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Section 1. Introduction 

Section 1.a. Purpose Statement 

This handbook provides a summary of ArcelorMittal USA human resources policies and practices.  You 

are encouraged to read this handbook carefully to ensure that you are familiar with its contents. If you 

have questions, please speak with your Human Resources representative.  

ArcelorMittal is a dynamic organization and our personnel policies and practices are under constant 

review. This means that the contents of this handbook and all of our policies, practices, forms and rules 

are subject to revision, addition or deletion from time to time as appropriate or necessary.  

This handbook does not confer any contractual right, either expressed or implied, to remain in the 

Company’s employ; nor does it guarantee any fixed terms and conditions of your employment.  At all 

times, our employees are employed on an "at-will" basis, which means that either you or the Company 

may end the employment relationship at any time and for any reason.    

This handbook supersedes and modifies any and all pre-existing handbooks, and except where stated 

herein, replaces local policies and procedures, whether written or otherwise.  In the event of a conflict 

between the terms of this handbook and any other prior rules, policies, or procedures, the terms set 

forth in this handbook will govern unless there is a separate written document that is signed by both the 

employee and an authorized officer of the Company.  To the extent state or local law affords additional 

benefits or protections, state or local law will apply. 

Section 1.b. Background  

ArcelorMittal is committed to its promise of ‘transforming tomorrow’ and to the three core values that 

shape our behavior – Sustainability, Quality and Leadership. 

Product lines within the USA include Flat, Long and Tubular Products, producing slabs, hot and cold 

rolled coils, coated steel, plates, tin products, bars, blooms, billets, ingots, wire, rail, pipes and tubes. 

The major Flat and Long steel facilities in the USA employ approximately 4,000 salaried professionals 

and over 14,000 production and maintenance employees. The raw steel production capacity of these 

operations is approximately 16.3 million tons.  

ArcelorMittal USA serves the following markets, among others:  

• Automotive 

• Distribution and processing 

• Pipe and tube 

• Construction 

• Packaging 

• Appliances 

• Heavy machinery  
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Section 1.c. Statement of Applicability  

This handbook applies to salaried, non-represented employees of: 

• ArcelorMittal USA operating facilities and offices located in East Chicago, Burns Harbor, and New 

Carlisle, Indiana; Cleveland, Richfield, and Columbus, Ohio; Riverdale, Illinois; Weirton, West 

Virginia; Steelton, Pennsylvania; Minorca Mining operations in Virginia, Minnesota; coke 

operations in Warren, Ohio; and plate facilities located in Coatesville and Conshohocken, 

Pennsylvania, Burns Harbor and Gary, Indiana, and Newton, North Carolina; and affiliated sales 

offices. 

• Global Research and Development Center located in East Chicago, Indiana.  

• USA and other ArcelorMittal employees located in the Chicago, Illinois office. 

Section 1.d. Global Human Resource Policies 

On May 20, 2010 the Group Management Board and the Management Committee of ArcelorMittal 

approved the ArcelorMittal Human Resources Guiding Principles.  Following that milestone, global HR 

policies were updated.  These documents are incorporated by reference.  Complete copies can be 

viewed by clicking on the Human Resources Policies & Procedures link found on the Corporate Human 

Resources website 

https://arcelormittal.sharepoint.com/corporate/hr/Pages/HR_Home.aspx
https://arcelormittal.sharepoint.com/corporate/hr/Pages/HR_Home.aspx
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Section 2. Fair & Equal Treatment 

Section 2.a. Equal Employment Opportunity 

To provide equal employment and advancement opportunities to all individuals, employment decisions 

at ArcelorMittal are based on merit, qualifications, and abilities.  We do not discriminate in employment 

opportunities or practices on the basis of race, sex, sex stereotyping, religion, creed, color, national 

origin, citizenship, disability, handicap or medical condition, pregnancy (which includes pregnancy, 

childbirth and medical conditions related to pregnancy, childbirth or breastfeeding), age, military status, 

marital status, sexual orientation, gender identity or expression, ancestry, protected veteran status 

(defined to include status as a disabled veteran, recently separated veteran, active duty wartime or 

campaign badge veteran, or Armed Forces service medal veteran), or any other basis prohibited by law.  

The Company will engage in an interactive process with an applicant or employee who requests an 

accommodation and make an individualized assessment of the request.  Accommodations will be 

provided in cases where the accommodation would not directly threaten someone’s health or safety or 

create an undue hardship.  Applicants and employees requiring accommodation(s) should advise Human 

Resources.  The request should be made as soon as the reasonable accommodation becomes 

necessary.  Accommodation requests received by a supervisor or manager should be referred to Human 

Resources.  

This policy governs all aspects of employment, including selection, job assignment, compensation, 

discipline, termination, and access to benefits and training. Any employees who have questions or 

concerns about any type of discrimination in the workplace are encouraged to bring these issues to the 

attention of their manager and/or the Human Resources department.  Employees can raise concerns 

and make reports without fear of reprisal. 

Engaging in any type of unlawful discrimination or harassment of another employee, contractor, or 

visitor will be cause for disciplinary action, up to and including termination of employment. 

Section 2.b. Non-Discrimination, Anti-Harassment, and Non-Retaliation Policy 

ArcelorMittal is committed to a work environment in which all individuals are treated with respect and 

dignity.  Each and every employee has the right to work in a professional atmosphere that promotes 

equal employment opportunities and prohibits discriminatory practices, including harassment.  

Therefore, ArcelorMittal expects that all relationships among persons in the workplace will be business-

like and free of bias, prejudice and harassment.  In accordance with these commitments, it is the policy 

of ArcelorMittal to forbid sexual and all other forms of unlawful harassment, as well as any 

inappropriate or unprofessional conduct, whether or not such conduct rises to the level of unlawful 

harassment.  ArcelorMittal will not tolerate any conduct that violates this policy; anyone found to be in 

violation of this policy will be subject to discipline, up to and including discharge. 
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This policy extends to each employee at every level of our organization.  Specifically, no employee, 

supervisor, manager, contractor, customer, guest, vendor, or any other individual with whom we do 

business shall discriminate against, harass, or treat inappropriately or unprofessionally anyone on the 

basis of race, sex, sex stereotyping, religion, creed, color, national origin, citizenship, disability, handicap 

or medical condition, pregnancy (which includes pregnancy, childbirth and medical conditions related to 

pregnancy, childbirth or breastfeeding), age, military status, marital status, sexual orientation, gender 

identity or expression, ancestry, protected veteran status (defined to include status as disabled veteran, 

recently separated veteran, active duty wartime or campaign badge veteran, or Armed Forces service 

medal veteran), or any other basis prohibited by law.  Unlawful harassment and 

inappropriate/unprofessional conduct serve no legitimate purpose; they have a disruptive effect in the 

workplace and undermine the integrity of the employment relationship. 

In keeping with ArcelorMittal key values, all employees are responsible for preventing unlawful 

harassment and inappropriate or unprofessional conduct by behaving in a professional, business-like 

manner and treating each other with respect at all times. 

Although it would be impossible to provide a definition that would cover every form of unlawful 

harassment, such harassment has been found to include the following: 

Sexual Harassment: Unwelcome sexual advances, requests for sexual favors and other verbal or physical 
conduct of a sexual nature when:  (a) submission to such conduct is made either explicitly or implicitly a 
term or condition of an individual’s employment; (b) submission to or rejection of such conduct is used 
as a basis for an employment decision affecting that individual; or (c) the purpose or the effect of such 
conduct is to interfere substantially with the affected individual’s work performance or to create an 
intimidating, hostile or offensive work environment.  Some examples of unwelcome behavior that can 
be construed as sexual harassment include, but are not limited to: sexual advances, propositions, off-
color jokes, touching, physical assault, sexually explicit or suggestive objects or pictures, references to a 
person’s body parts, request for sexual activity, and/or sexually explicit conversation. 

Other Forms of Harassment: Verbal or physical conduct relating to an individual’s race, religion, creed, 

color, national origin, citizenship, disability or handicap or medical condition, pregnancy (which includes 

pregnancy, childbirth and medical conditions related to pregnancy, childbirth or breastfeeding), age, 

military status, marital status, sex, sex stereotyping, sexual orientation, gender identity or expression, 
ancestry, protected veteran status as defined above, or any other basis prohibited by law when this 

conduct:  (a) has the purpose or effect of creating an intimidating, hostile or offensive working 

environment; (b) has the purpose or effect of unreasonably interfering with an individual’s work 

performance; or (c) otherwise adversely affects an individual’s employment opportunities.  Some 

examples of conduct that may constitute prohibited harassment include, but are not limited to:  slurs, 

jokes, cartoons, stereotypes and statements with regard to any other basis prohibited by law.  Such 
conduct via social media is also prohibited.  We take allegations of unlawful harassment and 

inappropriate/unprofessional conduct very seriously. 

If you believe that you are the victim of such conduct, you should clearly and directly communicate to 

the offending individual that his or her conduct is unwelcome, and request that the offensive behavior 

immediately stop.  Regardless of whether you communicate with the offending individual, you should 

also immediately report the matter to your manager, your Human Resources Representative, the Legal 

Department, and/or the Workplace Compliance Hotline at 1-888-242-7305. 
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In order to help ArcelorMittal investigate and resolve your concerns, please document or otherwise 

record each incident of alleged unlawful harassment or inappropriate or unprofessional conduct, if 
possible.  Such documentation should include the date, time, place, a description of what was said or 

done, and a description of the surrounding circumstances. 

All such complaints will be promptly and thoroughly investigated.  If it is determined that unlawful 

harassment or inappropriate/unprofessional conduct has occurred, management will take appropriate 

corrective and/or disciplinary action against the offending party, up to and including discharge.  Due to 

the sensitive nature of such complaints, all such matters will be treated with particular care and shall 

remain, to the extent possible, confidential.  To ensure all complaints are properly investigated, all 

employees are required to cooperate fully and to provide accurate and complete information.  Failure to 

do so will result in disciplinary action, up to and including discharge.  

The Company hopes that any incident of unlawful harassment can be resolved through the internal 
process outlined above.  All employees, however, have the right to file formal charges with their state 

human rights department or the federal Equal Employment Opportunity Commission (EEOC). 

Retaliation against any person who has complained about unlawful harassment or inappropriate, 

unprofessional conduct, filed a charge of unlawful harassment, or otherwise participated in an 

investigation of unlawful harassment or inappropriate/unprofessional conduct will not be tolerated.  

Furthermore, no supervisor, manager, or officer has the authority to require you to tolerate or agree to 

any conduct that violates this policy in order to receive any job benefit, including, but not limited to, 

compensation, duties, assignments, or promotions.  These activities will result in severe discipline, up to 

and including immediate discharge. 

We trust that all employees of the Company will continue to act responsibly to establish a pleasant work 

environment free of unlawful harassment and inappropriate/unprofessional conduct. 

Section 2.c. Pay Transparency Policy 

The Company will not discharge or in any other manner discriminate against employees or applicants 

because they have inquired about, discussed, or disclosed their own pay or the pay of another employee 

or applicant. However, employees who have access to the compensation information of other 

employees or applicants as a part of their essential job functions cannot disclose the pay of other 

employees or applicants to individuals who do not otherwise have access to compensation information, 

unless the disclosure is (a) in response to a formal complaint or charge, (b) in furtherance of an 

investigation, proceeding, hearing, or action, including an investigation conducted by the employer, or 

(c) consistent with the contractor’s legal duty to furnish information. 

 
If you believe that you have experienced discrimination contact OFCCP 

1.800.397.6251 | TTY 1.877.889.5627 | www.dol.gov/ofccp 
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Section 3. Compensation 

The guiding principles of the ArcelorMittal USA total compensation program are: 

• We promote and compensate based on merit and performance, paying particular attention to 

our culture of continuous improvement. 

• Total compensation will be competitive with the market, as defined by the practices of other 

companies with whom we compete for talent. 

• A portion of cash compensation will be variable to match business conditions and to reward 

exceptional performance. 

• Variable compensation programs will promote alignment across the entire organization and will 

motivate employees to exceed business goals. 

Section 3.a. Variable Compensation Program 

Select the link below to view the Variable Compensation Program for FC USA salaried, non-represented 
employees. 

Variable Compensation Program 

 

Section 3.b. Overtime/Additional Pay/Paid Time Off for Salaried Employees 

It is the policy of the Company under the circumstances outlined below to provide non-represented 

salaried employees additional pay or paid time off for hours worked in excess of a standard work week 

or a regular work week. 

Purpose 

This procedure describes practices related to compensating non-represented salaried employees for 

hours worked in excess of a standard work week or a regular work week.  

Policy Detail 

For purposes of this policy, a standard work week is defined as 40 hours (e.g. 5 days/8 hours per day) for 

non-exempt employees and exempt employees in the position of shift manager and 50 hours for 

exempt employees below the level of manager that are not assigned to the shift manager position.  A 

regular work week is defined as a regular schedule that is “alternative” to the standard work week, 

usually referred to as an alternative work schedule (e.g. 4 days/12 hours per day). 

All exempt salaried employees, including shift managers, are expected to work a reasonable amount of 

incidental overtime.  Incidental overtime does not qualify for additional pay or compensatory time off 

under this Policy. 

  

https://arcelormittal.sharepoint.com/unitedStates/Pages/HR/HRPoliciesProcedures.aspx
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Exempt Salaried Employees 

Eligibility:  

1. Exempt salaried employees assigned to the shift manager position who are responsible for the 

direct supervision of hourly employees working rotating turns and who are scheduled or 

directed to work additional shift(s) or partial shift(s) of at least four (4) hours to cover an unfilled 

vacancy, for an emergency callout, or to cover the absence of the scheduled shift manager, will 

be entitled to receive additional pay or paid time off when the additional shift(s) cause the 

employee to work in excess of 40 hours for the week.  The choice to receive additional pay or 

paid time off must be made in accordance with the administrative procedure described under 

Method of Payment below. 

2. Exempt salaried employees below the manager level that are not assigned to shift manager 

positions, but who are directed or scheduled to work additional hours, may receive additional 

pay or paid time off if approved by the Vice-President/General Manager (VP/GM) of the 

operating facility or staff department to which the employee is assigned.  Additional pay or paid 

time off cannot be authorized unless the additional hours cause the exempt employee to work 

in excess of 50 hours for the week. 

In all cases, overtime hours must be authorized (i.e., scheduled or directed) by the employee’s manager, 

in advance when possible.  Self-scheduled overtime is excluded from this policy. 

Hours not worked due to illness or personal time off are excluded for purposes of determining hours 

worked in excess of the standard or regular work week.  Holidays not worked, vacation days, jury duty 

days and compensating time off days are considered days worked for purposes of determining excess 

hours worked in a week. 

For shift managers who work an alternative work schedule (e.g. 4 days/12 hours per day), hours worked 

in excess of 40 do not qualify for additional pay, although extra shift(s) worked in excess of the alternate 

work schedule may be eligible (e.g. a 5th 12-hour shift).  

Method of Payment 

Compensation for additional hours under this policy will take the form of either an equal amount of paid 

time off or pay at the rate equal to the straight time hourly equivalent of the eligible employee’s base 

salary.  Additional pay under this policy is excluded from the calculation of all applicable exempt salaried 

bonus payments. 

When an exempt salaried employee requests additional pay instead of paid time off the hours must be 

recorded on the Exempt Salaried Overtime Payment Authorization Form (Form HR3-003-F003) and 

approved by the department division manager and the VP/GM for the area.   

1. The approved Exempt Salaried Overtime Payment Authorization Form is due in Payroll Shared 

Services the second Sunday of each pay period to ensure timely payment.  

2. Payroll Shared Services is accountable for verifying that the appropriate approval/authorization 

has been made, for processing payment as required under this policy, and for generating reports 

of payments made. 
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3. Local Human Resources is responsible to monitor the level of additional pay/paid time earned 

and to review this information regularly with the appropriate management group for the 

location/department(s) it supports. 

4. Department management is accountable to maintain accurate records of paid time off earned 

and taken.  Paid time off that is due to eligible employees at the time of their termination from 

employment may be convertible into cash payment only to the extent authorized by the Vice 

President of the business unit where the salaried exempt employee works.   

5. Department management is expected to monitor and take action to prevent excessive build-up 

of paid time for individual employees and/or departments. 

Non-exempt Non-represented Salaried Employees 

Eligibility 

1. Non-exempt non-represented salaried employees will be paid time and one-half for hours 

worked that exceed forty (40) hours during a scheduled work week.  

Hours not worked due to illness or personal time off are excluded for purposes of determining hours 

worked in a work week.  Holidays not worked, vacation days and jury duty days are considered days 

worked for purposes of determining hours worked in a week. 

Overtime hours for non-exempt employees are recorded each pay period on individual time cards or 

exception reports (varies by location) and approved by the department division manager or manager 

and the VP/GM (or top senior management) for the area at the end of the pay period in which the 

additional hours were worked.  

The approved time card/exception report is due in Payroll Shared Services immediately following the 

close of the pay period to ensure timely payment. 

Questions regarding interpretation of this policy should be directed to the Human Resources 

department. 

Section 3.c. Holiday Pay 

All employees not on unpaid leave of absence or disability will be entitled to receive time off with pay 

(based on current base salary) for each holiday that is recognized by the Company. Company‐recognized 

holidays are published annually for the succeeding year. The Company reserves the right to modify the 

list of holidays as set forth at any time and to choose the date on which a holiday will be observed. 

The holiday period is the 24‐hour period beginning at 12:00 a.m. of the day being observed as a holiday. 

If a holiday falls on a Saturday, the Friday before the holiday will generally be observed as the holiday. If 

a holiday falls on a Sunday, the Monday after the holiday will generally be observed as the holiday. If the 

Day before Christmas falls on a Sunday, the following Tuesday will generally be observed as the holiday. 
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A holiday not worked will be paid as part of the employee’s regular base salary. When an employee is 

scheduled to work on a holiday: 

1. An exempt employee who works a recognized holiday will receive (at the Company’s option) 

either a paid day off or pay for all hours worked on the holiday at a straight‐time rate. 

2. A non‐exempt salaried employee who works on a recognized holiday will receive one and one‐

half times the regular rate of pay per hour worked. 

3. If a holiday observance falls outside an exempt employee’s normal work schedule and he/she 

works a normal schedule, the employee will receive a paid day off or an additional day’s pay. 

4. If a holiday observance falls outside a non‐exempt salaried employee’s normal work schedule 

and he/she works a normal work schedule, the employee will receive additional pay in that work 

week for hours worked over 32 (see HR3‐003 Overtime/Additional Pay for Non‐Represented 

Salaried Employees). 

5. A part‐time employee will receive pro‐rated pay for the holiday based on his/her regular work 

schedule at management’s discretion (management will determine any pro‐ration level to be 

applied). 

When a holiday occurs during a period of paid vacation, the employee will, at the Company’s option, 

receive an extra day off which could be taken with the vacation or at a later date. 

An employee who is paid salary or a benefit under the Company’s programs for sick pay (salary 

continuation), Armed Forces Reserve, Jury or Witness Service on a recognized holiday will be considered 

to have been compensated for that holiday. 

Questions regarding interpretation of this policy should be directed to Organization Development and 

HRIM. 

Section 3.d. Sunday Premium 

Sunday hours scheduled to be worked by a salaried, non‐represented employee and hours worked as a 

result of an emergency call‐off of an employee shall be eligible for payment of a Sunday premium for the 

following employees: 

• Shift Managers 

• Process Managers for hours assigned to fill in for a Shift Manager on a full‐turn basis 

Each eligible Sunday hour will be paid at 50% premium, which includes all legally required overtime pay. 

No other premium pay shall be paid for hours worked on a Sunday other than overtime as required by 

applicable law. 
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Hours worked on a Sunday will be counted toward the weekly total for overtime premium pay eligibility. 

Earnings associated with Sunday premium payments will be excluded from the calculation of all 

applicable bonus payments. 

Each plant will be responsible for following its standard overtime approval and reporting procedure in 

order to convey eligible Sunday premium hours to Shared Services Payroll (SSO). 

SSO will be accountable for monitoring authorization processes for the payment of Sunday premium as 

required by this policy. 

Questions regarding interpretation of this section of the handbook should be directed to the local 

Human Resources department.  
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Section 4. Benefits  

As a salaried employee of ArcelorMittal USA, you are eligible to participate in the Company's significant 

range of benefit programs. This handbook provides you with general information on the benefit plans.  

Salaried employees may view their benefits election summary and cost (except for beneficiary elections) 

on the Dayforce Self Service System (CSS).  Directions for logging into Dayforce can be found on the 

Benefits Web Site. 

Where more information is desired, a link is provided to the applicable Summary Plan Description (SPD).  

An SPD is a translation of the legal plan document into layperson’s terms – it describes the basic 

features of a benefit plan and how it is administered.  If there is a conflict between the legal plan 

document, a summary plan description, and this document, the legal plan document will govern. 

Although ArcelorMittal USA expects to maintain its benefit plans indefinitely, it has the right to modify, 

add or delete plans at any time, for any reason. 

Section 4.a. Eligibility Rules for Benefit Plans 

Unless otherwise stated, you are eligible to participate in the benefit plans described in this handbook 

on your date of hire, provided you complete certain enrollment and other forms provided by the Human 

Resources department.   

You are not eligible to participate in the Company benefit plans if you are an intern working 3 months or 

less in a calendar year, a leased employee, or an individual classified by the Company as a contract 

worker or independent contractor. 

Notwithstanding any provisions of this Plan to the contrary, any individual who was providing services to 

the Company or a Participating Affiliate in the capacity of, or who was designated by the Employer or a 

Participating Affiliate as, an independent contractor or a leased employee, and who is subsequently re-

classified as an Employee for the purposes of Company Benefit Plans (regardless of whether such re-

classification is retrospective or prospective), shall be eligible to participate in the Plan on a prospective 

basis only from the date of the re-classification and shall not have any retroactive claim for benefits. 

Your eligible dependents include your spouse and your children or step-children. To be eligible for 

coverage, a child must: 

• Be yours by birth, adoption, placement for legal adoption or legal guardianship; 

• Be under age 26; and 

• For life insurance and AD&D coverage, from live birth. 

Note:  The value of health care provided to a dependent is generally not taxable; however, this determination will be made in 
accordance with state and federal regulations. 

  

http://benefits.arcelormittalusa.com/
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If you elect to enroll dependents in coverage, they must be enrolled in the same coverage (i.e. medical, 

dental, and vision) in which you are enrolled. You may elect to cover your eligible dependents as follows: 

• Within 31 days of date of hire 

• Within 31 days of acquiring the dependent or incurring a qualified family status change 

• During annual open enrollment period 10/15-11/5 each year for coverage effective 1/1 of the 

following year  

The completion of eligibility and enrollment forms and other eligibility requirements are your 

responsibility.  You must notify the eligibility administrator within 31 days of the date you acquire a 

dependent.  Coverage will not be activated until you submit the required benefit forms and 

documentation such as birth certificates, marriage certificates and Social Security cards.   

Failure to make contact with the Eligibility Administrator, UMR, at 866-268-3489 within 31 days means 

you will have to wait until open enrollment to add your dependent. 

Section 4.b. Insurance Programs 

4.b.1 Health Care Benefits 

Consumer-Driven Health Plan (CDHP) administered by Anthem Blue Cross/Blue Shield includes medical, 

dental, and mental health and substance abuse benefits.  The vision plan is administered by Eye Med. 

The prescription drug plan is administered by CVS Caremark. 

• Anthem Medical, Dental and Mental Health and Substance Abuse Provider Network 

• Eye Med Vision Provider Insight Network  

• CVS Caremark Mail Order Prescription Drug/Pharmacy Card Program 

• Health Savings Account (HSA)-administered by HealthEquity 

• Flexible Spending Account (FSA) Dependent/Elder Day Care-administered by UMR 

• Continuation of Health Care Options (COBRA) 

Option to waive health care coverage (medical, dental, and vision) for employee and eligible dependents 

(with proof of other coverage) and receive a taxable amount, prorated as necessary, of up to $1800.00 

per year paid in pay period installments.  If you waive health care you are not eligible for an HSA. 

Cost of Coverage 

Pre-tax premiums will be charged per month as follows: 

• Employee only: $74.00 

• Employee + spouse: $176.00 

• Employee + children: $133.00 

• Employee + family: $225.00 
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Dependent/Elder Day Care Flexible Spending Account (FSA) 

ArcelorMittal offers an optional Dependent/Elder Day Care Flexible Spending Account (FSA). Employees 

can set aside before-tax earnings up to $5,000 for the Dependent/Elder Day Care FSA annually to use for 

certain eligible expenses.  

The Dependent/Elder Day Care FSA plan covers eligible expenses associated with caring for dependent 

children, spouse or another dependent incapable of self-care, that allow you and your spouse to go to 

work or school. 

Employees must sign up each year during the open enrollment period 10/15-11/5 to participate in FSA 

effective January 1 for the following calendar year.  If enrolled during open enrollment, employees can 

change the FSA amount elected through December 15. 

New hires and employees with qualifying events (i.e. marriage, newborn child) are allowed to enroll 

outside of open enrollment within 30 days of the event.  Once the FSA election is made by the new hire 

or employee with a qualifying event, it cannot be further amended (even if still within the 30 days) until 

the next open enrollment period for the next year beginning January 1. Refer to the FSA SPD on the 

Benefits Web Site for further details. 

Annual Deductible 

$1,500 Employee Only and $3,000 Other* coverage levels for in-network services; $3,000 Employee 

Only and $6,000 Other* coverage levels for out-of-network services. Comingled deductible includes 

medical, mental health/substance abuse and prescription drugs. 

Definition: The deductible must be met before the plan starts paying a percentage of medical claims and 

the member starts paying only prescription drug copays.  Other* deductible may be met by one person in 

the family or by multiple family members. 

“Other” coverage levels include Employee +Spouse, Employee +Child(ren) or Employee + Family. 

Medical Co-insurance 

Preventive care services received in-network covered at 100%; non-network preventive care services 

covered at 40% co-insurance after deductible. 

20% co-insurance after deductible for all in-network doctors’ office services including office visits, 

medical/surgical and diagnostic tests, hospital inpatient and outpatient services, in facility 

medical/surgical services, home health care, and skilled nursing facility also 20% coinsurance after 

deductible applies to chiropractic, physical, speech, and occupational therapy services (40% co-

insurance after deductible for non-network).  

20% co-insurance for in-network durable medical equipment, (40% co-insurance after deductible for 

non-network). 

  



 

SEH Revision 4 / Issued May 2020  Go to Table of Contents Page 18 

20% co-insurance after in-network deductible for emergency room visit (whether in or out-of-network).  

20% co-insurance after deductible for in-network urgent care visit (40% co-insurance after deductible if 

out-of-network). 

Annual Maximum Out-Of-Pocket (MOOP) 

Maximum Out-Of-Pocket amounts are based on coverage level and whether the services received are in 

or out-of-network.  Deductible, medical co-insurance (percentage amounts) and prescription drug 

copayments (flat dollar amounts) count towards the annual Maximum Out-Of-Pocket (MOOP).  Once the 

MOOP is satisfied, eligible claims are paid at 100% for the remainder of the calendar year.  

 
Maximum Out-Of-Pocket 

Coverage Level Network Non-Network 

Employee Only $4,000 $8,000 

Other $8,000 $16,000 

 
Lifetime Maximum - There is no lifetime maximum. 

Balance Billing 

Providers who are listed in the Anthem network of providers have agreed contractually to accept the 

Plan’s allowed charges as payment in full and may only bill the employee for co-insurance.  Non-network 

providers may bill participants for deductibles and co-insurance and the difference between the billed 

amount and what the Plan allows. 

Network Providers 

Directories are available by calling Anthem and online at www.anthem.com.  The Anthem website is also 

available through a link from the ArcelorMittal USA Benefits Web Site. 

Covered Medical Services (Visit the Anthem Website at www.anthem.com) 

Medically necessary inpatient and outpatient hospital facility charges; physicians’ charges in and out of 

the hospital; routine physicals; well newborn care; preventive care services, including routine hearing 

and vision exams; durable medical equipment; home health care (unlimited visits); skilled nursing 

facility; hospice; outpatient physical and occupational therapy (60 visits combined PT and OT); speech 

therapy (20 visits); manipulation therapy (12 manipulations or adjustments); emergency room services 

(covered for emergencies only); urgent care services; organ transplants. 

  

http://www.anthem.com/
http://benefits.arcelormittalusa.com/
http://www.anthem.com/
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Prescription Drugs (Visit the CVS Caremark Website at www.caremark.com) 

Retail card program for acute drugs for up to a 30-day supply.  Nationwide network includes major 

chains such as Osco, CVS, Wal-Mart, K-Mart and Target in addition to independent pharmacies.  

(Walgreens is not in the network.)  At point of sale, after the deductible, you pay $15 for generic drugs, 

$40* for formulary brand name drugs, and $60* for non-formulary brand name drugs.  At out-of-

network pharmacies, you pay the full cost of the drug and submit a claim to CVS Caremark for a 50% 

reimbursement after the out-of-network deductible.  

Mail service program for purchase of maintenance medication.  You can purchase up to a 90-day supply 

for co-pays after the deductible of: $30 for generic drugs, $80* for formulary brand name drugs, and 

$120* for non-formulary brand name drugs.  For Specialty Medications obtained from the CVS Caremark 

Specialty Pharmacy, you pay $200 after deductible. 

*Co-pays apply to brand name drugs with no generic equivalent.  Under the mandatory generic program, 

your co-pay is 100% for brand name drugs with a generic equivalent unless a brand override is approved 

based on medical necessity. 

For preventive care drugs as defined in the CVS Caremark Preventive Therapy Drug List, same copays as 

above but not subject to deductible.  At non-network retail pharmacies, you pay the full cost of the drug 

and submit a claim to CVS Caremark for a 50% after the out-of-network deductible. 

Mental Health/Substance Abuse 

Covers inpatient services, outpatient services, residential treatment services and physician office 

services for the treatment of mental health conditions or substance abuse are covered for the diagnosis, 

crisis intervention and short-term treatment of mental health disorders or for detoxification and/or 

rehabilitation of substance abuse.   

20% coinsurance after deductible for authorized, in-network services: inpatient and outpatient mental 

health and substance abuse treatment. 

40% coinsurance after deductible for out-of-network services: inpatient and outpatient mental health 

and substance abuse services. 

Not Covered 

Hearing aids; custodial care; charges that are not medically necessary; care received in an emergency 

room which is not Emergency Care; charges for dental services, except for services to treat accident or 

injury, cosmetic surgeries; elective abortions; reversal of sterilization; private duty nursing, treatments 

and surgeries considered to be experimental in nature. 

  

http://www.caremark.com/
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Dental Benefits 

Individual $25 deductible/family $50 deductible, excludes Diagnostic and Preventive Services. 

Maximum $1,500 benefit per person per calendar year. 

Maximum $1,000 orthodontia benefit per eligible dependent, 40% co-pay for orthodontia services. 

Routine, diagnostic and preventive services covered at 100%.  Primary services covered at 80% (20% co-

insurance).  Restorative services and prosthetic services covered at 50% (50% co-insurance).  Implants 

and the crowns placed on implants are not covered under this plan. 

Dental PPO network available; however, no penalty for use of a non-network dental provider. 

Vision Coverage (New 2020) 

In Network providers can be identified on the EyeMed website www.eyemed.com 

Health Savings Account (HSA) 

Personal savings account for eligible employees to save and pay for qualified medical, dental, mental 

health and substance abuse, prescription drug and vision care expenses. Employee contributions, 

earnings and withdrawals are tax-free, providing a triple tax advantage. The funds roll over year to year. 

Once money is in the HSA account, funds can be accessed via a debit card or payment by check through 

the administrator’s website. 

Under the current regulations, the IRS sets limits on the amount individuals and employers can 

contribute to an HSA each year. The contribution limits are set for Employee Only and Other coverage, 

and an additional annual contribution is allowed for employees age 55 or older. Employees not eligible 

for an HSA and who have not waived healthcare may receive a cash payment outside the plan. 

Miscellaneous 

Employed spouses are required to take health care coverage from their employer, if offered.  However, 

if dependents are covered under both parents’ plans, the plan of the parent whose birthday is first in 

the year (month/day) will be considered primary. 

Individuals who are eligible for coverage under an ArcelorMittal health care plan as an employee or a 

retiree may not be covered as a dependent under the plan of their parent or spouse who is covered 

under an ArcelorMittal health care plan, except (1)  two active salaried employees who are married to 

each other may elect to have one employee take coverage as an employee and the spouse may be able 

to be covered as the dependent spouse of that employee or  (2) a dependent who is under age 26 and is 

also an employee may elect to remain covered as the dependent of their parent who is an ArcelorMittal 

employee.  Such an individual cannot waive health care and receive a waiver payment and be covered 

under a parent’s or spouse’s ArcelorMittal health care plan. 
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This Handbook provides only a summary of ArcelorMittal health benefits.  The Health Care Plan 

Summary Plan Description (SPD) is available on the Benefits Web Site by clicking the Salaried Non-

Represented Employees section. In the event of a discrepancy between the plan document and 

information herein, the plan will govern.   

KEY TELEPHONE NUMBERS: 

• Anthem Member Services: 1-877-339-5751 

• Anthem Dental Services: 1-866-641-7762 

• AON PRA Pension Services: 1-888-279-6025 

• CVS Caremark (Prescription Drugs): 1-800-925-5795 

• Eye Med Vision Services: 1-866-800-5457 

• Fidelity (401K): 1-800-354-6551  

• HealthEquity (Health Savings Account): 1-877-713-7712 

• Prudential Representative (Life Insurance): 219-399-6266 

• UMR (Flexible Spending Accounts): 1-800-826-9781 

• UMR (Eligibility Changes): 1-866-268-3489 

4.b.2. Life Insurance Benefits 

Basic Term Life (Company paid): Employee Only Coverage 1x base annual salary  

Optional Term Life (Employee paid): Coverage available for employee and dependents 

Accidental Death & Dismemberment (AD&D) (Company paid): Employee Only Coverage 1x base annual 

salary 

Optional AD&D (Employee paid): Coverage available for employee and dependents 

Beneficiary Designation Form and Certificate of Coverage are available on the Benefits Web Site or by 

calling the Prudential Life Representative at 219-399-6266. 

4.b.3. Disability Benefits 

To be eligible for Short-term disability (STD) and long-term disability (LTD), you must be an active, full-

time salaried, non-represented exempt or non-exempt employee working a minimum of 40 hours per 

week.  You are eligible for coverage under STD and LTD after you have been actively employed full time 

for 180 days or more.  Eligibility for long-term disability benefits begins after you have exhausted your 

short-term disability maximum benefit. 

You are disabled for purposes of this policy when you are under the regular care of a licensed physician 

and he/she (1) identifies the nature of the disability and (2) provides the required medical 

documentation to the administrator and (3) the administrator determines that the documentation 

provided is sufficient to support the medical necessity for time off due to the inability to perform the 

material and substantial duties of your regular occupation as a result of your sickness or injury. 

http://benefits.arcelormittalusa.com/
http://benefits.arcelormittalusa.com/


 

SEH Revision 4 / Issued May 2020  Go to Table of Contents Page 22 

The Company reserves the right to confirm the necessity for disability leave by requiring a second or 

third opinion by a doctor of the Company’s choice.  In this event, the Company will assume any cost for 

additional examinations. 

The disability period and payment of benefits begins on the 6th workday after an accident, illness, or 

medical condition causes you to be absent from work.  The schedule of benefits is based on years of 

service at the start of the disability period, as set out in the following table: 

Short Term Disability Benefits Schedule 

(Effective 1/1/2011) 

Years of Service 
Number of Weeks at 
100% of Base Salary 

Number of Weeks at 
60% of Base Salary 

.5 < 1 8 18 

1 < 2 10 16 

2 < 5 12 40 

5 < 10 15 37 

10 < 15 20 32 

15 < 20 26 26 

20 < 25 32 20 

> 25 39 13 

 

Disability occurrences/periods separated by less than 26 weeks (6 months) will be considered one (1) 

consecutive claim.  Occurrences separated by greater than 26 weeks will be considered as a new 

disability claim.  Each onset of a disability occurrence must satisfy the 5-day waiting period. 

If you elect to take vacation while you are on STD, your STD benefit will be offset by your vacation pay 

but your period of STD will not be extended by vacation time taken.  If you exhaust short-term disability 

benefits and you remain disabled, you may be eligible to apply for long-term disability (LTD) benefits.   

If approved, LTD benefits are payable at 60% of base pay or 70% of base pay if other income is payable 

due to your disability. STD and LTD benefits may be offset by this income. 

LTD benefits may last up to 24 months from the date LTD benefits start, if you are disabled from 

performing the functions of your own occupation.  After this 24-month period, disability benefits will 

continue only if you are determined to be disabled and unable to perform any occupation.  In total, LTD 

benefits will generally last until Age 65 or the Social Security Normal Retirement Age, whichever is later. 

There is a 24-month lifetime benefit limit if the disability is due to a mental and nervous condition 

and/or substance abuse. 
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During the period of time for which you are on short-term disability, benefits for health insurance, life 

insurance, and AD&D will continue at active rates.  When short-term disability is exhausted, life 

insurance will terminate, and you may convert to an individual policy.  If you are approved for LTD, your 

health care for you and your eligible dependents will be continued under COBRA at the active rate for up 

to 24 months, or until you become eligible for Medicare (whichever comes first).   Thereafter, COBRA 

coverage will be available for your dependents for the balance of the COBRA period at the normal 

COBRA rate.  If you are Medicare-eligible when you are approved for LTD, your coverage under the 

COBRA plan will be secondary to Medicare.  You must enroll in Medicare Parts A and B; if you do not, 

the plan will estimate what Medicare would have paid before making any payment. 

To apply for disability leave benefits, you or a family member must contact the Company’s third party 

administrator of disability benefits if your illness, medical condition, or injury is expected to keep you 

absent from work beyond 5 workdays. 

For more information on filing a disability claim, visit the Benefits Web Site and click on Salaried 

Employees and Retirees on the left side panel. 

Section 4.c. 401k Savings & Investment Plan 

For employees that are not accruing a benefit under US defined-benefit pension plan sponsored by the 

Company, the Company will match two dollars for each dollar of the first 1% of contributions and one 

dollar for each dollar of the remaining 4% of contributions, for a total 6% company match. For 

employees that are accruing a benefit under a US defined-benefit pension plan sponsored by the 

Company, the Company will match one dollar for each dollar of the first 5% of contributions, for a total 

5% company match.  

Employees may contribute up to 50% of their eligible pay on a pre-tax, after-tax, or Roth after-tax basis 

in a diversified fund investment menu which is managed by Fidelity, including a brokerage account.  

Note:  New salaried employees are automatically enrolled in this plan at the 5% tax deferral level.  If an 

employee does not wish to be enrolled, he/she can elect to opt out. 

For complete details on the retirement savings plan, including contribution limits established annually 

by the Internal Revenue Service, visit the Fidelity website at www.fidelity.com. 

  

http://www.arcelormittalusa.com/benefits/
http://www.fidelity.com/
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Section 4.d. Paid Holidays 

All full time salaried employees not on leave of absence will be entitled to time off with pay on the 

following designated holidays: 

New Year’s Day 

Martin Luther King, Jr. Day 

Good Friday 

Labor Day 

Independence Day 

Memorial Day 

Thanksgiving Day 

Day after Thanksgiving 

Christmas Eve 

Christmas Day 

Observance of holidays is published annually in the fourth quarter for the succeeding year.   

Section 4.e. Paid Vacation 

We believe that full time salaried employees benefit from a period of rest and relaxation during the 

calendar year and that employees are entitled to vacation pay based on their length of service.  

ArcelorMittal USA provides employees with paid vacation in accordance with the following schedule:  

Employee Service Number of Vacation Weeks per Year Eligible(1) Beginning 

Less than 1 year   

 If hired before July 1st 1 week in calendar year hired, then  After 6th month anniversary  

3 weeks in calendar year following hire After January 1s 

 If hired after July 1st 3 weeks in calendar year following hire  After 6th month anniversary  

1 year but less than 15 years 3 weeks Beginning on January 1st of the 1st 
anniversary year 

15 years but less than 23 years 4 weeks Beginning on January 1st of the 15th 
anniversary year 

23+ years 5 weeks Beginning on January 1st of the 23rd 
anniversary year 

(1) Eligibility remains the same and has not been changed. 
(2) Employees that have already attained 4 weeks of vacation as of January 1, 2017 will retain the 4 weeks of vacation. Employees hired in 2008 and 2009 will 
receive 4 vacation weeks beginning on January 1st of their 10th anniversary year. 

You should submit vacation requests to your manager as far in advance as possible.  The company 

reserves the right to restrict or deny requests based on business needs.  If conflicts arise with regard to 

vacation requests within a department, preference will be given to the employee with the longest length 

of service.  Under special circumstances, the company may request employees take unused vacation 

during periods of market downturns. 

Vacation time not used by the end of the calendar year will generally be lost.  An exception may be 

approved by the Vice President of the operating location or staff department to carry over up to one 

week of vacation when work obligations, such as a major capital project, prevent an exempt employee 

from using his/her complete vacation benefit in the calendar year.  
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If you are absent due to a non-occupational injury or illness, or due to family medical or personal leave, 

and your absence continues into the next calendar year, you must return to work to be eligible for 

vacation benefits in that calendar year. 

If you owe the Company money at the time of your separation of employment, the Company will 

withhold the amount you owe from any pay for unused vacation days, to the extent permitted by 

applicable law. If you do not owe the Company money at the time of your separation of employment, 

you will be paid for vacation days that you have not taken. 

The state in which you work may afford different benefits or protections.  If you have questions, please 

see your local Human Resources Department. 

Section 4.f. Leaves of Absence  

Section 4.f.i. Family Medical Leave Act (FMLA) 

The Company will grant family and medical leave in accordance with the requirements of the Family and 

Medical Leave Act (“FMLA”) and applicable state or local law in effect at the time the FMLA leave is 

granted. 

Eligibility for FMLA Leave 

A non-represented employee must have been employed by the Company for at least twelve (12) months 

and worked at least 1,250 hours during the preceding twelve (12) months to be eligible for FMLA leave. 

If you otherwise qualify for paid vacation days, you must substitute at least five (5) paid days for any 

unpaid FMLA leave. Days on which you qualify for paid sick leave, workers' compensation, or other 

disability payments are paid, you are not required to take FMLA for those absences.  If your absence is 

governed by workers' compensation, then applicable law shall govern any conflicts between this policy 

and the law. 

Reasons for FMLA Leave 

Eligible employees are entitled to take FMLA leave for the following reasons: 

1. Birth of a Child – The birth of the employee’s child and in order to care for the child; 

2. Placement of A Child for Adoption or Foster Care - The placement of a child with the 

employee for adoption or foster care; 

3. Family Member Serious Health Condition - To care for a spouse, child or parent who has 

a serious health condition;   

4. Your Own Serious Health Condition - An employee’s inability to work because of his/her 

own serious health condition, 
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5. Qualifying Exigency - A qualifying exigency arising out of the employee’s spouse, child, 

or parent being on active duty or being called to active duty in a foreign country as a 

member of the military reserves, National Guard, or Armed Forces.   

6. Military Caregiver - To care for a spouse, child, parent or next of kin who is: 

a. An Armed Forces member (including the military reserves and National Guard) 

undergoing medical treatment, recuperation, or therapy, is otherwise in an 

outpatient status, or is otherwise on the temporary disability retired list, and 

has a serious injury or illness incurred or aggravated in the line of duty while on 

active duty that may render the individual medically unfit to perform his/her 

military duties; or  

b. A person who, during the five (5) years prior to the treatment necessitating the 

FMLA leave, served in the active military, Naval, or Air Service, and who was 

discharged or released under conditions other than dishonorable (a “veteran” as 

defined by the Department of Veteran Affairs) and who has a qualifying injury or 

illness incurred or aggravated in the line of duty while on active duty that 

manifested itself before or after the member became a veteran.   

Length of FMLA Leave 

The length of FMLA leave will depend on the underlying reason for the leave (i.e. 12 weeks for reasons 1 

- 5 above; 26 weeks for reason 6 above).  FMLA leave may also be taken on an intermittent or reduced 

schedule basis when necessary, and under certain circumstances. 

Pay During FMLA Leave 

The Company does not run FMLA leave concurrently with any paid leave of absence, i.e., short term or 

long-term disability, for which you may be eligible, unless requested by you.  The Company will 

therefore place an employee on any paid leave for which he/she is eligible prior to FMLA leave.   

You may, however, elect to use any paid leave for which you may be eligible concurrently with FMLA 

leave by notifying the Third-Party Administrator, Reed Group.  If you apply for STD or LTD benefits and 

your claim is not approved by the Third-Party Administrator, you may apply for FMLA and, if approved, 

retain your health care benefits for the FMLA period.  If, upon appeal, your STD or LTD benefits are 

approved, your FMLA status will be overridden by your STD or LTD status. 

Benefits Coverage during FMLA Leave 

You will be retained on the Company’s health plan under the same conditions that applied before FMLA 

leave commenced.  To continue health coverage, you must continue to make any contributions that you 

made to the plan before taking FMLA leave. Failure to pay your share of the health insurance premium 

may result in loss of coverage.  If you fail to return to work after the expiration of the FMLA leave, you 

will be required to reimburse the Company for payment of health insurance premiums during the FMLA 
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leave.  If you are enrolled in optional life or optional accidental death and dismemberment coverage, 

you must arrange to continue those premium payments while you are on FMLA. 

A non-represented employee’s length of service will remain intact.  

Application for FMLA Leave 

An employee applying for FMLA leave should contact the Company’s third-party administrator.  A 

medical certification from the appropriate health care provider will be required when the request for 

FMLA leave is based on his/her own serious health condition, a family member’s serious health 

condition, or for Military Caregiver Leave. The Company’s third-party administrator will provide FMLA 

related forms.   

Return from FMLA Leave 

Prior to returning from a FMLA leave due to his/her own serious health condition, an employee must 

submit a return to work certification from the appropriate health care provider.  The return to work 

certification must indicate that you can perform the essential functions of the job as those essential 

functions relate to your serious health condition. 

An employee returning from intermittent FMLA leave may be required to provide a return to work 

certification if reasonable safety concerns exist regarding ability to perform his/her duties, based on the 

serious health condition for which the employee took the intermittent FMLA leave.  Such certification 

may be requested with regard to each absence, so long as a similar certification has not been received in 

the past thirty (30) days.   

A physical examination may be required after return to work, as permitted by law. 

Reinstatement Rights 

Under most conditions, an employee returning from FMLA leave will be reinstated to his/her former 

position or an equivalent position with equivalent employment benefits, pay, and other terms and 

conditions of employment.  A determination as to whether a position is an “equivalent position” will be 

made by the Company.  Exceptions to this provision may apply based on business circumstances at the 

time of return.  An employee has no greater right to reinstatement than if he/she had been continuously 

at work rather than on leave.   

You can view the complete Family Medical Leave Act Policy on the Benefits Web Site or the HR Policies 

& Procedures Intranet site. 

  

http://benefits.arcelormittalusa.com/
http://nlbwebprod.arcelormittalusa.com/infosys/doclist.asp?dept=187&key=827&func=380
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Section 4.f.ii. Jury Duty 

Jury duty is a civic obligation. All employees not on leave of absence are therefore eligible to take jury 

duty and/or court appearance leave.  In the case of jury duty, we will excuse you from work and 

continue to pay your current base salary.  

You should report to work when you are on call and not actually serving as a juror.  If you are called to 

service during this time, you will be immediately excused from work.  To be eligible for this leave, you 

must inform your manager as promptly as possible of the dates and expected duration of your jury duty. 

You also must present proof of jury duty service.  A Division Manager or General Manager, through the 

Human Resources Department, may request that the court excuse you from jury duty if your absence 

would seriously impede or disrupt work vital to the department or the Company.  

Time paid pursuant to this policy will not be counted as hours worked for purposes of determining 

overtime.  Employees will not be retaliated against in any way for performing jury-related service. 

Section 4.f.iii. Military Leave 

A military leave of absence will be granted to eligible employees who are absent from work because of 

service in the U.S. uniformed services in accordance with the Uniformed Services Employment and 

Reemployment Rights Act (“USERRA”) and applicable state law.  Advanced notice of military service is 

required, unless military necessity prevents such notice or it is otherwise impossible or unreasonable.  

Continuation of health insurance benefits is available as required by USERRA and COBRA and is based on 

the length of the leave and subject to the terms, conditions and limitations of applicable plans for which 

the employee is otherwise eligible.  Employees on military leave for up to 30 days are generally required 

to return to work for the first regularly scheduled shift after the end of service, allowing reasonable 

travel and rest time as required by law.  Employees on longer military leave must apply for 

reinstatement in accordance with USERRA and all applicable state laws.   

Employees returning from military leave will generally be placed in the position they would have 

attained had they remained continuously employed or a comparable position in accordance with 

USERRA.  They will be treated as though they were continuously employed for purposes of determining 

certain benefits upon returning to work pursuant to the terms, conditions and limitation of applicable 

plans.  

If you have any questions about military leave or any benefits while on military leave, please contact the 

Director, Human Resources, ArcelorMittal USA LLC.   
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Section 4.f.iv. Personal Unpaid Leave of Absence 

Employees who expect to be absent from work for longer than five (5) consecutive days for a reason not 

covered by other leave policies or benefit programs described herein will need to request a personal 

unpaid leave of absence.  Employees must use all available vacation time prior to going on a personal 

unpaid leave. There must be a legitimate need for the personal leave, and such leave should not 

interfere with Company operations.  

All requests for leaves of absence must be submitted to your immediate supervisor in writing at least 

thirty (30) days in advance of the start of the leave.  If the leave is due to an emergency or is otherwise 

not foreseeable, you must provide notice as soon as is practicable.   

Each request for a personal unpaid leave will be considered on a case by case basis. Whether to grant a 

personal leave and the duration of the leave is at the Company's discretion. The Company will take the 

reason for the leave and the urgency of the employee's situation into consideration in making its 

decision.  

You will be notified if your leave request is approved. During the leave, you will be required to report 

periodically on your status and your intention to return to work.    

An employee shall not be granted a leave of absence for the purpose of seeking or taking employment 

elsewhere or operating a private business. Unauthorized work while on a leave of absence will result in 

disciplinary action, up to and including discharge.   

Your failure either to return to work on the scheduled date of return, or a failure to apply in writing for 

an extension prior to that date will be considered a resignation of employment effective as of the last 

date of the approved leave.  

Return from a Personal Unpaid Leave  

You should understand that, except in limited circumstances required by law, it is not possible for the 

company to guarantee that a job will be available when you wish to return.  Except in those 

circumstances, you will only be reinstated at the end of a personal leave if there is a job available for 

which you are qualified at that time.  

Continuation of Insurance  

You should also understand that, except in limited circumstances required by law, you will not be 

covered by the Company's group health insurance during a personal leave beyond the end of the month 

in which the leave begins.  Except in those circumstances, you shall be offered the opportunity to 

purchase continuing coverage under state and federal COBRA continuation rules. You will be responsible 

for making required payments on a timely basis. Failure to pay the premium on time could result in 

cancellation of coverage.  If your insurance is cancelled, either because you chose not to continue 

coverage during the leave or because of non-payment of the premium, the availability of health 

insurance may be restricted or limited. 
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Section 4.g. Tuition Reimbursement 

ArcelorMittal USA encourages employees to advance their knowledge and skills to help them perform 

their current jobs more effectively, and to contribute to realizing their career goals.  As a result, the 

Company offers to reimburse eligible employees for certain covered expenses incurred in conjunction 

with taking approved, for-credit-courses at accredited colleges and universities on their own time. 

Eligible Employees: 

 All full-time salaried employees who are actively at work at the time they apply to participate in the 

tuition reimbursement program, subject to the conditions below.  

Eligible Institutions and Courses: 

 For-credit-courses offered by accredited colleges and universities are eligible courses, subject to the 

approval of the employee’s department manager and the local Human Resources manager. 

Approval will normally be granted if: 

1. The employee’s last annual performance rating is at least “meeting overall expectations” 

(annual performance rating of a ‘3’) at the time he/she applies, and enrollment in the proposed 

courses and for the proposed number of credit hours will not, in the judgment of the 

department manager, interfere with the performance of the employee’s job, and  

2. The for-credit-course(s) is part of a degree program in a discipline for which the Company 

typically recruits employees.  For example, engineering, business, management, supervision, 

accounting, finance, procurement, supply management, computer science, information 

management, programming, math, sciences, human resources, labor relations, safety.  Other 
disciplines can be approved by the department manager and local HR manager if they are 

related to the employee’s current job, or a job the employee is expected to hold in the 

reasonable future. 

Approval of master’s-level programs (courses and degrees) in the disciplines described above will 

normally be reserved for exempt salaried employees who hold bachelor’s degrees.  As a general rule, 

costs associated with doctorate-level programs (courses and degrees) are not reimbursable.  Exceptions 

may be made in certain technical disciplines with the approval of the Director of Human Resources. 

For a more detailed explanation of the Tuition Reimbursement Policy on the Benefits Web Site or the HR 

Policies & Procedures Intranet site. 

Section 4.h. Relocation 

ArcelorMittal will generally pay for certain expenses of employees who transfer and relocate at the 

request of ArcelorMittal.  Examples of expenses that may be covered include temporary living; travel; 

shipping of household goods; relocation allowance; lease cancellation costs; duplicate carrying costs; 

house hunting trips; return home visitations; and costs associated with the sale of the former and 
purchase of the new residences. For a more detailed explanation of the expenses to be covered and 

amounts to be reimbursed, please refer to the Company's comprehensive Relocation Policy.  

  

http://benefits.arcelormittalusa.com/
http://nlbwebprod.arcelormittalusa.com/infosys/doclist.asp?dept=187&key=827&func=380
http://nlbwebprod.arcelormittalusa.com/infosys/doclist.asp?dept=187&key=827&func=380
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Section 4.i. Employee Assistance Program (EAP) 

The Company recognizes that each employee has the constant task of juggling his or her work/life 

balance with the daily demands of the job, family matters, stressful and unexpected circumstances, 

financial concerns, physical illness and emotional well-being and even substance abuse. These 

challenges may have a profound impact on the lives of our employees and their families and from time 

to time that requires professional assistance.   

We want you to know – there is help. Certified professionals are available through our national or local 
EAP services and through the mental health and substance abuse benefits offered under the health care 
plan to help you or your eligible dependents cope with these unexpected challenges. This help is 
prompt, respectful and strictly confidential to assist with your needs. EAP providers may not discuss any 
individual cases or provide any information without the express written consent of the individual. 

Your overall health and well-being, while you balance your work and life demands, is our major concern. 
If you or a family member should ever need the services of our EAP providers, please do not hesitate to 

make contact immediately. They are available 24 hours a day, 7 days a week.  EAP Resources Link  

Section 4.j. Employee Charitable Giving Program  

The goal of the ArcelorMittal USA Employee Charitable Giving Program, Give Boldly, is to improve the 

sustainability of our local communities by supporting the nonprofits that our employees are most 

committed to through their participation/giving. 

This is facilitated by:   

1. Charitable Giving through Payroll, as required by law.  

2. Matching Gifts (available for payroll deduction or direct gifts) 

A small management fee (2.9%) is collected from each donation made through our Give Boldly program 

vendor, Benevity. This fee directly eliminates administrative work for nonprofit organizations such as 

sending receipts, creating reports, and qualifying the organization for participation in ours and hundreds 

of other corporate giving programs.  

Employee Eligibility 

Employees must be active, full-time and paid through a participating payroll system to be eligible for the 

program. To confirm your eligibility, contact USACR@arcelormittal.com. 

Organization Eligibility 

Nonprofit organizations are recognized by the United States Internal Revenue Service as tax-exempt and 

designated a public charity under Section 501(c)(3) of the IRS Code or as an instrumentality of a federal, 

state or local government as provided by Section 170(c)(1) of the Code. Eligible organizations include but 

are not limited to accredited colleges and universities; private and public elementary and secondary 

schools; civic, arts and culture organizations; health and human services agencies; and environmental 

organizations. The ArcelorMittal Give Boldly program will also match and/or deduct employee 

contributions to tax-exempt units of police and fire departments 

  

http://www.arcelormittalusa.com/benefits/show_doc.asp?docid=520
mailto:USACR@arcelormittal.com
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Participating in the Program  

• Eligible employees can participate upon their first day of work through any of the following ways. 

o Donate directly to a qualified nonprofit of your choice on the Give Boldly portal via credit 
card, PayPal or payroll. Giving in this way will automatically include a corporate match. – 

o Payroll donations: Employees can sign-up to donate to a qualified nonprofit via payroll on 
the Give Boldly portal. Current payroll givers can view, change, cancel or request a match for 
existing payroll deductions. New payroll deductions or changes can be made at any time of 
the year. Please note that payroll givers must request a match from the Give Boldly program 
in order to receive it. Once this initial match request is made, it will be rolled over until the 
payroll request is changed or cancelled. 

• Employees can request a match for a donation they made in the same calendar year to any qualified 
nonprofit. Full program guidelines, FAQs and user guides are available through the Benefits Web 
Site. 

Section 4.k. Employee Discount Programs  

Employee discounts are available for several leading automotive manufacturers and 

telecommunications companies, as well as Apple, Dell, G.E., Sherwin-Williams, TicketsAtWork and 

Whirlpool products. Click here for more information. 

  

http://benefits.arcelormittalusa.com/?menu_key=545
http://benefits.arcelormittalusa.com/?menu_key=545
http://www.arcelormittalusa.com/employees/?menu_key=58
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Section 5. Personal Development, Career Management & Engagement 

ArcelorMittal USA has a responsibility to train, develop, and engage employees through a robust 

program of performance management that includes mutual goal-setting, regular feedback and coaching, 

training and appropriate promotional and development opportunities.   

It is the employees’ responsibility to pursue their own development opportunities, support their 

colleagues’ development, and generally contribute to continuous improvement across the Company.   

Section 5.a. Global Employee Development Program (GEDP) 

ArcelorMittal USA follows the ArcelorMittal Global Employee Development Program – a program that is 

standard across all levels of the organization – Group, Segment, Country, Business Unit, Function, and 

Site.  This program is the cornerstone of our people strategy and the foundation for delivering lasting 

improvement by effectively managing the performance, potential, development, and careers of our 

people. 

The four key steps to the annual process are: 

1. Employee and his/her manager establish a performance plan and development plan with 

individual expectations and goals to be achieved during the following year. 

2. Regular feedback and coaching occurs. 

3. A formal mid-year assessment is conducted to check on progress and make necessary 

adjustments or improvements. 

4. A formal annual assessment is completed. 

Click on this link to access the ArcelorMittal Global Employee Development Program. Forms, reference 

materials and tools for USA employees and managers are available on the ArcelorMittal Career 

Management Website. 

Section 5.b. Learning & Development 

Learning and development programs are essential in attracting and retaining a knowledgeable and 

skilled workforce.  ArcelorMittal encourages employees to advance their knowledge and skills to help 

them perform their current jobs more effectively and to contribute to realizing their career goals. 

ArcelorMittal USA Human Resources is responsible to develop and publish a yearly training calendar that 

provides opportunities for participation in ArcelorMittal University and other learning and development 

programs that will enhance skills and knowledge and maximize job performance.  In creating the annual 

schedule USA HR will solicit input from business units to determine required programs and supporting 

resources to meet the ongoing needs of ArcelorMittal USA. 

Taking advantage of learning and development programs is a shared responsibility between the 

individual, his/her manager, and the local Human Resources department as part of establishing annual 

development plans in conjunction with the Performance Management Process. 

  

https://arcelormittal.sharepoint.com/corporate/hr/Pages/Leadership%20Development/GEDP.aspx
https://arcelormittal.sharepoint.com/unitedStates/Pages/HR/Career%20Management%20Documents/career-management.swf
https://arcelormittal.sharepoint.com/unitedStates/Pages/HR/Career%20Management%20Documents/career-management.swf
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Employee 

• Conduct a realistic self-assessment of skills and abilities 

• Work with manager to develop an appropriate development plan 

• Take ownership of individual development plan 

• Demonstrate competence by applying knowledge and skills on the job 

• Continuously learn and develop skills and knowledge through a variety of methods (self-study, 

participation in programs, etc.) 

Manager 

• Assess and provide feedback to employees on skills and abilities 

• Work with employees to create a development plan that focuses on organization and individual 

needs 

• Follow-up with employees after a learning activity to integrate new skills and knowledge into 

their responsibilities  

• Provide opportunities for learning and development to occur 

Local HR 

• Communicate available learning opportunities and supporting resources 

• Enroll employees into training courses 

• Communicate and adhere to Global Learning & Development processes 

• Provide local training needs to USA Human Resources 

The annual training calendar and course descriptions are available on the MyArcelorMittal USA Human 

Resources Page. 

Section 5.c. Rewards & Recognition (Thanks a TON) 

ArcelorMittal USA is committed to establishing a culture of recognition and fostering an engaging and 

collaborative work environment.  Thanks a TON is an internal web-based application used for rewarding 

and recognizing employees for demonstrating our corporate values.  The corporate values are as 

follows: 

• Safety & Health 

• Sustainability 

• Achieving Exceptional Results 

• Leadership 

• Boldness 

• Transforming Tomorrow 

• Thank You! 

• Teamwork 

  

https://arcelormittal.sharepoint.com/unitedStates/Pages/HR/HRPoliciesProcedures.aspx
https://arcelormittal.sharepoint.com/unitedStates/Pages/HR/HRPoliciesProcedures.aspx
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Thanks a TON allows two types of recognition: (1) points-based and (2) social.  For points-based 

recognition, Division Managers (and above) can reward employees with points that may be redeemed in 

a catalog.  Social recognition can be given to any salaried employee by any other salaried employee.  

These recognitions can be seen by the entire company, which enables everyone to see the impressive 

things happening within ArcelorMittal USA.  Images and/or GIFs can be selected from a gallery or 

uploaded from the internet to personalize the recognition for the intended recipient. All messages, 

images, and GIFs should adhere to the ArcelorMittal Code of Business Conduct and Anti-Harassment 

Policy. 

Retired or terminated employees will have access to the Thanks a TON website catalog until their 

effective date of retirement or termination date in order to redeem their points.  After the effective 

date of retirement/termination, the employee’s account will automatically be deactivated. 

Points-based rewards redeemed in the Thanks a TON program are considered compensation and are 

subject to federal, state and local employment tax withholding and reporting on Form W-2.  The 

company will pay the sales tax on the employee’s behalf on any item redeemed from the catalog; 

however, the value of the item redeemed will be included as income and will be taxed accordingly. 

To view the quick start guide and FAQs, click here 

Section 5.d. Internal Job Opportunities 

 
As a general rule, USA job vacancies up to and including the P2/M2 level and not identified on a 
succession or development plan, will be posted on the Oracle Recruiting Cloud (ORC) , the ArcelorMittal 
USA internal job posting system for salaried employees, for a period of two weeks. The internal job 
board can be accessed by clicking on “USA Job Opportunities” on the ArcelorMittal USA intranet page. 
 
In the situation in which an employee working in the department where the vacancy occurs has been 
identified as a successor to the position, as part of a succession or development plan, the intra-
departmental move will occur first and the resulting vacancy will be posted.  
 
ORC is accessed via the USA intranet or through myarcelormittal.com.  It provides access to both USA 
and international job opportunities.  
 
The following rules apply for salaried job postings*: 

 

1. To be eligible to apply for a posted job vacancy, an employee must have been on his/her current 

position (job family, department, unit and location) for a minimum of two years. If you are 

unsure of your status in this regard, discuss the matter with your manager or local Human 

Resources representative. 

2. An employee who is on a formal Performance Improvement Plan is not eligible to apply for 

posted vacancies.  

3. Performance ratings must be at least “fully meets expectations” (3) over each of the past two 

years in order to be considered. 

https://arcelormittal.sharepoint.com/unitedStates/Pages/HR/HRPoliciesProcedures.aspx
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4. A job seeker must inform his/her manager when applying for a posted vacancy. This is a 

professional courtesy and it also gives the manager as much notice as possible such that a 

transition plan may need to be implemented, facilitating transfer into the new job.  

5. The Human Resources department for the hiring location is required to contact the employee’s 

Home Human Resources department in order to inform it that the employee has applied to the 

vacancy, and that the hiring location intends to interview the employee. At this time, the 

employee’s Home Human Resources department will verify the applicant’s eligibility to be 

considered for the posting. The employee’s Home Human Resources department will then 

ensure that the employee’s manager is aware of these upcoming interviews. Employees may not 

be contacted for interviews until the hiring Human Resources department has confirmed that all 

appropriate managers have been notified.  

6. Once the selection is made, the offer will be extended by the hiring Human Resources 
department. When the offer is accepted, the hiring manager and the employee’s current 

manager will jointly determine the transfer date. Transfers are expected to be completed as 

efficiently as possible, not to exceed two months. Human Resources will help facilitate transfers 

when necessary.  

Remember that the internal job posting system is designed to provide opportunities for career growth 
and progression for non-represented salaried employees and to link qualified candidates within the 
company to job vacancies that need to be filled.  

Please read posted job descriptions carefully, particularly the minimum and preferred requirements. Do 
not apply for positions for which you are not qualified.  

*Footnote: Any exceptions to rules involved in the internal posting system require approval by the affected plant or staff leadership teams.  
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Section 6. Rules of Conduct 

Experience has taught us that certain rules are necessary for the safety, well-being and productivity of 
our employees and that the best working conditions exist where all employees conduct themselves with 

respect and consideration for themselves, their fellow employees, contractors, customers, guests, 

vendors, the public and the Company.   

We hope and expect that the need for corrective action will be rare; however, when job performance or 

conduct falls short of established standards, ArcelorMittal will take appropriate action.   

Section 6.a. ArcelorMittal Code of Business Conduct 

The ArcelorMittal Code of Business Conduct applies to all directors, officers and employees of 

ArcelorMittal and its subsidiaries worldwide.  Although the Code of Business Conduct does not cover 

every issue that may arise, it is intended to establish guidelines to which we can refer in situations 

where the proper course of conduct may not seem clear. 

The guidelines set out in the Code of Business Conduct are mandatory and as such, must be observed by 

everyone of us at all times. 

To view the entire Code of Business Conduct, click here. 

Section 6.b. ArcelorMittal Golden Rules  

In response to the Company’s review and experience regarding past safety incidents, which reveal that 
most serious injuries result from failure to follow a number of common rules, ArcelorMittal developed a 
global set of Golden Rules which, if followed, will propel us forward on our Journey to Zero.  They are: 

1. I will come to work fit for duty. 

2. I will use full protection or prevention whenever and wherever required according to our 

standards. 

3. I will follow the lockout/isolation procedure when working on equipment. 

4. I will follow the confined space entry procedure before entering as well as during the full 

duration of the task. 

5. I will respect all the rules of load handling at all times and never stand under a suspended load. 

6. I will respect all the traffic and vehicle rules. 

7. I will respect rail priority and stay out of close clearance areas without proper precautions being 

taken. 

8. I will respect the rules for entering and/or working in hazardous gas area. 

9. I will not disable safety devices. 

10. I will respect all the Health & Safety basic rules, standard, and signals and I will wear the 

required PPE. 

http://nlbwebprod.arcelormittalusa.com/infosys/doclist.asp?dept=155&key=834&func=4714
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Within the United States these rules must be followed in all situations.  An employee – salaried or hourly 
– who violates a Golden Rule may be disciplined up to and including suspension and dismissal.  

Section 6.c. Workplace Violence 

ArcelorMittal will not tolerate violence in the workplace.  This applies to all employees, contractors, 

customers, guests, vendors, or any other individuals with whom we do business. All such individuals are 
expected to conduct themselves in a manner that will maintain a workplace that is free of violence or 

threat of violence.  This policy is intended to cover any behavior that constitutes violence or threat of 

violence including, but not limited to, the following:   

• Physical fighting, including pushing, shoving, hitting or in any way deliberately hurting an 

employee, contractor, customer, guest, vendor, or any other individual with whom we do 

business;  

• Destruction or sabotage of personal or Company property;   

• A verbal or written statement that indicates intent to hurt an employee, contractor, customer, 
guest, vendor, or any other individual with whom we do business; or   

• Belligerent conduct, including swearing and persistent loud, angry statements made to or in the 
presence of an employee, contractor, customer, guest, vendor, or any other individual with whom 

we do business.   

Employees are encouraged to report such activity to your supervisor or a Human Resources 
representative.  You may also make a report by calling the ArcelorMittal Workplace Compliance Hot 

Line at 1-888-242-7305. All reports will be investigated.  

Reprisals will not be tolerated against an individual who reports an incident, or who participates in the 

investigation of an incident.  To the greatest extent possible, confidentiality will be maintained for all 

employees who report incidents.  

Employees should immediately contact the area supervisor or local Security department to: 

• Report the presence of a terminated employee or suspicious individual(s) who has no discernable 

business interest or other reason to be on Company premises. 

• Report suspicious persons or activity in parking areas. 

• Request an escort to your car if you feel uncomfortable or unsafe. 

• Report a threatening or abusive phone call.   

Section 6.d. Local Rules  

Local rules of conduct that cover state and local law and supplement the ArcelorMittal global Code of 
Business Conduct are in place at some locations.  Contact your manager or the local Human Resources 
department to obtain information on local rules of conduct.   
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Section 7. About Your Employment 

Section 7.a. Payroll Processing and Payroll Deductions 

Unless otherwise designated or required by state law, an ArcelorMittal normal workweek, for pay 

purposes, begins each Sunday at 12:00 a.m. and ends the following Saturday at 11:59 p.m.  Although 

some local practices are different, the majority of payroll checks for salaried employees are issued on 

the fifteenth (15th) and last day of the month.  The semi-monthly payroll is a ‘current cycle’ payroll, 

meaning the pay date of the 15th includes days worked from the 1st through the 15th of the month, and 
the pay date of the last day of the month covers days worked from the 16th through the pay date. If a 

payday falls on a holiday or weekend, you will generally be paid on the business day before the holiday 

or weekend.  

The Company prohibits illegal or improper deductions from being made to your gross pay. The Company 
will therefore only make legally required and legally permissible deductions, as appropriate to your 

classification as an exempt or non-exempt employee, from your gross pay.  Such deductions include 
those for federal, state and locality of work taxes, social security, Medicare, and those you have 

previously authorized ArcelorMittal to make.  Your paycheck stub will itemize the amounts and 
descriptions of all deductions from your gross earnings. If you feel the Company has made an illegal or 
improper deduction from your gross pay, please contact your Shared Services Department immediately. 

The Shared Services Department will investigate all such complaints and the Company will reimburse 
employees for illegal or improper deductions when necessary. 

Section 7.b. Timekeeping 

Non-exempt employees are required to record their hours of work on time sheets or to log in and out 

time in electronic time keeping systems where such systems are in use. It is important that hours are 

recorded accurately because this information is used to determine hours worked for overtime purposes.   

Exempt employees are expected to follow local practices for recording schedules worked and are 

required to report full days of absence due to sick leave, vacation, jury duty leave, or other reasons, to 
their supervisor. 

It is a violation of ArcelorMittal policy to complete the time sheet of another employee or to allow 
another employee to complete your time sheet.  Likewise, it is a violation of ArcelorMittal policy to 

falsify the hours that you work. Violators will be disciplined, up to and including discharge, no matter 

when the violation is discovered.  

Section 7.c. Personnel Records  

For insurance, security and other reasons, you must notify the following of any change in the following 

information:  

Use Ceridian Self Service to change your 

• Address and/or telephone number  

• The status of your W-4 exemptions  

• Contact person(s) to notify in case of emergency 
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Contact UMR to change: 

• Your marital status (for insurance purposes)  

• Your name, through marriage or otherwise  

• Your dependents   

• Your immigration status (if your eligibility for employment in the United States is affected)  

Contact life.insurance@arcelormittal.com to change: 

• The person(s) you named as beneficiary(ies) under your group life insurance policy 

• Your optional life insurance coverage 

It is the employee’s responsibility to maintain accurate and updated personnel information.  Failure to 

do so may interrupt payroll processing, eligibility for benefits, or in the case of immigration, the 

employee’s ability to continue to work in the United States. 

Section 7.d. Privacy Statement  

ArcelorMittal has implemented a number of policies and procedures to protect the confidentiality, 

integrity, and availability of information collected, stored, and used, about ArcelorMittal employees -- 

including pay, benefit selections, social security number, personal data and contact information 

(collectively, “Employee Information”). 

ArcelorMittal may disclose for business purposes Employee Information to third parties and service 

providers who support us in our management and administration of HR processes.  ArcelorMittal and 

third party providers operating on behalf of ArcelorMittal protect Employee Information in accordance 

with the company's confidentiality agreements with its third-party providers, as well as relevant laws 

and regulations, including the federal Health Insurance Portability and Accountability Act (HIPAA), which 

governs Protected Health Information. All Employee Information is further protected through 

ArcelorMittal's multi-layer security system, which is administered by Information Technology. 

Employees are reminded that security is everyone's responsibility and that compliance with 

ArcelorMittal Information Technology policies is critical to protecting ArcelorMittal’s information and 

information technology resources. Do not give or share passwords with anyone. It is recommended that 

you not print documents at work (except blank forms) or public locations that disclose any personal 

information. Always log-off any online system, whether at work or other locations, and close the 

browser window when transactions are complete. 

  

mailto:life.insurance@arcelormittal.com
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Section 8. Company Policies 

Section 8.a. Absenteeism 

We recognize that a reasonable amount of absence due to a bona fide sickness or emergency situation is 
often beyond your control.  However, the Company is entitled to a high degree of regularity in your 

attendance, and corrective action is proper when an employee fails to adhere to reasonable attendance 

standards.  

You must notify your immediate supervisor as soon as possible whenever you are going to be absent 

from work, stating the general reason for the absence and the expected duration.  Failure to notify your 

immediate supervisor is grounds for discipline. 

An employee returning to work after being absent for three days or more while under the care of a 

licensed physician may be required to provide a return to work certification if reasonable safety concerns 

exist regarding ability to perform the essential duties of his/her position.  Such certification may be 

requested with regard to each absence, so long as a similar certification has not been received in the past 

thirty (30) days.   

Refer to Section 4. of this handbook for information on provisions for an extended absence caused by 
illness or injury (yours or a family member), jury duty, or military leave, and for information on 

requesting a personal (non-medical) leave of absence. 

Absences that are covered under an approved Family and Medical Leave under federal, state or local 

law, other Leaves of Absence (approved within Company guidelines), approved Worker’s Compensation 

Leave, Military Leave, leave provided as a reasonable accommodation under federal, state or local law, 

paid sick leave under State or Municipal law, Jury Duty, Bereavement Leave, Voting Leave, or other 

statutorily provided for leave, will not be used as the basis for any kind of disciplinary action. 

Section 8.b. Bulletin Boards 

All posted material must be pre-authorized by the local Human Resources and Communications 

department. 

Section 8.c. Dress Code 

It is difficult to provide a comprehensive definition of appropriate and acceptable attire in all situations; 

however, employees are expected to use good judgment in this area and dress appropriately for his/her 

work environment and duties.  For example, an office environment requires professional attire (e.g. no 

tank tops, no shorts, no flip flops).  In a mill environment, employees are expected to wear clothes 

appropriate for the type of work performed, including all required personal protective equipment.   

In all cases, clothing should be work-oriented, tasteful, clean, neat, and appropriate for your duties. 

Clothing with obscene or inappropriate language or images will not be permitted.   
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Section 8.d. Drugs & Alcohol 

To protect the safety of ArcelorMittal employees, its operations and assets, as well as the communities 

in which we operate, the use, possession, sale or being under the influence of alcohol or illegal drugs 

while conducting business on behalf of ArcelorMittal is strictly prohibited.  

To ensure a drug- and alcohol-free environment, ArcelorMittal will take all necessary actions, to the 

extent permitted by applicable law, which may include the following:  

• Immediate discharge for the use, possession, sale, attempted sale, purchase, attempted purchase, 

manufacture, distribution, transfer, or being under the influence of alcohol,  illegal drugs (with the 

exception of the proper use of medication legally prescribed to you by your treating physician), or 

the paraphernalia associated with such substances, on company premises, while on company 

business, or while operating a company vehicle.  

• Search of an employee’s vehicle, desk, locker and other property by a company representative 

when possession is suspected. Employees refusing to cooperate in an inspection will be subject to 

disciplinary action. 

• Alcohol and drug screening of any employee will be required where the employee’s performance 

or behavior indicates the employee may be using, possessing, or is under the influence of alcohol 

or illegal drugs. Such testing will also be required when an employee has been involved in a 

potentially serious workplace accident. The employee may be placed on an unpaid leave pending 

the results of the alcohol and drug screening. An employee who tests negative will receive back 
pay for the suspension period. Any employee who refuses to participate in mandatory screening 

or who tests positive for alcohol or a controlled substance will be subject to immediate discharge.   

It is the responsibility of each employee to inform his or her manager of the use or possession on 

company premises of an over-the-counter or a prescribed medication which may affect judgment, 

performance or behavior.  

ArcelorMittal encourages employees who have drug and alcohol related problems to voluntarily seek 

assistance. It is the intent of ArcelorMittal that employees who voluntarily seek assistance before they 

have violated this policy be given the opportunity for rehabilitation.  At the same time, ArcelorMittal 

must maintain a safe, alcohol and drug free work environment. Employees will not be disciplined by 

ArcelorMittal because they request assistance.  Employees may not, however, escape discipline by 
requesting assistance after they violate the Company’s policies.  In addition, employees who request 

assistance will not be excused from complying with the Company’s policies, including its standards for 

employee performance and conduct. Consequently, the procedure below must be followed to the 

extent permitted by applicable law:  

• During an employee’s treatment and/or participation in a rehabilitation program, the employee 

will be placed on a medical leave of absence as necessary.  

• Testing for the presence of alcohol, illegal drugs or other intoxicants is required after successful 

completion of all prescribed treatments and/or rehabilitation procedures and programs, and prior 

to the employee’s return to work.  Any employee who refuses to participate in this mandatory 

screening or who tests positive for alcohol or an illegal drug will be subject to termination. 
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• The opportunity to participate in a rehabilitation program or procedure under this policy is a one-

time privilege. An employee who has successfully completed a rehabilitation treatment program 
or procedure under this policy and engages in any conduct prohibited under this policy will be 

subject to immediate discharge.  

Employees who have questions on this policy or issues related to drug or alcohol use in the workplace 
should see their supervisor or a Human Resources representative. Specific rules may apply depending on 
state and/or local law, and you should consult a Human Resources representative for further details. 

Section 8.e. Electronic Communications and Social Media 

All employees are subject to all of the Company’s policies in their use of Electronic Communications and 

Social Media including, but not limited to, the Company’s Code of Business Conduct Guidelines, equal 

employment opportunity policies, anti-harassment policies, anti-discrimination policies, Internet-use 

policies, computer-use policies, and confidentiality agreements or policies.  

ArcelorMittal USA electronic communications services, including: computers; computer networks; e-

mail, electronic messaging systems, and Internet access; cell phones; all mobile electronic devices (i.e. 

Blackberries, etc.); voicemail; and facsimiles (the “Systems”)), are provided to support the business of 

ArcelorMittal USA (“ArcelorMittal”) or one of its affiliated companies. Access to and use of the Systems 

is a privilege, not a right, and should be treated as such. All employees are responsible for seeing that 

the Systems are used in an effective, efficient, ethical, and lawful manner.  

Employees must understand that in performing duties as an employee of ArcelorMittal, they may be 

granted certain access privileges to the Systems. Such Systems may not be used for illegal activities or 

unauthorized purposes including, but not limited to:  

• harassment, discrimination, or defamation, or any other violation of the Company’s Non-

Discrimination and Anti-Harassment policy; 

• destruction of or damage to equipment, software, or data; 

• unauthorized copying of copyrighted or confidential information or materials (e.g. documents, 

software and/or files); 

• the disruption or unauthorized monitoring of electronic communications for private business or 

personal gain or profit.  

As a user of the Systems, employees are responsible for using the resources wisely. Transmissions or 
other communications are prohibited and will not be tolerated if they: are in violation of ArcelorMittal 

policies; could be viewed as discriminatory, derogatory, or offensive based on sex, race, color, national 

origin, age, religion, or disability or any other categories protected by law; or are otherwise not justified 

by legitimate business reasons.  

In addition, ArcelorMittal is not responsible for information provided from the Internet, via e-mail or any 

external file sharing service.  

  

http://nlbwebprod.arcelormittalusa.com/infosys/doclist.asp?dept=155&key=834&func=4714
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E-Communications Guidelines  

• E-mail and electronic messaging systems, such as Microsoft Office Communicator, are first and 

foremost a delivery vehicle and a business tool; it should be used primarily for business 

purposes.  

• Since e-mail communications are not secure, all employees are strongly encouraged not to use 

e-mail, electronic messaging systems or the Internet for any transmissions of privileged, 

confidential, private, personal or sensitive material, or proprietary information.  

• E-mail, electronic messaging systems and Internet users are asked not to subscribe to list-

servers transmitting large messages and attachments and not to subscribe to non-business 

related functions that may be offered on the Internet, except as permitted by law.  

• Using the e-mail system to solicit employees or to distribute personal or solicitation literature is 

prohibited, except as permitted by law.  

• E-mail users should not auto-forward ArcelorMittal e-mail to systems outside ArcelorMittal, 

potentially leading to confidential information being shared and/or stored outside of 

ArcelorMittal.  

• In using the ArcelorMittal Internet address or other communication channels, users are 

representing ArcelorMittal and should send communications mindful of their obligations to the 

Company.  Only authorized public relations and investor relations employees may communicate 

with media, financial analysts and industry analysts on behalf of ArcelorMittal.  

• Employees must not infringe on trademarks or copyrighted material by improperly downloading 
or copying software or other protected intellectual property off the Internet, including hacking 

tools.  

• Employees may not use the Internet for any for-profit use outside the scope of their 

employment at ArcelorMittal. 

• Employees must not introduce malicious programs (e.g., viruses, worms, Trojan horses, etc.) 

into the network or ArcelorMittal servers.  

• Users should not load, or use, peer-to-peer software like Edonkey or Bearshare on corporate 

computing assets or the corporate network.  

Right to Monitor Systems  

The network is the property of ArcelorMittal and as such, ArcelorMittal retains all rights in the e-mail 

system and Internet access, including, but not limited to, the right to monitor incoming and outgoing e-

mail messages, electronic messaging systems communications, Internet usage and Internet sites visited 

at a system level, without notice, to ensure compliance with all Company policies. All messages sent and 

retrieved over the Internet are the property of ArcelorMittal. Accordingly, no employee should have any 

expectation of privacy as to his or her Internet or technology systems usage and should not use these 
systems for information they wish to keep private.  The extent of ArcelorMittal’s monitoring and access 

at an employee level is, however, restricted to the extent required by mandatory applicable legislation 

of the employee’s country of employment and if allowed, performed in accordance with such legislation. 
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Viruses and Tampering; Security  

Any files downloaded from the Internet or from any computer disk must be scanned with virus detection 

software. All software applications not purchased in original packaging from major suppliers (e.g., Apple, 

WordPerfect/Corel, Microsoft, IBM, Lotus, Novell) must first be approved by the administrator of any 

attached network (IT) before any installation or execution occurs. Users must immediately report any 

virus, tampering or other computer security breaches to their manager and network administrator.  

Any User ID, sign-on, password, access code or similar means of access which is given to a user for use 

on the computer system should only be used in connection with the performance of authorized job 

functions or other permissible use provided for in this policy. Users should take the steps necessary to 

prevent others from gaining knowledge of them. Use of a user’s sign-on or password by anyone other 

than such user is prohibited and should also be reported to your system administrator (IT) and manager 

immediately.  

Use of Social Media 

While we realize social media continues to evolve each day, we expect employees to understand that 

violation of ArcelorMittal’s existing policies in the social media environment (examples include, but are 

not limited to:  blogs – your own or someone else’s - web logs, web journals, diaries, internet articles, 

personal websites, bulletin boards, chat rooms, social networking sites such as Facebook, video hosting 

services, such as YouTube, microblogging services such as Twitter, etc.) can cause an employee to be 

subject to discipline.   

For example, the Code of Business Conduct prohibits disclosure of confidential information.  This code of 

confidentiality extends to information collected by our website and is not to be relayed through social 

network activity. 

Employees who blog or use social media should think carefully before blogging or commenting about 

the Company and should avoid comments that violate ArcelorMittal policies, including the Non-

Discrimination and Anti-Harassment Policy, or that are false, malicious, obscene, or that might reveal 
confidential, proprietary, or trade secret information.  Nothing in this policy should be construed to limit 

employees’ rights to discuss their wages, hours or working conditions, or otherwise engage in protected 

concerted activities under Section 7 of the National Labor Relations Act. 

If you have questions, or if you feel you have misspoken online, you’ve seen erroneous information 

about ArcelorMittal, a third party is requesting your opinion on behalf of ArcelorMittal, or you believe 

our corporate reputation to be at risk, contact USA corporate communications.  

Violations of Employee Communications and Social Media Policy 

ArcelorMittal may request in its sole and absolute discretion that you temporarily confine your electronic 

communications and/or social networking to matters unrelated to the Company or the Company’s 

employees if it is deemed necessary to ensure compliance with its policies, securities regulations or other 

laws.  Such requests shall only be made and enforced to the extent permitted by law.  Any ArcelorMittal 

employee who violates this policy may be subject to discipline, up to and including discharge. 
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Section 8.f. Employment of Relatives 

ArcelorMittal encourages referrals of relatives of our current employees who meet or exceed the 
established minimum qualifications for an open position.  The Company prohibits an employee from 

reporting directly or indirectly to an immediate relative (i.e., spouse, child, parent, step-parent, sibling, 

step-sibling, grandparent, grandchild, mother-in-law, father-in-law, son-in-law, daughter-in-law, niece, 

nephew, first cousin, domestic partners, and related in-law relationships.).    

Similarly, the Company generally prohibits an employee from reporting directly or indirectly to any 

relative, regardless of how far removed the family relationship may be, if one of the employees has 

access to confidential personnel, financial or strategic information. Due to the unique circumstances 

that will undoubtedly arise in such situations, each case will be reviewed by the local Human Resources 

department, in conjunction with USA Human Resources, on a case by case basis.  

Section 8.g. Moonlighting 

We understand that employees occasionally hold second jobs or have outside business interests.  

However, as an employee of ArcelorMittal in a full time position it is required that your responsibilities 

at ArcelorMittal have priority and that outside activity must not create a conflict of interest or affect 

your job performance with ArcelorMittal.   

Under no circumstances is it acceptable to work for or perform work for a competitor of ArcelorMittal 

during your employment with the Company, or to conduct outside business activities while at work for 

ArcelorMittal.   

If the Company determines that a second job or outside business is interfering with your job 

performance in any way, or that outside business activity is being conducted on company time or using 

company assets, corrective action will be required.   

Section 8.h. No Solicitation/No Distribution 

To avoid conflict with the company’s Corporate Responsibility policies, annoyance to our employees 

and/or interference with our operations, employees are not permitted to distribute literature at any 

time in work areas, or to solicit other employees for any purpose during working time. ArcelorMittal 

only supports specified, corporate approved, civic and community volunteer opportunities each year. 

Pre-approved solicitations must be confirmed with the Corporate Responsibility and Communications 

departments.    
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Section 8.i. Recording 

In an effort to foster a trusting work environment, ensure compliance with applicable law, protect the 

privacy of our employees, and protect the confidentiality of ArcelorMittal USA LLC’s trade secrets and 

proprietary information, it is ArcelorMittal's policy to prohibit the recording of  conversations with a 

tape recorder or other recording device (including a cell phone or any other type of electronic device 

regardless of technology) except as provided below. 

This policy applies regardless of whether the conversation occurs in person, over the telephone or via 

any other communication device or equipment, and regardless of the method or technology used to 

tape or record the conversation (i.e., tape recorder, cellular telephone, digital recorder, video recorder, 

mechanical recording or wiretapping equipment).  

The following are not violations of this policy: 1) visible security video cameras; 2) hidden surveillance 

devices installed to detect and prevent vandalism, theft and conduct which endangers employees and 

ArcelorMittal property; 3) the recording of forensic investigations (as outlined in the ArcelorMittal 

Global Forensic Service Manual); 4) process related cameras; 5) the disclosed consensual use of 

recorded media to support a training session, the marketing and sales of a company product, service or 

other offerings such as employment related opportunities; 6) the recording of phone and/or radio 

communications to review communication that occurs during a shift; or 7) the use of pictures to be used 

to document process procedures and identify problem solving internally within the Company. 

Nothing in this policy shall restrict, limit, or otherwise interfere with an employee's ability to engage in 

activity protected by Section 7 of the National Labor Relations Act, including an employee's right to 

discuss wages and other terms and conditions of employment with fellow employees or other 

representatives or to make recordings in support of those rights. 

Violations of this policy will lead to discipline, up to and including discharge.  

If you have any questions, please contact local Human Resources. 

Section 8.j. Security Investigations/Searches 

A safe and secure work environment requires shared vigilance and cooperation. All employees are 

expected to report inappropriate activity and to cooperate fully in any ArcelorMittal investigation into 

violations of Company policy or unlawful activity.   

The Company reserves the right, when appropriate, to conduct searches, without prior notice, of 

persons and their personal vehicles and belongings on ArcelorMittal premises, including but not limited 
to desks, lockers, cars, packages, bags, and briefcases, and e-mail, voice mail, computers and computer 

software, files, storage and other media that are part of the ArcelorMittal business systems.   

ArcelorMittal premises includes all land, property, building, structures, installations, parking lots, means 

of transportation owned by or leased to ArcelorMittal or otherwise being utilized for Company business, 

and private vehicles parked on Company premises.   

Refusal to consent to a search when requested by ArcelorMittal, or failure to cooperate fully in an 

investigation, may result in discipline.  
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Section 8.k. Smoking 

The Environmental Protection Agency has classified secondhand smoke as a Class A carcinogen; it is a 
known cancer-causing substance.  ArcelorMittal promotes a healthy work environment.  Therefore, 
smoking will ONLY be permitted outdoors, AWAY from all entrances/exits buildings.    

The Company and its employees will also comply with any and all state and federal law governing 
smoking restrictions and local policies that support such compliance. 

Section 8.l. Visitors 

Temporary badges for visitors must be obtained from the local Security department.  Please consult with 

your manager or the local Human Resources, Safety, or Security contact to learn the specific procedures 

for obtaining visitor approval at your location and for safety instructions or other induction procedures 

required for visitors.  

Section 8.m. Travel Policy and Expense Reimbursement 

ArcelorMittal USA will reimburse travelers for all reasonable and necessary travel and other expenses, 

including entertainment and gifts, incurred while conducting company business if the expenses are 

appropriately documented, properly authorized and within the guidelines established in Accounting 

Policy 950 – Reimbursement of Travel and Entertainment Expense (Policy 950).   

The employee traveler has ultimate responsibility and accountability for assuring that all expenses 

summitted for reimbursement are reasonable and in accordance with Policy 950.  Reimbursement of 

expenses are to be submitted through the electronic expense reporting system reimbursement system.   

Employees are expected to exercise good judgment with respect to travel expenses, check the accuracy 

of documents and invoices before submitting them, claim reimbursement only for necessary and 

reasonable expenses incurred for ArcelorMittal USA business purposes, and submit reimbursable 

expenses in the electronic expense reporting reimbursement system within 30 days of when the 

expense was incurred (or monthly if on extended travel), with appropriate supporting documentation 

included.  

Approvers are expected to check the accuracy of documentation before approving reimbursement and 

are accountable for assuring compliance with Accounting Policy 950.  Approvers may delegate approvals 

via electronic expense reporting reimbursement system to employees at equal or higher level.  

Delegation to other staff personnel is not permissible. It is inherent in Policy 950 that no employee may 

approve their own expense report. 

If it is determined that an employee was overpaid in error, Accounts Payable will notify the individual 

and request the money be returned. If a refund is not received within 30 days of the request, Accounts 

Payable will contact Human Resources to request a payroll deduction to the extent allowed by 

applicable law. 
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ArcelorMittal USA will not issue cash advances.  ArcelorMittal USA has entered a contract with bank that 

provides business travelers with a Corporate Card to be used for business travel and entertainment.  

Travelers should use the Corporate Card to pay for services so that only a minor amount of cash is 

required when traveling.  In the event that the corporate credit card is not accepted, a personal credit 

card may be used and documented as an exception.  Employees are required to pay their corporate 

cards within terms.  The Corporate Card should not be used for personal purposes. 

The health and safety of ArcelorMittal USA travelers is paramount. Travelers are responsible for 

reviewing the travel security and the health and medical information on the ArcelorMittal Travel Portal. 

Any questions or concerns regarding such information should be discussed with the traveler’s direct 

supervisor or with Human Resources. Employees who are in locations impacted by an emergency or 

crisis situation must immediately contact their direct supervisor to advise ArcelorMittal USA of their 

safety and whereabouts.  

Click on the link below to access Accounting Policy 950 and view the complete list of reimbursable and 

on-reimbursable expenses and the rules governing travel and entertainment expenses. 

Link to Travel Intranet Page 

Section 8.n. Use of Process Automation Systems 

Our plants are highly dependent upon process automation systems to operate the facilities.  These 

systems are designed for specific functions.  Use of these systems for any other purpose may result in a 

security or performance risk.  It is therefore necessary to limit the use of process automation systems 

solely for the intended application and only by authorized users.   

The IT “Use of ArcelorMittal IT Resources” policy applies as a base policy for Process Automation 

Systems.  This “Use of ArcelorMittal Process Automation Equipment” policy includes additional 

restrictions that are more restrictive and apply to ALL Process Automation Systems.  Click on this link to 

view the complete Process Automation Equipment Use Policy, incorporated herein by reference. 

A failure to comply with the Process Automation Equipment Use Policy is considered a serious offense 

and constitutes a violation of Plant Rules.  An employee found to have violated this Policy will be subject 

to discipline, up to and including suspension and termination of employment. 

http://nlbwebprod.arcelormittalusa.com/infosys/default.asp?dept=82#m
http://nlbwebprod.arcelormittalusa.com/infosys/doclist.asp?dept=187&key=827&func=380
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Section 9. Open Door Policy 

When people work closely together in a collaborative environment misunderstandings are bound to 

arise from time to time.  The Company is committed to provide employees with a healthy and 

productive work environment.   As part of this effort, the procedure set forth below is a suggested 

process for resolving problems.  

Step 1: Person to Person 

Whenever possible, employees should act cooperatively to solve problems.  Often a simple discussion 

conducted in a civil manner will resolve a conflict.  If the conflict cannot be resolved, follow up with your 

manager. 

Step 2: Manager  

Because this person is close to the situation, he/she may already be aware of the problem or be in a 

position to offer a new perspective or some new facts that may be helpful to you.   

Step 3: Next Level of Management  

Unfortunately, sometimes a manager may be part of the conflict you are trying to resolve, or you may 

not be comfortable discussing the situation with him/her.  If that is the case, or if you are unsatisfied 

with your manager's response, or for any reason you need to talk to someone other than your manager, 

you may take your problem to the next level of management, or the local Human Resources 

department.   

When a problem arises that cannot be resolved locally, or is of a nature or involving a subject that makes 

you uncomfortable following one of the three steps above, the ArcelorMittal Code of Business Conduct 

and Compliance hotline is available 24/7 for reporting complaints.   

Code of Business Conduct and Compliance Program 
TOLL-FREE HOTLINE 

1-888-242-7305 
 

ARCELORMITTAL DOES NOT TOLERATE ANY REPRISALS FOR REPORTING MISCONDUCT. THE COMPANY 
WILL SUPPORT YOU IF YOU RAISE AN ETHICAL ISSUE OR QUESTION OR REPORT WRONGDOING TO 
MANAGEMENT. ALL INQUIRIES AND REPORTS WILL BE TREATED WITH COURTESY AND DISCRETION, AND 
NO EMPLOYEE WILL SUFFER ANY REPRISAL, RETALIATION, OR CAREER DISADVANTAGE FOR REPORTING 
IMPROPER BEHAVIOR.  
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Appendix I. – Useful Links 

The ArcelorMittal USA Intranet Home Page contains a variety of Quick Links that you’ll find useful as 

links to the latest ArcelorMittal news. 

Below are some other links you may find useful to save to your Favorites. 

• Human Resources – ArcelorMittal USA Intranet Site (contains the following information and more 

o Salaried Employee Handbook 

o Learning and Development 

o HR/LR Contact List 

• My ArcelorMittal USA Human Resources SharePoint Page (contains the following information and 

more) 

o Thanks a TON program 

o Learning & Development (annual calendar of training available to salaried employees) 

o GEDP Forms 

o Compensation Updates 

o ArcelorMittal Career Management Site (contains information on annual PMP/GEDP 

reviews) 

• ArcelorMittal USA Employee Home Page (contains links to employee forms and instructions, 

discounts, Benefits Web Site, and more) 

• Travel (lists all the information needed for business travel, corporate credit cards, expense 

reports, and more) 

• Service Request Tracking System (SRTS) (used to create new user ID’s, update phone numbers, 

order computer accessories or software, etc.) 

 

http://ihe-web2012pv.americas.mittalco.com/usaintranet/
http://nlbwebprod.arcelormittalusa.com/infosys/default.asp?dept=187
https://arcelormittal.sharepoint.com/unitedStates/Pages/HR/HRPoliciesProcedures.aspx
https://arcelormittal.sharepoint.com/unitedStates/Pages/HR/Career%20Management%20Documents/career-management.swf
http://www.arcelormittalusa.com/employees/
http://nlbwebprod.arcelormittalusa.com/infosys/default.asp?dept=82
http://nlbwebprod.arcelormittalusa.com/srts/

