or the “News” section of mesaproducts.com? 
 
Contact Sarfraz Shaikh in Tulsa. 
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ACKNOWLEDGMENT 
 
I acknowledge that I read and understand the Employee Handbook.  I understand that this Handbook is available on 
SharePoint and that I am responsible for knowing its contents, including but not limited to the Standards of Conduct, 
Standards of Behavior, the Principles, Purpose, and Path, and all Office Policies. 

I acknowledge that the MESA Policy Manual was explained to me and that I know where to access it on SharePoint.  I 
acknowledge that it is my responsibility to read and understand the Policy Manual and be aware of everything it 
contains, including MESA’s Administrative Policies.  I understand that the Policy Manual is subject to revision at any 
time and that I am responsible for reading the most current version.   

I understand that a violation of any policy in the Policy Manual or Employee Handbook is grounds for termination. 

I acknowledge that the MESA Drug and Alcohol Policy was sufficiently explained to me.  I acknowledge that I 
understand that the Policy is available to me at any time on SharePoint.  I acknowledge that I understand the 
contents of the Policy and that I am aware that the Policy is subject to revision at any time.  I acknowledge that it is 
my responsibility to read and understand the most current version of the Policy. 

I understand MESA’s commitment to Equal Employment Opportunity and acknowledge that MESA’s EEO Policy was 
explained to me.  I understand that I may find this Policy in MESA’s Policy Manual. 

I acknowledge that I may be entrusted with company property, including but not limited to computers, cell phones, 
vehicles, machinery, products, and office key.  I agree to maintain the property in good condition and return it upon 
request or when my employment with MESA ends.  In the event my employment ends, I will promptly return all 
property in my possession.  I agree to pay for repair or replacement costs in the event the property is lost or 
damaged.  I agree that this repayment may be taken out of my last paycheck or any final reimbursement owed to 
me.  I understand that if the costs of repair or replacement exceed my final paycheck, MESA may take legal action 
against me. 

 

 

 
 
 
 
 
 
 

Signature Printed Name Date 
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