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Pioneer Energy Services Corp. 
Rules of Conduct Applicable to All Employees 

The following Rules of Conduct are excerpted from Pioneer Energy Services Corp.’s 

Employee Handbook and are applicable to all officers and employees of our company. 

1.0 DISCIPLINE AND RULES OF CONDUCT 

In the interest of maintaining good working conditions, employees must observe the 

Company’s policies, procedures, and Rules of Conduct  The Company may discipline an 

employee by verbal warning, written warning, probation, suspension (with or without pay), and/or 

termination.  The listing of these methods of discipline does not limit the imposition of disciplinary 

action on employees and the Company reserves the right to use alternative corrective measures or 

immediate termination for violation of the Company’s rules, policies, or procedures.  In making a 

decision as to what discipline should be imposed for a violation of the Company’s rules, the 

Company reserves the discretion to take appropriate disciplinary action based upon all of the 

circumstances involved. 

1.1 Rules of Conduct 

To ensure orderly operations and provide the best possible work environment, the 

Company expects all employees to follow the Rules of Conduct that will protect the interests and 

safety of all employees and the organization.  These rules are not exhaustive and are set forth as a 

guideline.  This policy does not limit the imposition of disciplinary action, up to and including 

termination, for acts by employees who violate standards of workplace conduct as determined by 

the Company.  The Company reserves the right to discipline an employee based upon conduct, 

although not listed, that the Company considers inappropriate in the workplace.  Further, the 

following Rules of Conduct do not affect the Company’s right to discipline or terminate an at-will 

employee for any reason or no reason. 

1. Inaccurate reporting, completion or representation of time or hours worked, 

Company records, or any Company reports, oral or written, recording the time of 

another employee, and/or failing to use the employee’s own time sheet or 

designated time reporting method. 

2. Excessive tardiness or absences. 

3. Absence of two (2) consecutive work days without notification.  This will be 

considered a voluntary resignation due to job abandonment. 

4. Neglect of duty, inattention to duties, insubordination, or refusal to perform work 

assigned by a supervisor. 

5. Possession, use of, purchase of, or exchange of a Controlled Substance (refer to 

Section 10.0 of this handbook) during working hours and/or on Company property, 

or in any manner which would be detrimental to the Company at any time. 
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6. Reporting to work or driving a Company vehicle while under the influence of any 

controlled substance. 

7. Abuse, waste, or destruction of equipment or supplies of the Company or of a 

fellow employee. 

8. Failure to meet a reasonable measure of efficiency and productivity. 

9. Creating or contributing to unhealthy or unsanitary conditions. 

10. Violating safety rules or common safety practices. 

11. Indulging in horseplay, disorderly, immoral or indecent conduct, or abusive 

language on Company premises. 

12. Fighting, threatening, intimidating, or attempting bodily harm or injury on 

Company property. 

13. Possession of firearms, knives, personal weapons, or explosives on Company 

property including Company vehicles.  This rule prohibits possession of a 

concealed handguns permitted by law, even if legally authorized to carry, unless 

specifically authorized in writing by the CEO/President. 

14. Refusing to take a random or post-accident controlled substance test.  This will be 

considered a voluntary resignation of employment. 

15. Misconduct towards or abuse of supervisors, co-workers, and Company customers. 

16. Dishonesty of any kind, including, but not limited to, theft, attempted theft, 

inappropriate removal or possession of Company property, falsification of time, 

expense or other Company records, and/or the giving or taking of bribes. 

17. Leaving the department or the Company during working hours without permission 

from management. 

18. Violation of the Confidentiality Policy (refer to Section 3.1). 

19. Violation of any Company policy or procedure. 

20. Engagement in or pursuit of any investment or activity that interferes with the work 

of the employee or other employees, regardless of personal gain or profit derived 

from the activity or investment. 

21. Maliciously false accusations or rumors which tend to destroy friendly relations 

between the Company and its employees or between employees. 

22. Failure to conform with laws, statutes, rules, and ordinances pertaining to the 

operation of motor vehicles, including, but not limited to, those relating to speed, 
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being under the influence of a controlled substance, and seat belts while driving on 

Company business and/or driving a Company vehicle. 

23. Excessively interfering with others in the performance of their jobs. 

24. Sleeping or loafing on the job. 

25. Harassment or discrimination. 

26. Removal of confidential information or records from Company property without 

management authorization. 

27. Unauthorized solicitation on Company property. 

28. Participation in unauthorized meetings or gatherings on Company time and 

property. 

29. Unauthorized use of Company vehicles and equipment. 

30. Failure to report an on-the-job injury, accident or damaged Company equipment (in 

a timely manner). 

31. Failure to call in prior to being late or absent. 

32. Failure to observe safety rules and wear safety equipment. 

33. Conducting personal business on Company time. 

34. Failure to cooperate with fellow employees or management in the execution of the 

Company’s policies. 

35. Failure to comply with verbal/written counseling or corrective action. 

36. Taking Company property for personal gain. 

37. Intentional and/or excessive use of profane language on Pioneer’s property, job site 

or while representing the Company in any way. 

This list is by way of example and does not include all acts which will subject an employee 

to discipline.  Employees violating the Company’s Rules of Conduct will be subject to appropriate 

disciplinary action, up to and including discharge. 

The fact that this list of Rules of Conduct exists in no way implies that these are the only 

reasons that discipline or discharge may occur, or that the at-will employment policy of the 

Company is somehow limited.  Employment with the Company is at the mutual consent of the 

Company and the employee, and either party may terminate that relationship at any time, with or 

without reason, and with or without advance notice.  Questions about these basic Rules of 

Conduct, or what the Company expects of employees, should be directed to a supervisor or the 

Human Resources Director. 
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2.0 PROBLEM SOLVING PROCEDURE/OPEN-DOOR POLICY 

If an employee has a question or concern about his/her job or an action taken by the 

Company, the employee should bring this matter to the attention of his/her immediate supervisor.  

The supervisor will discuss the matter with the employee and will attempt to assist in solving it.  If 

an employee feels that he/she is unable to discuss the problem or seek advice from his/her 

supervisor, he/she may discuss the matter with a Corporate Human Resources representative.  If 

the Human Resources representative is unable to resolve the employee’s problem or question, the 

employee may request a meeting with the CEO/President of the Company.  The CEO/President 

will review the communications and action taken to date and will make a final ruling. 

For any action which you believe violates the Company’s Equal Employment Policy, 

and/or Discrimination Policy, and/or Discriminatory Harassment and Sexual Harassment Policy, 

you may utilize this procedure in addition to the complaint procedures outlined under those 

policies. 

3.0 MISCELLANEOUS 

3.1 Confidentiality 

Company processes, procedures, bids, customer lists, customer information, and trade 

secrets are proprietary and confidential information and remain the property of the Company.  This 

type of information must not be disclosed or used on behalf of anyone other than the Company, 

either during employment or thereafter. 

Misuse or disclosure of confidential information is prohibited.  You should contact the 

Human Resources Department if you have any questions as to what constitutes confidential 

information. 

3.2 Conflict of Interest 

Employees have an obligation to conduct business within guidelines that prohibit actual or 

potential conflicts of interest.  This policy establishes only the framework within which the 

Company wishes the business to operate.  The purpose of these guidelines is to provide general 

direction so that employees can seek further clarification on issues related to the subject of 

acceptable standards of operation.  Contact the Human Resources Department for more 

information or questions about conflicts of interest. 

Transactions with outside businesses must be conducted within a framework established 

and controlled by the executive level of the Company.  Transactions with outside businesses 

should not result in unusual gains for those businesses.  Unusual gain refers to bribes, product 

bonuses, special fringe benefits, unusual price breaks, and other windfalls designed to ultimately 

benefit the employer, the employee, or both.  Promotional plans that could be interpreted to 

involve unusual gain require specific executive-level approval. 

An actual or potential conflict of interest occurs when an employee is in a position to 

influence a decision that may result in a personal gain for that employee or for a relative as a result 

of the Company’s business dealings.  For the purposes of this policy, a relative is any person who 
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is related by blood or marriage, or whose relationship with the employee is similar to that of 

persons who are related by blood or marriage.  Personal gain may result not only in cases where an 

employee or relative has a significant ownership in a firm with which the Company does business, 

but also when an employee or relative receives any kickback, bribe, substantial gift, or special 

consideration as a result of any transaction or business dealings involving the Company. 

No “presumption of guilt” is created by the mere existence of a relationship with outside 

firms.  However, if employees have any influence on transactions involving purchases, contracts, 

or leases, it is imperative that they disclose to an officer of the Company as soon as possible the 

existence of any actual or potential conflict of interest so that safeguards can be established to 

protect all parties. 

3.3 Outside Employment 

The Company recognizes that personal circumstances may make it necessary for an 

employee to consider outside employment.  However, the employee’s right to do as he/she pleases 

after business hours must be balanced against the Company’s need for productive and alert staff.  

These circumstances may especially apply to part-time employees who are expected to comply 

with this policy.  As such, the prior written approval from the Human Resources Director must be 

obtained before any employee accepts employment outside the Company. 

Requests for permission to accept outside employment should be submitted in writing to 

the Human Resources Department.  The request must include the name and address of the outside 

employer, the nature of the job, and the hours of employment.  The decision of the Company with 

respect to the request shall be final. 

Outside employment with any competing company is strictly prohibited and may result in 

immediate termination of employment.  Also, an employee shall not accept employment with any 

business, the nature of which would be harmful to the Company’s image in the community, or 

result in actual, perceived, or potential conflict.  Outside employment will not be considered an 

excuse for poor job performance, tardiness, absenteeism, or refusal to work overtime.  Should any 

of these situations occur, permission for outside employment will be withdrawn. 

No officer of the Company will be allowed to have outside employment without prior 

written approval. 

3.4 Office Appearance 

As professionals, each office employee is expected to maintain his/her work area in a neat, 

orderly, and professional manner.  This includes the placement of personal belongings, including 

those which are to be placed at designated areas.  At the end of each work day, the work area 

should be left neat and orderly.  This includes turning off and covering all appropriate machinery 

in your area of responsibility. 

In the event you should find someone’s personal property which has been left in a 

non-designated area, please forward that article to the Human Resources Department.  Any 

inquiries regarding lost property should be directed to the Human Resources Department. 
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3.5 Personal Appearance 

Dress, grooming, and personal cleanliness standards contribute to the morale of all 

employees and affect the business image the Company presents to customers, visitors, and the 

public.  During working hours, office employees must present a clean and neat appearance and 

dress according to the requirements of their positions. 

Our offices will maintain a business casual dress policy.  Business casual attire for men 

includes slacks, collared shirts without ties and shoes worn with socks.  Business casual for 

women includes dresses, skirts, slacks and blouses.  A summer sleeveless/sheath dress is 

permitted.  Spaghetti straps, shorts and tops with low necks or backs are prohibited.  Dresses and 

skirts should be at an acceptable length and conform to a professional fit for the work environment.  

Both men and women must wear appropriate shoes at all times. 

All employees on a rig or in the yard must wear a hard hat, steel-toed safety boots or shoes, 

and work shirt and pants and any other personal protective equipment as determined by the 

Company. 

Employees are to refrain from wearing clothing containing print that might be offensive to 

coworkers or customers of the Company.  Employees who appear for work inappropriately 

dressed will be sent home and directed to return to work in proper attire.  Under such 

circumstances, employees will not be compensated for the time away from work.  Consult your 

supervisor or Human Resources if you have questions as to what constitutes proper attire. 

3.6 No-Solicitation Policy 

For the protection of employees and to avoid disruption of the Company’s work schedule, 

solicitation of employees by non-employees for any charitable or commercial purpose, and the 

promotion, distribution, or circulation of pamphlets, literature, or any other material by 

non-employees on the Company’s premises is prohibited. 

Working time, unlike meal periods and rest periods, is for work.  Accordingly, solicitation 

of employees by other employees is strictly prohibited during either of the employees’ working 

time.  The distribution of literature is forbidden during working time and in working areas. 

The posting of any leaflets, notices, literature, or other material on the Company’s property 

without the permission of Management is strictly prohibited. 

3.7 Visitors 

On-the-job visitors are to be business-related individuals, except in emergency situations.  

If someone must see you while you are at work, please arrange for that person to check in with the 

person in charge.  He/she will be asked to wait in a designated area while you are being notified. 

3.8 Performance Appraisals 

Appraisals of an employee’s performance will generally be made by immediate 

supervisors and are subject to review by Human Resources.  In general, the facts considered are the 
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quality and quantity of work, attendance, job knowledge, job performance, productivity, 

supervisory ability, punctuality, and disciplinary record.  Generally, employees may be evaluated 

after the first ninety (90) day introductory period, each year on their anniversary date, and after 

ninety (90) days in any new position.  Any employee who does not receive an evaluation may 

request an evaluation from his/her supervisor. 


