
WELCOME GUIDE
New Employee

Welcome to American Legacy! Let’s get you started!
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Many of our resources are available in 
English and Spanish. 

Please use whichever version best serves you. 

We are happy to help in any language.
If you require assistance, please email us at

HR@american-stucco.com.

Contact Us

Spanish

English
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IMPORTANT: You will need access to the.internet (mobile is fine) and the ability to
upload items - such as your driver’s license, profile picture, and I-9 document(s).

On behalf of American Legacy Stucco & Stone, let us extend a warm and sincere
welcome. We hope you enjoy your work here and are glad to have you with us.
We understand that our employees provide the services that our customers rely
upon and believe each employee contributes directly to American Legacy Stucco
& Stone’s growth and success.

We hope your experience here will be challenging, enjoyable, and rewarding. We
are excited to have you as part of our team!

This welcome packet includes the basic company information you’ll need to
know and gathers the information necessary for onboarding. Please review the
documents and complete the information requested. 

We are here to help review anything you are unclear on. If you have questions,
please ask our support team at HR@american-stucco.com before signing. 

Welcome aboard! 

Welcome

5%
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Contact Us

Support Team

You are never alone. You have an entire team able to assist you in the event that
your manager is unavailable.

We want everyone to feel comfortable and confident in understanding
workplace information and sharing their thoughts. We know English may not be
your first language, and that’s okay — we never want language to get in the way
of your success here.

You’re welcome to email HR at HR@american-stucco.com in the language
you’re most comfortable with. Written communication helps us respond quickly,
keep track of issues, and make sure nothing gets lost in translation.

Whenever possible, we provide Spanish versions of company policies and forms.
Please keep in mind that translations are not always perfect, so the English
version is considered the official version. Your feedback is important — if you see
something in a translation that could be better, please let us know. We want our
materials to be as accurate and helpful as possible.

Raymond Lastname
Operations Manager
555-555-5555
Ray@american-stucco.com

Marcy Snyder
Operations Manager
555-555-5555
HR@amerian-stucco.com

Brenda Lastname
Administrative Coordinator
555-555-5555
HR@american-stucco.com

Anne Lastname
Administrative Coordinator
555-555-5555
HR@american-stucco.com

In Any Language

We are Here to Help

5%
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WORKFORCE
American Legacy Stucco & Stone uses Intuit Workforce to

manage most parts of your employment. From time tracking and
pay stubs to tax forms and important updates, this system keeps

everything organized, paperless, and easy for remote access.

As a new employee, you should have received a registration email
with instructions for setting up your account. Please complete

your registration before your first day of work. 

Please contact us at
HR@american-stucco.com

for help before your first day

Need Help?

10%

+

Watch Me
Watch Me
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You must complete your account setup and
download the Intuit Workforce App prior to your
first day of work. You will not be able to work
without it. This app allows you to clock in/out, view
your paystubs, and manage personal information
like taxes and direct deposit securely.

The Workforce App is used to punch in and out for
work. To enable this feature, your phone’s location
services must be turned on so that geofencing
technology can verify you are at the job site. 

If your phone is not set to allow location tracking,
you will not be able to clock in.

IMPORTANT: The company values your privacy and can only see your location
while you are actively working — we CANNOT track your movements when
you are not clocked in.

Watch MeWatch Me

10%

TIME APP+
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American Legacy Stucco & Stone, is committed to maintaining a workplace that is safe,
respectful, and free from harassment or discrimination of any kind. This includes
protection against behavior based on race, sex (including pregnancy, gender identity, or
sexual orientation), age, religion, national origin, genetics, disability, veteran status, or any
other protected status. 

Harassment and unfair treatment of any kind—whether verbal, physical, or visual,
including unwanted sexual advances or comments—will not be tolerated in the
workplace, at work-related events, or online.

Sexual Harassment
Because of the seriousness and impact of sexual harassment, the Company makes clear
that it is strictly prohibited. Sexual harassment includes unwelcome sexual advances,
requests for sexual favors, or other conduct of a sexual nature that creates a hostile,
intimidating, or offensive work environment. Examples include sexual jokes or
comments, leering, inappropriate touching, or displaying sexually explicit images. This
type of behavior is never acceptable and will result in disciplinary action.

If you experience or witness harassment or discrimination, report it immediately to your
manager or Human Resources at HR@american-stucco.com. All reports will be taken
seriously, investigated promptly, and kept as confidential as possible. 

Non-Retaliation
Retaliation against anyone who raises a concern or participates in an investigation is
strictly prohibited. Each employee shares responsibility for helping keep our workplace
respectful and free of harassment.

Non-Discrimination & Sexual Harassment

_________________________________    ________________________________    ____________________
Employee Name Employee Signature Date

Policy Highlights
As a new hire, part of your training includes learning the critical policies that guide
how we work safely and responsibly at American Legacy. In the next section, you’ll
find short excerpts and sign-offs to review. These are designed to make sure you
understand the essentials before moving forward in your role.

Please be mindful that these are summaries only - all employees must also review and
be familiar with the full policy details as outlined in our employee handbook.

15%
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Being on time is critical expectation of the job. Employees must arrive ready to work at
the start of each shift. If you’re going to be late, absent, or need to leave early, contact
your manager directly by call, text, or email before your shift starts—or as soon as
possible if it’s an emergency. 

Not showing up and not calling within the first two hours of a shift counts as a No
Call/No Show (NCNS). Two in a row will be treated as voluntarily quitting.

Accuracy in Timekeeping
Every hour you work must be recorded—in real-time using the Quickbooks Workforce
app. Off-the-clock work is not allowed, and no one can change or enter time for anyone
else. If you notice a mistake, let your manager know right away so it can be fixed. 

Overtime & Scheduling
Sometimes business demands mean schedules change or extra hours are needed.
When that happens, you’ll be paid time and a half for any hours worked over 40 in a
week (if you’re a non-exempt employee). Overtime must always be approved in advance
by the your manager. Even if unauthorized overtime is worked, it will be paid—but
repeated violations can lead to discipline. Flexibility is part of the job, and employees are
expected to cooperate with schedule changes when needed.

Attendance and Reliability

_________________________________    ________________________________    ___________________

Employee Name Employee Signature Date

Employees who do not perform work for a period of sixty (60) consecutive calendar days
will be administratively discharged from the Company’s active employment records. An
administrative discharge is not considered disciplinary in nature but does reflect the end
of the employment relationship, at least for the time being.

Employees who have been administratively discharged must be rehired as new
employees if they return to work after this period. This means they are subject to all new
hire processes and requirements and will not retain prior seniority or benefits unless
otherwise required by law.

Administrative Discharge

_________________________________    ________________________________    ___________________
Employee Name Employee Signature Date

15%
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we value each employee and aim to provide a positive, respectful workplace. Sometimes
disagreements or concerns arise, and our Dispute Resolution Policy outlines a fair
process for handling them.

Employees are encouraged to first resolve issues directly with the people involved
through open and respectful communication. If that is not possible, you should bring the
matter to your manager. Many concerns can be resolved quickly at this level.

If the issue is not resolved, is sensitive, or involves company policies or legal compliance,
it must be submitted in writing to Human Resources at HR@american-stucco.com. We
take every concern seriously and strives to resolve disputes fairly, quickly, and with
respect for all parties involved. Written communication ensures concerns are reviewed,
tracked, and handled promptly.

Employees may submit concerns in their preferred language, and HR will provide
responses in both English and the original language used.

HR will review the matter, gather information, and provide a written decision—generally
within five business days. If more time is needed, employees will receive weekly updates
until the matter is resolved. If you disagree with HR’s decision, you may submit a written
appeal within five business days. Senior leadership will review the case and issue a final
written decision.

Dispute Resolution

_________________________________    ________________________________    __________________
Employee Name Employee Signature Date

Client Site Managers have authority to enforce worksite rules, including safety. If a
violation is reported, the Company will review the incident, provide retraining if needed,
and may take disciplinary action.

If an employee is found responsible for a violation that results in a fine, the fine may be
assigned to them. Employees will always receive written notice of the violation, fine
amount, and deduction schedule before deductions occur.Any payroll deductions will
follow all wage and hour laws, never reducing pay below minimum wage. 

Client Feedback and Complaints 

_________________________________    ________________________________    __________________
Employee Name Employee Signature Date

20%
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As a condition of employment, all employees grant American Legacy Stucco & Stone the
irrevocable right to use, reproduce, publish, and distribute their name, image, likeness,
voice, and/or work-related representations in photographs, video, audio, or other media
created in connection with their employment.

All such media are the sole property of the Company and may be used, now or in the
future, for any lawful business purpose, including but not limited to marketing, training,
advertising, and promotional materials, without further compensation to the employee.

This authorization applies to all media created during employment and continues in
perpetuity, even after employment ends.

Employees who have questions or concerns regarding this policy may contact the
Human Resources Department at HR@american-stucco.com.

Media Release

To promote efficiency, enable translation services, reduce paper waste, and lower costs,
American Legacy uses electronic distribution for most employee communications. This
includes important policies, postings, notices, and records. Employees are expected to
review these materials regularly to stay informed about company updates.

To access information electronically, you must have an active email address and access to
a computer or mobile device with internet capability that can view PDF files. It is your
responsibility to keep your email address on file current to ensure timely delivery.

Employees who do not have regular electronic access may request assistance from their
manager or Human Resources. Printed copies of any notice or policy are available upon
request by emailing HR@american-stucco.com.

Electronic delivery of notices carries the same force and effect as printed delivery.
Employees are responsible for reviewing all communications provided, whether
electronic or printed.

Electronic Notices

_________________________________    ________________________________    __________________
Employee Name Employee Signature Date

_________________________________    ________________________________    __________________
Employee Name Employee Signature Date

20%
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Policy Highlights - Safety

At American Legacy Stucco & Stone, safety isn’t just a policy — it’s part of how we work
every day. Stone and stucco work can be demanding, and we want every employee to
head home healthy after each shift. That means taking safety seriously, looking out for
each other, and following the rules that keep us all protected.

We provide the training, equipment, and resources you need to do the job right. In
return, we expect you to use them, report hazards or injuries right away, and step in if you
see something unsafe. Safety is everyone’s responsibility, and when we all do our part, we
keep the job running smoothly and our crews strong.

Accident & Injury Reporting
If something happens on the job—an injury, accident, or near-miss—tell your supervisor
immediately. You must send a quick text or email with what happened, where, and who
was involved. All reports MUST be completed before leaving the job site the same day
(and never later than 24 hours). 

You can also report directly to HR at HR@american-stucco.com. Prompt reporting helps
us get medical care moving, fix hazards, and handle workers’ comp correctly.

Non-Retaliation
We want people to speak up. American Legacy does not tolerate retaliation against
anyone who makes an injury report in good faith, raises a safety concern, or helps with an
investigation. No one will be punished, demoted, or treated poorly for doing the right
thing. If you believe you’ve experienced retaliation, contact Human Resources at
HR@american-stucco.com immediately.

Commitment to Safety

As a new hire, part of your training includes learning the critical policies that guide
how we work safely and responsibly at American Legacy. In the next section, you’ll
find short excerpts and sign-offs to review. These are designed to make sure you
understand the essentials before moving forward in your role.

Please be mindful that these are summaries only - all employees must also review and
be familiar with the full policy details as outlined in our employee handbook.

_________________________________    ________________________________    __________________
Employee Name Employee Signature Date

25%
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Working outdoors means dealing with heat, and we take that seriously. To keep everyone
safe, water and shade are always available, and breaks are encouraged when it gets hot.
Drink water often, even if you’re not thirsty, and let your supervisor know right away if
you start feeling dizzy, sick, or overheated.

Look out for your teammates, too — if you notice someone struggling with the heat,
speak up. If it looks serious, we’ll call 911 immediately. Safety comes first, and staying cool
and hydrated helps keep us all working strong.

Heat Injury/Illness Prevention

When you’re on a client’s site, you represent both American Legacy and your crew. Keep
it professional: no profanity or smoking on client property, and keep personal phone use
to a minimum. Always be respectful to clients, their guests, and their property.

Before starting work, take a quick look around your area. Make sure it’s safe, clear of
obstacles, and that nothing nearby could be damaged while you’re working. If you see an
issue, let the site superintendent know before you begin.

If something does get damaged, report it immediately to your supervisor so it can be
handled quickly and professionally with the client.

Throughout the day, keep your area clean—don’t leave food, drinks, or trash lying around.
At the end of your shift, do a final cleanup and walk-through to leave the site safe, tidy,
and secure. A clean job site keeps crews safe and leaves a strong impression on our
clients.

Emergency Preparedness
Each site has its own emergency response plan. Follow the lead of the client’s
superintendent at all times—they are in charge of the site and its evacuation plan. Make
sure you know their expectations, ask questions if anything is unclear, and keep them
informed of your location and movements. In an emergency, follow their directions first,
and notify American Legacy management as soon as possible.

Job Site Conduct & Cleanliness

_________________________________    ________________________________    __________________
Employee Name Employee Signature Date

_________________________________    ________________________________    __________________
Employee Name Employee Signature Date

25%
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At American Legacy, safety starts with using the right tools the right way. Employees are
expected to treat all company equipment with care and only use it when trained and
authorized. If something is broken, missing, or doesn’t feel safe, stop using it immediately
and tell your supervisor. Never operate unsafe or unfamiliar equipment.

Personal Protective Equipment (PPE)
The gear you wear matters just as much as the tools you use. Hard hats, safety glasses,
gloves, fall-protection, respirators and other PPE must be worn when required based on
the safety needs of each individual job or task. 

Always check that your PPE fits properly and is in good condition before starting work.
Don’t begin any task unless you have the right protective gear.

Scaffolds, Ladders & Elevated Surfaces
Much of our work is performed at heights, so extra caution is required. You must be
trained before using scaffolds, ladders, or fall protection equipment. All scaffolding and
ladders must be inspected daily, kept clear of clutter, and used only on stable, level
ground. When climbing ladders, maintain three points of contact and never carry heavy
loads up by hand—use hoists or hand lines instead.

Fall protection is required when working six feet or more above the ground, unless
guardrails or another protective system is in place. Always use approved harnesses,
lanyards, and secure anchor points, and inspect your gear before every use.

Your Responsibility
If you see unsafe equipment, missing PPE, or unsafe practices, report it right away.
Everyone shares responsibility for keeping the job site safe, and following these rules
helps make sure every crew member goes home safe at the end of the day.

Equipment, PPE & Elevated Surfaces

_________________________________    ________________________________    __________________
Employee Name Employee Signature Date

30%
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American Legacy Stucco & Stone is committed to protecting both our crews and the
environment. On every job site, employees are expected to help control dust, use proper
washout stations, and dispose of leftover materials safely. Fuels, sealants, and other
chemicals must be stored correctly, and any leaks or spills should be reported right away
so they can be handled properly.

You also have the right to know about any hazardous chemicals you may encounter. All
materials must be clearly labeled, Safety Data Sheets (SDSs) are always available, and you
will receive training on how to handle chemicals safely. The use of personal protective
equipment is required when necessary, and any concerns should be brought to your
supervisor or to HR at HR@american-stucco.com.

Envioronmental & Hazard Communication

When driving for American Legacy Stucco & Stone — whether in a company vehicle or
your own — safety and professionalism come first. All drivers must hold a valid license,
keep an acceptable driving record, and, if using a personal vehicle, carry proper
insurance. Any changes to your license or driving status must be reported right away.

Company vehicles are for business use only unless management gives written approval
otherwise. Drivers are expected to follow all traffic laws, wear seat belts, and avoid
distractions like phone use. Driving under the influence, reckless behavior, or unsafe
practices will not be tolerated.

Before each trip, do a quick check of brakes, tires, lights, and fluids to make sure the
vehicle is safe. Report any issues before driving. Vehicles should be kept clean, and
smoking inside is not allowed.

If an accident happens, your first priority is safety. Call emergency services if needed,
then notify your supervisor immediately - and before leaving the scene. A written report,
police report, and photos may be required, so it’s important to report incidents right
away.

The company may use GPS or other tools to monitor vehicle use to help ensure safety
and protect property.

Vehicle Use & Maintenance

_________________________________    ________________________________    __________________
Employee Name Employee Signature Date

_________________________________    ________________________________    __________________
Employee Name Employee Signature Date

30%
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Years of Experience in Lath StoneworkStucco

License Number State of Issuance Expiration

Have you had any moving violations in the last 3 years? Yes No

Has your license ever been suspended, revoked, or restricted? Yes No

Warranty Service Technician   Note: Warranty Techs are required to drive a company vehicle or for company purposes. As
such, employment will be contingent upon maintaining a valid driver’s license and an acceptable motor vehicle record. A
Motor Vehicle Report (MVR) may be obtained prior to hiring and at any time during employment.

L E G A L  A C K N O W L E D G E M E N T S3

American Legacy Stucco & Stone is an equal opportunity employer. Employment decisions are made without regard to race, color,
religion, sex, sexual orientation, gender identity or expression, national origin, age, disability, veteran status, or any other protected
status in accordance with applicable federal, state, and local law.

I certify that the information provided in this application is true and complete to the best of my knowledge. I understand that false
statements, omissions, or misrepresentations may result in disqualification from employment or, if hired, termination.

I understand that if I am hired, my employment will be on an at-will basis. This means either I or American Legacy Stucco & Stone may
terminate the employment relationship at any time, with or without cause or notice, subject to applicable law. No representative of
the company has authority to enter into any agreement contrary to the at-will relationship.

Applicant Signature Date Submitted

Scaffold Crew Member Lath Crew Member Stucco Crew Member

EMPLOYMENT APPLICATION
AMERICAN LEGACY STUCCO & STONE

I N T E R E S T ,  E L I G I B I L I T Y  &  Q U A L I F I C A T I O N S2

Valid for one year. Please complete all sections clearly and accurately. Incomplete applications may not be considered. 

Cell Phone Email

Address

P E R S O N A L  I N F O R M A T I O N1

First Name Last Name

Are you at least 18 years old and authorized to work in the United States? Yes No

Have you worked with American Legacy Stucco & Stone before? Yes No

If yes, when?

Do you have reliable transportation to and from job sites throughout the day? Yes No

What is the maximum distance you are willing to travel in a day?

Yes NoCan you perform the essential duties with or without reasonable accommodation?

Provide the following information for your two most recent employers. If you have not had two employers, please explain.

E M P L O Y M E N T  H I S T O R Y Years WorkedPositionEmployer 

Years WorkedPositionEmployer 

Position(s) Applied For  (Select all that apply)

101

35%
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Profile Picture Upload

Profile Picture Guidelines
Please upload a recent, clear photo of yourself for your employee profile.

Photos should be:
Current (taken within the last 12 months).
Clear and professional (limited filters, no hats, or sunglasses).
Easy to recognize (your face should be centered and visible).

This helps us keep accurate records and makes it easier for others to recognize you.

35%
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E M P L O Y M E N T  I N F O R M A T I O N2

E M P L O Y E E  I N F O R M A T I O N1

E M E R G E N C Y  I N F O R M A T I O N3

Manager Date Employee

I certify that the above information is true and accurate to the best of my knowledge. I understand it is my responsibility to keep
this information current - through Workforce or by submitting an updated form - for the duration of my employment.

FLSA Status Reg Rate OT Rate

Piece Rate

C E R T I F I C A T I O N  &  A C K N O W L E D G E M E N T4

Mobile Phone

Full Name

Relationship

INITIAL EMPLOYMENT NOTICE
AMERICAN LEGACY STUCCO & STONE

201
This notice confirms the key details of your at-will employment with American Legacy Stucco & Stone, including your position,
pay details, and other important information. Please review carefully and keep a copy for your records.

Date

First Name

Cell Phone Email

Address

Last Name

Birth Date Social SecSex

City, State Zip

Yes No

Position Manager

Ethnicity Status Veteran

Company FEIN

Main Office Contact

Pay Day Category

Based on your start date, your first pay day will be Friday, 

on

Medications

Allergies

Conditions

Address

Same as Employee

Size

While we work hard to maintain safe job sites, emergencies can happen. To ensure we can respond quickly and appropriately,
please provide the emergency contact and basic medical information below. This information will be kept confidential and only
provided to medical professionals or other essential personnel in the event of a life or health threatening emergency.

40%
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E M P L O Y E E  I N F O R M A T I O N1

E M E R G E N C Y  I N F O R M A T I O N2

Employee

I certify that the above information is true and accurate to the best of my knowledge. I understand it is my responsibility to keep
this information current - through Workforce or by submitting an updated form - for the duration of my employment.

C E R T I F I C A T I O N  &  A C K N O W L E D G E M E N T3

Mobile Phone

Full Name

Relationship

EMPLOYEE PROFILE
AMERICAN LEGACY STUCCO & STONE

202

Date

Medications

Allergies

Conditions

Address

Same as Employee

While we work hard to maintain safe job sites, emergencies can happen. To ensure we can respond quickly and appropriately,
please provide the emergency contact and basic medical information below. This information will be kept confidential and only
provided to medical professionals or other essential personnel in the event of a life or health threatening emergency.

This information is personal and confidential. It may only be used in matters of employment and shared in cases of emergency 

40%

First Name

Cell Phone Email

Address

Last Name

City, State Zip

Birth Date SexSizeEthnicity
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P O S I T I O N  S U M M A R Y1

Employee

Raymond

Field Operations

Non-Exempt, Piece Rate

Variable Full-Time Field (VFF)

K E Y  R E S P O N S I B I L I T I E S2

JOB DESCRIPTION
AMERICAN LEGACY STUCCO & STONE

203

Date

Reports To

Department Category

FLSA Status

The Stucco Crew Member supports the construction and finishing of residential and commercial projects
by assisting with the preparation, application, and finishing of stucco and related exterior coatings. This
position requires reliability, teamwork, and a commitment to safety and quality workmanship in all
phases of stucco installation.

Q U A L I F I C A T I O N S  &  C O N D I T I O N S3

Required Qualifications
Ability to perform physical labor outdoors in
varying weather conditions.
Willingness to learn stucco techniques and
follow directions from supervisors.
Reliability and punctuality for assigned shifts.
Ability to lift 50+ lbs, climb ladders, and work
on scaffolding or elevated surfaces.

Preferred Qualifications
Prior construction or stucco experience.
Familiarity with mixing materials, operating
mixers, or trowel work.
Basic knowledge of job site safety practices.

STUCCO CREW MEMBER

Prepare work surfaces by cleaning, taping, and applying lath, netting, or other base materials.
Mix, handle, and transport stucco, plaster, and other construction materials as directed.
Apply base coats, scratch coats, and finish coats of stucco under the supervision of the crew leader.
Operate hand tools and equipment (trowels, floats, mixers, scaffolding, etc.) safely and effectively.
Assist with erecting, moving, and dismantling scaffolding and ladders.
Maintain a clean, organized, and safe work area, including cleanup of tools, equipment, and debris.
Follow site safety protocols, including use of PPE (hard hats, gloves, harnesses, etc.).
Support fellow crew members in completing projects efficiently and meeting quality standards.
Perform other duties as assigned by the Crew Leader or Supervisor.

Working Conditions
Work is performed primarily outdoors on
active construction sites.
Frequent standing, bending, lifting, and
climbing.
Exposure to dust, cement, lime, and weather
conditions.
May require overtime, evenings, or weekends
depending on project schedules.

This is an employment-at-will relationship. American Legacy
Stucco and Stone is an Equal Opportunity Employer who
provides  ADA compliant Reasonable Accommodation. 

45%
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I acknowledge that I have received a copy of the American Legacy Stucco &
Stone Employee Handbook. I understand that it is my responsibility to read
the handbook and become familiar with its policies, procedures, and
expectations. If I have any questions, I know I can ask my manager or
Human Resources for clarification.

I also acknowledge that I have received training on certain key policies as
part of this new-hire onboarding. This includes, but are not limited to, the
Company’s safety rules, anti-harassment and non-discrimination policies,
and attendance standards.

I understand that this handbook is not a contract of employment. My
employment is at-will, which means that either the Company or I may end
the employment relationship at any time, with or without cause or notice,
as permitted by law. I further acknowledge that the policies in this
handbook may be changed, updated, or withdrawn at the Company’s
discretion, and that I will be informed of any such updates.

I am aware that Company policies and important notices, including this
Employee Handbook, are maintained through the Intuit Workforce
platform. I understand it is my responsibility to access the most current
information there, and I may contact Human Resources at HR@american-
stucco.com if I have questions or would prefer printed materials.

45%

Handbook
Acknowledgement

_________________________________    ________________________________    __________________
Employee Name Employee Signature Date

21

https://heyzine.com/flip-book/ALSS-Handbook


50%

22



ONE List B Document
Documents that Establish Identity 

1.Driver's license or ID card issued by a State or outlying possession
of the United States provided it contains a photograph or
information such as name, date of birth, sex, height, eye color,
and address

2.ID card issued by federal, state or local government agencies or
entities, provided it contains a photograph or information such
as name, date of birth, sex, height, eye color, and address

3.School ID card with a photograph
4.Voter's registration card
5.U.S. Military card or draft record
6.Military dependent's ID card
7.U.S. Coast Guard Merchant Mariner Card
8.Native American tribal document
9.Driver's license issued by a Canadian government authority

Persons under age 18 may alternatively use
1.School record or report card
2.Clinic, doctor, or hospital record
3.Day-care or nursery school record

ONE List C Document
Documents that Establish EmploymentAuthorization 

1.A Social Security Account Number card, unless the card includes
one of the following restrictions:

a.NOT VALID FOR EMPLOYMENT
b.VALID FOR WORK ONLY WITH INS AUTHORIZATION
c.VALID FOR WORK ONLY WITH DHS AUTHORIZATION

2.Certification of report of birth issued by theDepartment of State
(Forms DS-1350,FS-545, FS-240)

3.Original or certified copy of birth certificate issued by a State,
county, municipal authority, or territory of the United States
bearing an official seal

4.Native American tribal document
5.U.S. Citizen ID Card (Form I-197)
6.Identification Card for Use of ResidentCitizen in the United

States (Form I-179)
7.Employment authorization document issued by the Department

of Homeland Security 
a.For examples, see Section 7 and Section 13 of the M-274

onuscis.gov/i-9-central.
b.The Form I-766, Employment Authorization Document, is a

List A, Item Number 4. document, not a List C document.

ONE List A Document
Documents that Establish Both Identity and Employment Authorization 

1. U.S. Passport or U.S. Passport Card
2. Permanent Resident Card or AlienRegistration Receipt Card (Form I-551)
3. Foreign passport that contains a temporary I-551 stamp or temporaryI-551 printed

notation on a machine-readable immigrant visa
4. Employment Authorization Document that contains a photograph (Form I-766)
5.  For an individual temporarily authorized to work for a specific employer because of their

status or parole:
a. Foreign passport; and
b. Form I-94 or Form I-94A that has the following:

i. The same name as the passport; and
ii. An endorsement of the individual's status or parole as long as that period of

endorsement has not yet expired and the proposed employment is not in conflict
with any restrictions or limitations identified on the form.

6. Passport from the Federated States of Micronesia (FSM) or the Republic of the Marshall
Islands (RMI) with Form I-94 or Form I-94A indicating nonimmigrant admission under
the Compact of Free Association Between the United States and the FSM or RMI

AND

OR

FORM I-9 Document(s)

50%
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ONE List C Document
Documents that Establish EmploymentAuthorization 

1.A Social Security Account Number card, unless the card includes one of the following
restrictions:

a.NOT VALID FOR EMPLOYMENT
b.VALID FOR WORK ONLY WITH INS AUTHORIZATION
c.VALID FOR WORK ONLY WITH DHS AUTHORIZATION

2.Certification of report of birth issued by theDepartment of State (Forms DS-1350,FS-545,
FS-240)

3.Original or certified copy of birth certificate issued by a State, county, municipal authority,
or territory of the United States bearing an official seal

4.Native American tribal document
5.U.S. Citizen ID Card (Form I-197)
6.Identification Card for Use of ResidentCitizen in the United States (Form I-179)
7.Employment authorization document issued by the Department of Homeland Security

a.For examples, see Section 7 and Section 13 of the M-274 onuscis.gov/i-9-central.
b.The Form I-766, Employment Authorization Document, is a List A, Item Number 4.

document, not a List C document.

ONE List A Document
Documents that Establish Both Identity and Employment Authorization 

1. U.S. Passport or U.S. Passport Card
2. Permanent Resident Card or AlienRegistration Receipt Card (Form I-551)
3. Foreign passport that contains a temporary I-551 stamp or temporaryI-551 printed

notation on a machine-readable immigrant visa
4. Employment Authorization Document that contains a photograph (Form I-766)
5.  For an individual temporarily authorized to work for a specific employer because of their

status or parole:
a. Foreign passport; and
b. Form I-94 or Form I-94A that has the following:

i. The same name as the passport; and
ii. An endorsement of the individual's status or parole as long as that period of

endorsement has not yet expired and the proposed employment is not in conflict
with any restrictions or limitations identified on the form.

6. Passport from the Federated States of Micronesia (FSM) or the Republic of the Marshall
Islands (RMI) with Form I-94 or Form I-94A indicating nonimmigrant admission under
the Compact of Free Association Between the United States and the FSM or RMI

OR

FORM I-9 Document(s)
Reverification & Rehire

55%
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BENEFIT GUIDE
From Healthcare to Retirement — We’ve Got You Covered

20
25
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To the Entire American Legacy Team,

Our success at American Legacy Stucco and Stone (“American Legacy” or “the
Company”) is built on the hard work and dedication of our employees. Each of you
plays an important role in the quality of our projects and the strength of our
reputation, and we want to make sure you feel valued and supported in return.

This Benefit Guide is one way we demonstrate that commitment. The benefits
offered here are designed to protect you and your family, support your health and
well-being, and provide peace of mind. Whether it’s medical coverage, financial
wellbeing, or resources to help you through life’s challenges, these programs are
here to help you thrive at work and at home.

We know that choosing benefits can feel overwhelming, but we encourage you to
take time to review the options and ask questions. Our goal is to make sure these
plans truly serve your needs, so you can focus on your work and your future with
confidence.

Thank you for the dedication and professionalism you bring to American Legacy
every day. We’re proud to invest in you — because when our people succeed, our
company succeeds.

— American Legacy Stucco & Stone Leadership

Investing in You
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The individually purchased additional insurance
plans offered through Allstate are provided through

our partnership with

Please enroll any time through your Workforce App.

DISCLAIMERS

This employee benefits guide highlights the main
features of your benefit programs. It is intended to
help you choose the benefits that are best for you. 

This brochure does not include all rules and details,
including limitations and exclusions for these plans.
the terms of your benefit plans are governed by legal
documents, including insurance contracts. 

Should there be any inconsistencies between this
brochure and the legal plan documents. The plan
documents are the final authority.

60%
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Health Insurance

American Legacy is proud to support the health and well-being of our
employees and their families by offering comprehensive medical coverage
to help manage healthcare costs and provide peace of mind. The following
section explains eligibility, coverage start dates, and how to enroll.

Employee Eligibility
All full-time employees working
an average of 30 or more hours
per week are eligible for health
insurance on the first day of the
month following 60 days of
employment. 

Dependent Eligibility
To be eligible for enrollment in your benefit plans, the dependent must be:

Your legal spouse
Your biological child, step child, legally adopted child or a child for
whom you, the employee, are a legal guardian up to their 26  birthday -
or beyond if they cannot work to support themselves due to mental or
physical disabilities. 

th

Benefit Plan Year
American Legacy’s benefit plan
year begins on December first
and runs through November. 

12/01/2024 - 11/30/2025
Our 2025 plan year is

ELIGIBILITY
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Health Insurance

+

American Legacy offers three medical plans administered through EMI
and Blue Cross Blue Shield (BCBS). These options range from free or low-
cost to higher-cost coverage, giving employees flexibility to choose the
plan that best fits their needs. While some plans allow you to see any
provider, you’ll save money and maximize your benefits by using in-
network providers. 

What is MEC?
MEC stands for Minimum Essential Coverage. It’s a type of health
insurance that meets the basic requirements of the Affordable Care Act
(ACA) for having health coverage. MEC plans are designed to cover
preventive services like annual checkups, screenings, and immunizations
at no cost to you.

It’s important to know that while MEC satisfies the ACA requirement, it
does not provide the same level of protection as a full medical plan. MEC
generally does not cover hospital stays, surgeries, or major medical
expenses. 

American Legacy contributes toward the cost of employee health
coverage and ensures that the basic MEC plan is available free of charge
to all eligible employees. This guarantees every team member access to
essential preventive care, even if they choose not to enroll in one of the
more comprehensive medical plan options.

PLAN DESIGN
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TeleMedicine

Some 70% of doctor visits can be handled over the phone, and 40%
of urgent care visits can be managed using TeleMedicine. Save time
and money while still getting the treatment you need through EMI
Health TeleMed offered through Recuro Health (formerly WellVia).

Reach a doctor 24/7/365

Telemedicine doctors diagnose
acute, non-emergent medical
conditions and prescribe
medications when clinically
appropriate.  Speak with a doctor
anytime and pay no consultation
fee rather than paying the high
costs associated with office,
urgent care, and ER visits. 

How do I use it?

Acid Reflux + Allergies + Asthma
Bladder Infection + Bronchitis + Cold/Flu

Constipation + Cough + Ear Pain Fever
Gout + Headache + Hemorrhoids + High

Blood Pressure + Joint Pain + Nausea
Pink Eye + Rashes + Sinus Conditions
Sore Throat + UTIs + Yeast Infections

Common Conditions
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TeleMedicine

Download
The App To

Your Device
37
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GoodRx Coupons can
help you pay less than
the cash price for your

prescription.

It’s easy. Just bring your
free coupon to the

pharmacy when picking
up your prescription.

Drug prices vary by
pharmacy. Use GoodRx
to find current prices

and discounts that are
often lower than cash
prices even without

insurance!

Compare Prices Get Free Coupons Use at Pharmacy

How GoodRx Works
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Save up to 80% at over 70,000
pharmacies nationwide.

No insurance necessary!

Download
The GoodRx
App Today
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In addition to your American Legacy HR team, who remain available at
HR@american-stucco.com, you also have access to the professional
benefits team at Reseco Insurance Advisors.

Reseco partners with us to design and manage our benefits package.
They are experts in health insurance and are the best resource for
assistance with complex billing or claims questions.

Nichol Bingham
Assistant Acct Manager

602-753-4302
nbingham@resecoadvisors.com

Savana York
Client Manager
480-414-3464

syork@resecoadvisors.com

Questions?
Talk to the insurance pros at
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Still need the App?
A registration link was sent as part of your initial onboarding.
If you can’t find it or run into trouble while registering, please
email us at HR@american-stucco.com for further assistance.

As an American Legacy employee, you have access to additional
benefits through our partnership with Quickbooks Workforce. 

Because they are voluntary, post-tax products, most can be elected
at any time during employment through the Workforce app. Most

Allstate plans are portable, meaning you may keep them and simply
transition to personal billing if your employment with us ends.

Please reference your Workforce app for more details.

Dental Vision Accident Critical Illness Term Life
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Paid Time Away
Time away from work is an important part of staying healthy, balanced,
and productive. American Legacy provides paid time off, sick time, and
holiday benefits to give you the flexibility to rest, recharge, and take care of
personal needs. Please see your handbook for full details.

Paid TIme Off
Administrative employees who
work at least 30 hours each
week earn .77 hours of paid time
off each pay period (40-hours
over the course of a full year). 

Paid Holidays
American Legacy generally observes
6 paid holidays per year. Due to the
variable nature of our business, not
all employee groups qualify for paid
holiday leave. Please reference the
employee handbook for details.

Paid Sick Time
All American Legacy employees
earn 1 hour of paid sick leave for
every 30 hours they work. Paid
sick leave balances are updated
weekly and can be found on
your pay statements or in your
workforce app.

Requesting Time Off
All time-off requests must be
submitted through our Intuit
Workforce app for your manager
to review and approve. Your
manager or HR are available to
assist if you don’t know how.
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Retirement
American Legacy Stucco & Stone offers a Profit Sharing Plan to help you
save for the future. The plan is funded entirely by the Company — you
don’t make contributions. Each year, the Company may choose to add
money to the plan based on business performance. If a contribution is
made, it’s shared among eligible employees according to the plan’s rules.

Vesting Schedule
Employer contributions become
yours over time based on years of
service. You’re 20% vested after 2
years, with an additional 20% each
year, reaching 100% after 6 years.
Breaks in service may affect vesting.
You keep the vested portion of your
account if you leave the Company.

Eligibility
All employees become eligible to
participate in the retirement plan
after completing one year of service
with at least 1,000 hours worked. 

Breaks in service (fewer than 501
hours in a year) may delay or affect
eligibility. 

If you are rehired, prior service may
count toward eligibility unless it was
disregarded under break-in-service
rules.

Have Questions?
American Legacy’s retirement
plan is self-administered. Please
review your Summary Plan
Description for full details and
send any questions you may
have to Human Resources at
HR@american-stucco.com.
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NEW HIRE CHECK LIST (HR)
AMERICAN LEGACY STUCCO & STONE

199

P O S T - H I R E2

P R E - H I R E1

To be completed by the American Legacy HR Representative responsible for entering & maintaining the employment record.

F O L L O W  U P3

Initial Workforce Setup

Processed By

Processed On

Workforce - Full Profile Setup

Processed By

Processed On

Benefits - Enroll/Waive in System

Dynafile - Full File Registration

Notes

Notes

Processed By

Processed On

Notes

Complete & Verify Onboarding Info

Workforce - Time Setup w/ Geo Fencing
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We’re so glad you’ve taken the time to read
through this guide and learn about American
Legacy Stucco & Stone. By joining our team,
you’re not just starting a job — you’re becoming
part of a community that values hard work,
respect, and looking out for one another.

Thank you for your time and commitment to
getting started the right way. We’re excited to
have you on board and can’t wait to see the
impact you’ll make. 

Welcome to the team!

and Welcome!
THANK YOU
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The next section includes a collection of
required employmlent notices. We know it can
feel like a lot of fine print, but these documents
are provided to protect you and keep you
informed of your rights and options. You don’t
need to study every word — just know they’re
here for your reference. 

While we make every effort to translate our
materials into Spanish, some of these legal
notices are only available in English. If you ever
have questions or want help making sense of
any of it, your HR team is always happy to help.
You can reach us at HR@american-stucco.com.

For future reference, these notices are posted
and kept updated in our online Employee Portal
with our other policies and important notices. 

Read If You’d Like — Ask If You Need

Legal Notices
EMPLOYMENT
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The next section includes a collection of
required employmlent notices. We know it can
feel like a lot of fine print, but these documents
are provided to protect you and keep you
informed of your rights and options. You don’t
need to study every word — just know they’re
here for your reference. 

While we make every effort to translate our
materials into Spanish, some of these legal
notices are only available in English. If you ever
have questions or want help making sense of
any of it, your HR team is always happy to help.
You can reach us at HR@american-stucco.com.

For future reference, these notices are posted
and kept updated in our online Employee Portal
with our other policies and important notices. 

Read If You’d Like — Ask If You Need

Legal Notices
INSURANCE
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HIPAA Special Enrollment
Rights

If you decline enrollment for yourself or your dependents (including your
spouse) because of other health insurance coverage, you may in the future
be able to enroll yourself or your dependents in this plan, provided that you
request enrollment within 30 days after your other coverage ends.

In addition, if you have a new dependent as a result of marriage, birth,
adoption, or placement for adoption, you may be able to enroll yourself
and your dependents, provided that you request enrollment within 30
days after the marriage, birth, adoption, or placement for adoption.

If you would like more information, please reference your Summary Plan
Description or contact Human Resources at HR@american-stucco.com.

You may also be able to enroll yourself and your dependents if you or your
dependents lose eligibility for Medicaid or a State Children’s Health
Insurance Program (CHIP), or if you or your dependents become eligible
for premium assistance under Medicaid or CHIP. You must request
enrollment within 60 days of the loss of Medicaid/CHIP coverage or within
60 days of becoming eligible for premium assistance.



Continuation Coverage
Rights Under COBRA

Introduction
You’re getting this notice because you recently gained coverage under a
group health plan (the Plan). This notice has important information about
your right to COBRA continuation coverage, which is a temporary
extension of coverage under the Plan. This notice explains COBRA
continuation coverage, when it may become available to you and your
family, and what you need to do to protect your right to get it. When you
become eligible for COBRA, you may also become eligible for other
coverage options that may cost less than COBRA continuation coverage.

The right to COBRA continuation coverage was created by a federal law,
the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA).
COBRA continuation coverage can become available to you and other
members of your family when group health coverage would otherwise
end. For more information about your rights and obligations under the
Plan and under federal law, you should review the Plan’s Summary Plan
Description or contact the Plan Administrator.

You may have other options available to you when you lose group health
coverage. For example, you may be eligible to buy an individual plan
through the Health Insurance Marketplace. By enrolling in coverage
through the Marketplace, you may qualify for lower costs on your
monthly premiums and lower out-of-pocket costs. Additionally, you may
qualify for a 30-day special enrollment period for another group health
plan for which you are eligible (such as a spouse’s plan), even if that plan
generally doesn’t accept late enrollees.



What is COBRA continuation coverage?
COBRA continuation coverage is a continuation of Plan coverage when
it would otherwise end because of a life event.This is also called a
“qualifying event.” Specific qualifying events are listed later in this notice.
After a qualifying event, COBRA continuation coverage must be offered to
each person who is a “qualified beneficiary.” You, your spouse, and your
dependent children could become qualified beneficiaries if coverage
under the Plan is lost because of the qualifying event. Under the Plan,
qualified beneficiaries who elect COBRA continuation coverage must pay
for COBRA continuation coverage.

If you’re an employee, you’ll become a qualified beneficiary if you lose
your coverage under the Plan because of the following qualifying events:

Your hours of employment are reduced, or
Your employment ends for any reason other than your gross
misconduct.

If you’re the spouse of an employee, you’ll become a qualified beneficiary
if you lose your coverage under the Plan because of the following
qualifying events:

Your spouse dies;
Your spouse’s hours of employment are reduced;
Your spouse’s employment ends for any reason other than his or her
gross misconduct;
Your spouse becomes entitled to Medicare benefits (under Part A, Part
B, or both); or
You become divorced or legally separated from your spouse.

Your dependent children will become qualified beneficiaries if they lose
coverage under the Plan because of the following qualifying events:

The parent-employee dies;
The parent-employee’s hours of employment are reduced;
The parent-employee’s employment ends for any reason other than
his or her gross misconduct;
The parent-employee becomes entitled to Medicare benefits (Part A,
Part B, or both);
The parents become divorced or legally separated; or
The child stops being eligible for coverage under the Plan as a
“dependent child.”



When is COBRA continuation coverage available?
The Plan will offer COBRA continuation coverage to qualified beneficiaries
only after the Plan Administrator has been notified that a qualifying event
has occurred. The employer must notify the Plan Administrator of the
following qualifying events:

The end of employment or reduction of hours of employment;
Death of the employee; or
The employee’s becoming entitled to Medicare benefits (under Part A,
Part B, or both).

For all other qualifying events (divorce or legal separation of the
employee and spouse or a dependent child’s losing eligibility for coverage
as a dependent child), you must notify the Plan Administrator by email at
HR@american-stucco.com within 60 days after the qualifying event
occurs. 

How is COBRA continuation coverage provided?
Once the Plan Administrator receives notice that a qualifying event has
occurred, COBRA continuation coverage will be offered to each of the
qualified beneficiaries. Each qualified beneficiary will have an
independent right to elect COBRA continuation coverage. Covered
employees may elect COBRA continuation coverage on behalf of their
spouses, and parents may elect COBRA continuation coverage on behalf
of their children.

COBRA continuation coverage is a temporary continuation of coverage
that generally lasts for 18 months due to employment termination or
reduction of hours of work.  Certain qualifying events, or a second
qualifying event during the initial period of coverage, may permit a
beneficiary to receive a maximum of 36 months of coverage.

There are also ways in which this 18-month period of COBRA continuation
coverage can be extended:

Disability extension of 18-month period of COBRA continuation coverage
If you or anyone in your family covered under the Plan is determined by
Social Security to be disabled and you notify the Plan Administrator in a
timely fashion, you and your entire family may be entitled to get up to an 



additional 11 months of COBRA continuation coverage, for a maximum of
29 months. The disability would have to have started at some time before
the 60th day of COBRA continuation coverage and must last at least until
the end of the 18-month period of COBRA continuation coverage. 

Second qualifying event extension of 18-month period of continuation
coverage
If your family experiences another qualifying event during the 18 months
of COBRA continuation coverage, the spouse and dependent children in
your family can get up to 18 additional months of COBRA continuation
coverage, for a maximum of 36 months, if the Plan is properly notified
about the second qualifying event. This extension may be available to the
spouse and any dependent children getting COBRA continuation
coverage if the employee or former employee dies; becomes entitled to
Medicare benefits (under Part A, Part B, or both); gets divorced or legally
separated; or if the dependent child stops being eligible under the Plan as
a dependent child. This extension is only available if the second qualifying
event would have caused the spouse or dependent child to lose coverage
under the Plan had the first qualifying event not occurred.

Are there other coverage options besides COBRA?
Yes. Instead of enrolling in COBRA continuation coverage, there may be
other coverage options for you and your family through the Health
Insurance Marketplace, Medicare, Medicaid, Children’s Health Insurance
Program (CHIP), or other group health plan coverage options (such as a
spouse’s plan) through what is called a “special enrollment period.” Some
of these options may cost less than COBRA continuation coverage. You
can learn more about many of these options at www.healthcare.gov.

Can I enroll in Medicare instead of COBRA after my group
health plan coverage ends?
In general, if you don’t enroll in Medicare Part A or B when you are first
eligible because you are still employed, after the Medicare initial
enrollment period, you have an 8-month special enrollment period[1] to
sign up for Medicare Part A or B, beginning on the earlier of

The month after your employment ends; or
The month after group health plan coverage based on current
employment ends.

https://www.healthcare.gov/are-my-children-eligible-for-chip
https://www.healthcare.gov/are-my-children-eligible-for-chip
https://www.dol.gov/ebsa/www.healthcare.gov


If you don’t enroll in Medicare and elect COBRA continuation coverage
instead, you may have to pay a Part B late enrollment penalty and you
may have a gap in coverage if you decide you want Part B later. If you
elect COBRA continuation coverage and later enroll in Medicare Part A or
B before the COBRA continuation coverage ends, the Plan may terminate
your continuation coverage.  However, if Medicare Part A or B is effective
on or before the date of the COBRA election, COBRA coverage may not be
discontinued on account of Medicare entitlement, even if you enroll in the
other part of Medicare after the date of the election of COBRA coverage.

If you are enrolled in both COBRA continuation coverage and Medicare,
Medicare will generally pay first (primary payer) and COBRA continuation
coverage will pay second. Certain plans may pay as if secondary to
Medicare, even if you are not enrolled in Medicare.

For more information: https://www.medicare.gov/medicare-and-you.

If you have questions
Questions concerning your Plan or your COBRA continuation coverage
rights should be addressed to the contact or contacts identified below.
For more information about your rights under the Employee Retirement
Income Security Act (ERISA), including COBRA, the Patient Protection
and Affordable Care Act, and other laws affecting group health plans,
contact the nearest Regional or District Office of the U.S. Department of
Labor’s Employee Benefits Security Administration (EBSA) in your area or
visit www.dol.gov/ebsa. (Addresses and phone numbers of Regional and
District EBSA Offices are available through EBSA’s website.)  For more
information about the Marketplace, visit www.HealthCare.gov.

Keep your Plan informed of address changes
To protect your family’s rights, let the Plan Administrator know about any
changes in the addresses of family members. You should also keep a
copy, for your records, of any notices you send to the Plan Administrator.

Plan contact information
American Legacy Stucco & Stone, LLC.
12455 N 92  Dr, Suite 102, Peoria, AZ 85381nd

HR@american-stucco.com; 602-799-0513

https://www.medicare.gov/medicare-and-you
http://www.dol.gov/ebsa
http://www.healthcare.gov/






Your Prescription Drug
Plan and Medicare Part D 
Please read this notice carefully and keep it where you can find it. 

This notice has information about your current prescription drug coverage
with American Legacy Stucco and Stone, Inc. and about your options
under Medicare’s prescription drug coverage. This information can help
you decide whether or not you want to join a Medicare drug plan. If you are
considering joining, you should compare your current coverage, including
which drugs are covered at what cost, with the coverage and costs of the
plans offering Medicare prescription drug coverage in your area.
Information about where you can get help to make decisions about your
prescription drug coverage is at the end of this notice. 

There are two important things you need to know about your current
coverage and Medicare’s prescription drug coverage:

Medicare prescription drug coverage became available in 2006 to
everyone with Medicare. You can get this coverage if you join a
Medicare Prescription Drug Plan or join a Medicare Advantage Plan
(like an HMO or PPO) that offers prescription drug coverage. All
Medicare drug plans provide at least a standard level of coverage set by
Medicare. Some plans may also offer more coverage for a higher
monthly premium.
American Legacy Stucco and Stone, Inc.  offers multiple plans and has
determined that prescription drug coverage for the:

EMI BCBS (5,000/10,000) Health Plan, on average for all plan
participants, is expected to pay out as much as standard Medicare
prescription drug coverage pays and is therefore considered
Creditable Coverage. Because your existing coverage is Creditable
Coverage, you can keep this coverage and not pay a higher
premium (a penalty) if you later decide to join a Medicare drug plan.
MEC Basic and MEC Enhanced health plans are NOT considered
Creditable Coverage. 

For more information contact us at HR@american-stucco.com



Your Prescription Drug
Plan and Medicare Part D 

When Can You Join a Medicare Drug Plan? You can join a Medicare drug plan when you first
become eligible for Medicare and each year from October 15 to December 7. However, if you lose
your current creditable prescription drug coverage, through no fault of your own, you will also be
eligible for a two (2) month Special Enrollment Period (SEP) to join a Medicare drug plan.

What Happens to Your Current Coverage If You Decide to Join a Medicare Drug Plan? If you
decide to join a Medicare drug plan, your current coverage will not be affected. Members can
keep this coverage if they elect Part D and this plan will coordinate with Part D coverage. If you
do decide to join a Medicare drug plan and drop your current coverage, be aware that you and
your dependents will be able to get this coverage back during future open enrollment periods.

When Will You Pay a Higher Premium (Penalty) To Join a Medicare Drug Plan? You should also
know that if you drop or lose your current coverage and don’t join a Medicare drug plan within 63
continuous days after your current coverage ends, you may pay a higher premium (a penalty) to
join a Medicare drug plan later. If you go 63 continuous days or longer without creditable
prescription drug coverage, your monthly premium may go up by at least 1% of the Medicare
base beneficiary premium per month for every month that you did not have that coverage. For
example, if you go nineteen months without creditable coverage, your premium may consistently
be at least 19% higher than the Medicare base beneficiary premium. You may have to pay this
higher premium (a penalty) as long as you have Medicare prescription drug coverage. In addition,
you may have to wait until the following October to join.

For More Information about This Notice or Your Current Prescription Drug Coverage Contact the
person listed below for further information. You’ll get this notice each year. You will also get it
before the next period you can join a Medicare drug plan, and if this coverage changes. You may
also request a copy of this notice at any time.

For More Information about Your Options under Medicare Prescription Drug Coverage - More
detailed information about Medicare plans that offer prescription drug coverage is in the
“Medicare & You” handbook. You’ll get a copy of the handbook in the mail every year from
Medicare. You may also be contacted directly by Medicare drug plans.

For more information about Medicare prescription drug coverage - Visit www.medicare.gov. Call
your State Health Insurance Assistance Program (see the inside back cover of your copy of the
“Medicare & You” handbook for their telephone number) for personalized help. Call 1-800-
MEDICARE (1-800-633-4227). TTY users should call 1-877-486-2048.

If you have limited income and resources, extra help paying for Medicare prescription drug
coverage is available. For information about this extra help, visit Social Security on the web at
www.socialsecurity.gov, or call them at 1-800-772-1213 (TTY 1-800-325-0778). 

Keep this Creditable Coverage notice.  If you decide to join one of Medicare drug plans, you may be required to provide a copy of this
notice when you join to show whether or not you have maintained creditable coverage and, therefore, whether or not you are required
to pay a higher premium (a penalty).

FAQ’s & More Information











Women’s Health & Cancer
Rights Act (WHCRA)

If you have had or are going to have a mastectomy, you may be entitled
to certain benefits under the Women’s Health and Cancer Rights Act of
1998 (WHCRA). For individuals receiving mastectomy-related benefits,
coverage will be provided in a manner determined in consultation with the
attending physician and the patient, for:

All stages of reconstruction of the breast on which the mastectomy was
performed;
Surgery and reconstruction of the other breast to produce a
symmetrical appearance;
Prostheses; and
Treatment of physical complications of the mastectomy, including
lymphedema.

These benefits will be provided subject to the same deductibles and
coinsurance applicable to other medical and surgical benefits provided
under this plan.

If you would like more information, please reference your Summary Plan
Description or contact Human Resources at HR@american-stucco.com.



Newborn’s and Mother’s
Health Protection Act
(NMHPA)
Group health plans and health insurance issuers generally may not, under
federal law, restrict benefits for any hospital length of stay in connection
with childbirth for the mother or newborn child to less than 48 hours
following a vaginal delivery or 96 hours following a cesarean section.

However, the plan or issuer may pay for a shorter stay if the attending
provider (e.g., your physician, nurse midwife, or physician assistant), after
consultation with the mother, discharges the mother or newborn earlier.

In addition, plans and issuers may not:

Require that a provider obtain authorization from the plan or issuer for
prescribing a length of stay of up to 48 hours (for vaginal delivery) or 96
hours (for cesarean section).

If you would like more information, please reference your Summary Plan
Description or contact Human Resources at HR@american-stucco.com.



Mental Health Parity and
Addiction Equity Act
(MHPAEA)
The Mental Health Parity and Addiction Equity Act of 2008 (MHPAEA)
requires that the financial requirements (such as copayments, deductibles,
and coinsurance) and treatment limitations (such as number of visits or
days of coverage) that apply to mental health or substance use disorder
(MH/SUD) benefits cannot be more restrictive than those that apply to
medical and surgical benefits under the plan.

In addition, non-quantitative treatment limits (such as prior authorization,
medical management standards, or provider network admission criteria)
for MH/SUD benefits must be comparable to, and applied no more
stringently than, those applied to medical and surgical benefits.

You may request, at no charge, information about the criteria for medical
necessity determinations with respect to MH/SUD benefits, as well as the
processes, strategies, evidentiary standards, and other factors used to
apply non-quantitative treatment limits. You may also request the reason
for any denial of reimbursement or payment for MH/SUD services.

If you would like more information, please reference your Summary Plan
Description or contact Human Resources at HR@american-stucco.com.



The next section includes a collection of
required employmlent notices. We know it can
feel like a lot of fine print, but these documents
are provided to protect you and keep you
informed of your rights and options. You don’t
need to study every word — just know they’re
here for your reference. 

While we make every effort to translate our
materials into Spanish, some of these legal
notices are only available in English. If you ever
have questions or want help making sense of
any of it, your HR team is always happy to help.
You can reach us at HR@american-stucco.com.

For future reference, these notices are posted
and kept updated in our online Employee Portal
with our other policies and important notices. 

Read If You’d Like — Ask If You Need

Legal Notices
RETIREMENT



IMPORT FROM BENEFIT
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