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An employee may request a change in employment status from full-time to part-time or vice versa. The employee 
normally makes the request to address a personal need. If an employee elects to change his/her employment status, 
there will typically be no change in compensation other than the adjustment for the new work hours, assuming that the 
employee is performing the same job. 

Certain guidelines define when and if an employee has time off for a holiday and whether that time off is compensated. 
The guidelines for time off are: 

Active employees have the time off for the observed holiday, unless otherwise scheduled. Exempt staff that works on

an observed holiday may be eligible for the same amount of time off in the preceding or following two weeks. 

Part-Time, Temporary and Seasonal employees not scheduled to work will have the time off without pay. If 
Part-Time, Temporary or Seasonal employees are required to work, they will receive straight time pay for the hours 
worked. 

Probationary Period 
Newly hired employees will work through a probationary period for the first 3 months. Midway and at the end of the 
probationary period, FDL Marine Management will conduct progress evaluations as to the employee's performance. 
At any point in time during the probationary period, FOL Marine Management has the authority to terminate 
employment for unsatisfactory performance. If the decision is to discontinue employment, the employee may elect to 
resign prior to any termination action. FOL Marine reserves the right to extend ones probationary period for a period 
of30days 

Pay Calculation 
Hours worked will be calculated to the nearest quarter hour. 

Pay Days 
The normal pay day for each employee is: Friday - every two weeks. Paychecks will normally be made available after 
1:00 p.m. on the pay day. Paychecks will only be released to the actual employee unless a signed release by the 
employee is on file and specifically specifies the name and address of that individual. Signature of receipt may be 
required by all employees. In the case of authorized third party pick-up, signature ofreceipt shall be required. 

Payroll 

FDL Marine payroll department is responsible for all payroll related items. In instances where wages are paid to an 
employee as a result of an error by FOL Marine payroll department, a schedule for repayment by the employee shall be 
worked out with the payroll department. 

Payroll Withholdings 
FOL Marine will automatically deduct from the gross pay any withholdings required for federal, state, and local taxes 
as well as mandated deductions and any employee elected payroll deductions. 
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