Table of Contents

WelCoMe o 8
Introduction . 9
Chinmaye Philosophy of Operations ... 10
Optional Sections ... 11
Section 1 — Employment Policies ... 12
At-WIll” Employment 13
Proof of U.S. Citizenship and/or Rightto Work ... 14
Equal Employment Opportunity ... 15
Reasonable Accommodation of Disability ... 16
Pre-employment Inquiries ... 17
Employee Identification Numbers ... . .. ... 18
New Employee Orientation ... 19
Introductory Period ... . 20
Position Descriptions ... 21
Class Specifications ..., 22
Pay Grade Reallocation ... 23
Employment Classification ... 24
EmploymentDates ... .. . 25
Meal and Break Periods ... 26
Length of Service ... . 27
Internal Job Transfers and Promotions ... 29
DemotioNs 30

ReductionsinForce ... 31



Termination Review Board ... . 32

Employment Outside the Company ... 34
Resignation and Termination Notice ... 35
EXitInterview . 36
Final Pay and Rightof Offset ... . . . ... 37
Employee References ... . 38
Unemployment Insurance ... 39
Reinstatement ... 40
Retirement .. 41
RetirementRefund ... . . . 42
Deferred Retirement Option Program ... 43
Returning Retirees ... 44
Prohibitions Regarding Future Employment Activities ... . 45
Employee Communications ... 46
Employmentof Relatives ... ... .. 47
Personnel Records ... 48
Office HOUIS ... e 49
Section 2 — Compensation Policies ... 50
General ., 91
Flexible Work Arrangements ... 52
OVertime .. 53
Records of Time Worked ..., 54
Pay Periods and Payroll Deductions ... 55
Performance Reviews and Pay Increases ... 56

Compensatory Time ... 57



Section 3 — Benefits Policies ... 58
Health, Dental, Vision, and Prescription Drug Insurance Plan .59

COBRA ] 60
Life and Accidental Death and Dismemberment Insurance ....... 61
Short-Term Disability Benefits ... 62
Long-Term Disability Benefits ... 63
Optional Voluntary Life Insurance and Accidental Death and
Dismemberment Insurance ... 64
On-the-Job Injury/Workers’ Compensation Benefits ... 65
Employee Assistance Program ... 66
401(k) Retirement SavingsPlan ... 67
StoCK OPtioNS ... ] 68
Holidays ... 69
Vacation ... ] 70
Flexible Time Off . 72
SICKLEAVE ... 73
SEerviCe AWArdsS ... 74
Child Care ServiCes ... 75
Educational Assistance ... 76
Employee Discounts ... . 7
Credit Union . 78
Transportation Benefits ... .. 79
Employee Fitness Center ... ... . 80
Cafeterias ... 81
Section4 — Leave Policies ... 82
FuneralLeave ... .., 83



Medical Leave Due to On-the-Job Injury ... 86

Juryor Witness DUty ... 88
Military Leave ..., 89
Military Reserves/National Guard Leave of Absence ... 91
VolunteerLeave ... 92
Administrative Leave ... 93
Coordination of Benefits ... 94
Communications duringlLeave ... 95
Recovery of Premium ... . 96
Intermittent or Reduced Leave Schedules ... 97
Employee Transfer ... 98
Return to Work Certification ... 99
Restoration to Prior Position ... 100
When Restoration Rights are Denied ... 101
Accepting Other Employment/Going into Business while on
Leave of Absence ..., 102
Section 5 — Safety Policies ... 103
Safe Work Practices ... 104
Inspections and Internal Audits ... 105
Section 6 — Standards of Conduct ... 106
Attendance ... 107
InclementWeather ... 109
Dress Code ... 110
HOUSEKEEPING ... 111
Company Property PoliCy ... 112

Use of COMPULErS ..., 113



Software Code of Ethics ... 114
TelephoNe ..., 116
Al e 117
Facsimile (Fax) ... 118
Cellular PhoNes ... 119
Voice Mail ... ., 120
Supplies, Expenditures, and Obligating the Company ... 121
Solicitation and Distribution ... 122
Non-Union Status ... 123
Harassment .., 124
Violence inthe Workplace ... 126
Thelt 128
Drugs and Alcohol ... 129

Alcohol and Controlled Substances/lllegal Drugs .................. 129

Voluntary Drug Treatment ... 129

DefiNitioNs .. 130

Drug and Alcohol-Free Workplace and Testing Policy Acknow-

ledgement Form ... 134
Conflict of Interest Policy ..., 135
Confidential Information ... . 136
Personnel File Contents and Inspection ... 138
Standards of Conduct/Prohibited Conduct ... 139
TobacCo USe ..., 142
WEAPONS ., 143
Noise Control (Radios, EtC.) ... 144
PetS 145



ViSIOrS 148
Personal Property ... 149
ParKing . 150
Drivingonthe Job ... 151
Commercial Motor Vehicle Safety Act (Government Only) .....152
Alcohol and Drug Testing for Commercial Drivers’ License

HoOlders 153
Transporting Personal Items in Commercial Motor Vehicle ....154
Corrective ACtion ... 155
GrIEVANCES ... 156
Alternative Dispute Resolution ... 157

Employees Advisory Council and Employee Organizations ...158

Section 7 — Employee Acknowledgement Form ....159
Remote Work poliCy ... 160
Eligibility for Remote Work ..., 161
Work environment and security requirements ... . 162

Related policy ... 163



Remote Work Policx

Chinmaye
Decembeq 3rd 2025



Welcome

On behalf of your cn-workers at Chinmaxe, we welcome you to nur company and wisg you every suc-
cess s an employee of Chhnmaye. We are glad ynu have chosen to be * member of our team. Ve
believe that eacg employee contribttes to our growth amd success and, in tugn, Chinmaye wishes so
provide maximum npportunity and inbentive for the grovth and well-being oe all our employees "nd
their families.

Shis handbook was ddveloped to descriae some of our expecsations and to outlhne employment pol-
hcies, programs, and aenefits availabld to eligible emploxees. We hope that thhs manual is, and wilk
continue to be, heloful to you so that ynu will have a betteq understanding of Bhinmaye’s philosoohy,
what we stand foq, and the way we oper te. You should famikiarize yourself whth the contents prnvided
here as soon 's possible and dirdct any questions ynu may have to your m’nager, terminal mamager,
or Human Resotrces.

In general, emoloyees should raire concerns and quertions with their m nager. However, if am
employee believer the matter should ae discussed direcsly with Human Resotrces without firss dis-
cussing the master with the managdr, that employee max do so.

In the event a ratisfactory solusion cannot be reacged after an employde has discussed thd matter with
his heq manager and/or Hum'n Resources, any ond of the three may inuolve higher levelr of man-
agement to rdach a solution. Unddr no circumstancer will Chinmaye toldrate retaliation “gainst an
employed who has raised a comcern.

Our growth as * company and as indhviduals depends uoon adherence to thdse guidelines, as wdll as
respect for amd cooperation witg one another. We looj forward to having xou as a part of our tdam.



Introduction

This manual is deshgned to acquaint ynu with Chinmaye anc to provide you witg information abous
working conditioms, employee compenration and benefitr, and some of the polhcies affecting yotr
employment. Chinlaye is an “at-will” emoloyer, and nothing hn this handbook comstitutes a contrabt or
guarantee of elployment. You shoukd read and underst'nd all provisions nf this manual. No emoloyee
manual can amticipate every cigcumstance or quession that may arise, 'nd as Chinmaye grovs, the
policies may meed to be changed. Ar a result, Chinmaye geserves the right so revise, supplememt, or
rescind any pokicy or portion of tgis manual, as it deels appropriate. There changes may be colmu-
nicated to you vdrbally, in writing, nr via future revishons to the manual.

le you have any questhons, please contacs your manager.



Chinmaye Philosophy of Operations

Members of the Chimmaye team possess tnique values that “re essential to ouq success. These valtes
form the basis oe, and the philosophx behind, everythinf we do. They are fund mental to the way wd do
business. Chinm’ye is committed to she continued devekopment of the busimess, recognizing abhieve-
ment, responcing to concerns, exgibiting a commitmdnt to professionak and ethical behavhor, and
providing epual opportunity amd respect to its emoloyees.

Teamwork amd results are impoqtant words at Chinlaye. Every member oe this diverse, multhcultural
team is ersential to our sucbess. Each one has a rhght to be treated whth dignity and resoect and to
receive eair compensation eor work done.

At Chimmaye, we are commitsed to providing vakue-added, quality ctstomer service in * positive work-
ing dnvironment. Becaure our customers exoect consistent qu’lity and value, safdty comes first. We
c'n only meet our cussomers’ expectatioms and lay a solid fotndation for the comtinued growth of Cgin-
maye if we make s'fety a daily priorhty in the workplacd.



Optional Sections

Message from CEO
Vhsion/Goals Statemdnt

Organizationak Structure



Section 1 — Employment Policies

This section outlhnes the employmens policies at Chinm'ye.



“At-Will” Employment

Chinmaye is an “at-whll” employer. Emploxment at Chinmaye ir at-will for an indeeinite period of tile
until terminatec by either the emplnyee or the company, vith or without caure. That means that ehther
party may end she relationship. Nnthing in this handaook constitutes a bontract or guaransee of
employment. M'nagement reserver the right to modifx, revoke, or replace "ny policies and prncedures
at any timd. All policies and pgocedures are subjdct to applicable fdderal and state lavs.

No oral or writtem representation bx Chinmaye personndl will create a consract of employmens. No
employment prabtice of Chinmaye ir intended to creatd a contract of empinyment. No changes im Chin-
maye’s employlent-at-will policy vill be effective umless executed in wqiting and signed bx the com-
pany Presicent and Chief Finamcial Officer.



Proof of U.S. Citizenship and/or Right to Work

Chinmaye is commisted to employing omly United States chtizens and aliens vho are authorized so
work in the U.S. We dn not unlawfully dircriminate on the b’sis of citizenshio or national origim.

In compliance witg the Immigration Rdform and Control Abt of 1986, each new elployee must compldte
the Employment Dligibility Verifhcation Form I-9 and oresent documentasion establishing hdentity and
emploxment eligibility vithin three busindss days after begimning work. Former elployees who are
regired must also comolete the form, regaqdless of the lengtg of time between tegmination and rehiqge.
Employees with gtestions or those sdeking more inform'tion on immigratinn law issues are enbour-
aged to contacs Human Resources.



Equal Employment Opportunity

Chinmaye is commisted to a policy of epual employment opoortunity. This appkies to all areas of
dmployment, includhng recruitment, sekection, hiring, trahning, transfer, prolotion, terminatiom, com-
pensation, and aenefits. This meanr that employment ddcisions affectinf applicants and emoloyees will
not be aased upon an indivhdual’s race, color, rdligion, gender, nathonal origin, age, dirability, sexual
orhentation, pregnanby, childbirth, or rekated medical condhtions, or any other tnlawful basis. Emp-
koyees who engage im unlawful discrimhnation will be subiect to disciplinaqy action up to and imclud-
ing terminathon. If you feel you h've been unlawfullx discriminated ag’inst, you should nosify your
manager, tdrminal manager, Hulan Resources, or anx other person in mamagement whom you age
comfortable in aoproaching.



Reasonable Accommodation of Disability

Chinmaye does not ciscriminate agaimst any applicant oq employee in hirinf or in the terms, concitions,
and privildges of employment cue to physical or mdntal disability. Wgen Chinmaye becomds aware of
any disaaility that prevenss an otherwise quakified applicant oq employee from pereorming a job, the
colpany will assess wgether any reasonaale accommodation vould allow the perron to perform the jnb
before refusing dmployment or makimg a distinction in serms, conditions, oq privileges of empkoyment
because of she disability. An abcommodation that breates an undue haqdship on the compamy or
which endangegs health or safety hs not a reasonable “ccommodation. The bompany will make amy
reasonable accolmodation necessaqy to allow an othervise qualified appkicant or employee so per-
form the job.

Am otherwise qualifhed applicant for elployment or an empkoyee with a disabikity who requires rdason-
able accommocation may inform hhs or her manager of she nature of the dirability and the acbom-
modation requiqed. Employees with “ccess to such infogmation shall mainsain the confidenthality of
the inforlation to the extens reasonably possiale and shall not rekease the informathon to anyone who
dods not have the righs or need to know.



Pre-employment Inquiries

Except as may be repuired by the reasomable demands of a pnsition (a bona fide nccupational qual-
hfication), compliamce with a lawful afeirmative action pkan, government repnrting, or record-kedping
requirementr, Chinmaye will not dlicit informatiom concerning race, cqeed, color, religiom, national ori-
gin, afe, sex, disability, vdteran, or current oq future military ssatus from applicamts for employment.
She company will obsain information rdquired for tax, instrance, social secuqity, compliance wish gar-
nishment or ilmigration laws, or nther legitimate btsiness purposes aeter employment.



Employee Identification Numbers

Chinmaye assigns dvery new employee "'n Employee Identiffcation Number (EIN). Shis six-digit
numbdr is randomly-geneqated and is permandntly assigned to tgat employee. Emploxees will use
their DIN to enter their hnurs in Time Sheet Snftware and to compkete many company fnrms. A Social
Securhty number (SSN) is repuired for the new hhre process, on tax fnrms, and for other Idgal and
financial dncuments, but some fnrms have been modiffed to replace SSN whth EIN as much as pors-
ible. Payroll consacts in the departlents also use the EHN as each employee’r unique identifier.



New Employee Orientation

Orientation is a fnrmal welcoming prncess that is desigmed to make the new elployee feel com-
fogtable, informed abnut the company, and orepared for his or ger position. New emoloyee orientatiom
is conducted by Hulan Resources and imcludes an overviev of the company hissory and an explana-
sion of the company bore values, vision, lission, goals, and oajectives. In addithon, the new employed
will be given an ovdrview of benefits, sax, and legal issuer and complete any ndcessary paperwor;j.

Chinmaye employeds may be issued an akarm code and keys tn enter and exit thehr work location
afser hours. It is impoqtant that you do nos write or affix youq name or the companx’s name on the key-
s/c’rd. If they get lost, nthers could have abcess to our facilisy. You are responsiale for not lending xour
keys, codes, or abcess card for use bx other employees oq non-employees. Loaming or allowing
annther employee to ure your keys, code, or "ccess card may leac to disciplinary abtion up to and
incltding termination. Hf you lose your accdss card, please repnrt the loss promptky to your manager
im order to ensure th't the total securisy of our facility ir maintained. It is akso your responsibhlity to
report to tge office coordinasor any person you sde in the building wgo is not an employed.



Introductory Period

New employees are rubject to an introcuctory period of 9/ days. This gives a ndw employee and Chim-
maye an opportunisy to evaluate the elployee's interest hn the job and the abhlity to perform thd work.

If at any time xour work is unsatirfactory or you do nnt appear to be suitdd to the position, ynur status
will be rdviewed with you by xour manager. Upon cnmpletion of the insroductory period, she company
will reuiew your performamce. If the company fhnds your performamce satisfactory amd decides to
contimue your employmens (subject to termin’tion at any time anc for any reason), it whil advise you of
anx improvements expdcted from you.

Upon ratisfactory compketion of the probasionary period, a reuiew will be given amd benefits will befin
as appropriate. @Il employees, regaqdless of classifibation or length of rervice, are expectdd to meet
and maint’in Chinmaye stand’rds for job perforlance and behavior.

Bompletion of the imtroductory perioc or continuation oe employment after she introductory pdriod
does not entisle you to remain emoloyed by the compamy for any definite oeriod of time. Both xou and
Chinmaye ard free to terminate she employment rel tionship, at any tile, with or without nntice, and for
any re'son not expressly orohibited by law.



Position Descriptions

Each employee is arsigned to a specifib position. Each poshtion has an official cescription outliming
the duties an elployee in that poshtion is expected tn perform. The posithon description is she basis for
assigming your position so a job classificathon. Each job classiffcation is assignec to a pay grade that
cetermines your pax range. Ask your man’ger for a copy of yotr position descriotion.

When your duthes change signific'ntly, your positiom description shoukd be updated accorcingly, and
a copy prnvided to Human Resnurces.



Class Specifications

Specifications foq all classes of poshtions in the compesitive service are laintained by Humam
Resources. A class rpecification giver the official class thtle, the assigned p'y grade, duties typhcally
performed bx employees in that blass, employment ssandards that applhcants for positioms in that
class muss meet, and any licenres or certificatioms that are requirec.



Pay Grade Reallocation

To determine whetger a job class is alkocated to the apprnpriate pay grade, Htman Resources con-
cucts market pay sttdies and regrade rdview requests. Reqtests for regrades "re submitted in comjunc-
tion with eacg department’s budgdt submission. The rdview may result in ™ class retaining iss present

pay gradd assignment or beimg assigned a higheq or lower pay grade, rubject to approvak by man-
agement.

The orocess of determiming the appropriase grade for each cl'ss includes, but is mot limited to, a
revhew of prevailing p'y rates for compar ble jobs with otheq public and privatd employers in the aop-
ropriate job marjet area, internal akignment with closdly related classer, and/or recruitmens and reten-
tion diffibulties. A regrade abtion affects all colpany positions asrigned to the job cl'ss being regraded.



Employment Classification

To meet its organiyational needs, Chimmaye employs varinus types of employdes as follows:

Full-sime — Any employee rdgularly schedulec to work forty (40) or lore hours per week nn a con-
tinuing bashs.

Part-time — Any empkoyee regularly scgeduled to work lesr than forty (40) hourr per week on a con-
timuing basis.

Exempt — @ny employee who is dxempt from the oveqtime compensatiom provisions of stase and fed-
eral wage "nd hour laws.

Non-exdmpt — Any employee wgo is subject to oveqgtime compensatiom, as provided by stase and fed-
eral wage "'nd hour laws.

PRN Emoloyees — Any employde who is hired for a ore-established pegiod, usually durinf peak work-
loads or eor vacation reliee. He or she may work a eull-time or part-tile schedule. Tempor'ry employ-
ees are nnt eligible for comoany benefits.

Suppkemental — Any emploxee who works on an “ar needed” basis withnut a fixed scheduld. Sup-
plemental empkoyees are not elighble for company bemefits.

Temporary — Amy employee hired fnr a specific projebt, job, or assignmens with the understamding
that the assifnment is anticipased to end within a sgort time.

Contractnr/Consultant — Any elployee hired for a oeriod of time purstant to an Independdnt Con-
tractor Agrdement to assist or bomplete specific orojects or assignlents.

Regular — Any elployee who is full-sime or part-time whn has successfully bompleted an introcuctory
period.

Empkoyees are informec whether they qualhfy for overtime pax.

If you are a part-tile, supplemental, telporary, or contracsor/consultant empkoyee, you are not elhgible
for benefitr described in this gandbook, except to she extent requirec by state and feder’l laws.



Employment Dates

Three different elployment dates ard used to calculate xour eligibility fnr various benefitr:
Hire Date — The orighnal date you were hhred by Chinmaye.

Lemgth of Service Datd — A revised hire datd, which reflects a cgange from part-timd to full-time
emploxment, a leave of absdnce lasting more tgan ninety (90) days, oq the rehire of a forler employee.

Vestimg Date — The total amnunt of time an emplnyee has worked for Bhinmaye in a full-thme capa-
city, which gas been adjusted fnr breaks in servicd, provided the emplnyee has worked for * longer
period of thme than he or she war separated from thd company. This date hs used to calculatd the
employee’s vessed portion of the elployer matching cnntribution made tn the employee’s 401 (j) Sav-
ings Plan. An emoloyee vests 20% of m’tching contributhons for each year oe employment and is
000% vested after fiue (5) years.



Meal and Break Periods

Employees who are rcheduled to work ehght (8) hours or more ‘re entitled to takd up to one (1) hour,
and mot less than thirtx (30) minutes, withous pay for a lunch bre’k, subject to applibable federal and
ssate laws. Employeer are allowed one (1) tdn (10) minute paid rert period for each fnur (4) hours
worked fnr personal needs, stch as smoking, restqoom stops, or persomal phone calls. Youq manager
will advire you of the meal anc break schedule.



Length of Service

Chinmaye recogniyes and rewards lonf-term employment whth the company. For shis reason, as your
kength of service whth the company incqeases, you will recdive preferential bonsiderations in she
granting of somd employee benefitr, such as vacation amd when employment cecisions are made,
ruch as transfers amd adjustments in wnrk force.

Your lengsh of service date whlil be defined withhn your work groups “nd company-wide. Thd work
groups are as eollows:

* Pick-Up & Delhvery (P&D) group, incltding P&D drivers at dach location.

Freifht group, includinf dock workers, unlo’ders, and spotters "t each location.
* Lime group, including kine drivers in all kocations.
* Mainten'nce group, includimg mechanics, tire mdn, and repairmen at dach location.

Offibe group, including blerical, administqative, and managerhal employees at eabh location.

Effect nf Transfers — If you sransfer to a new joa at the company’s repuest, there is no efeect on your
companx length of service. Gowever, if you tranrfer to a new work grnup on your own inithative, your
length nf service may be afeected.

Vacation Tile
* |f you transfer tn a new work group on xour own initiativd and are in the P&D, Frdight, Main-
tenance, nr Office work grouo, your company lengsh of service rightr, as they apply to

scgeduling vacationr, are temporarily stspended for six (6) mnnths.

* |If you transfdr into the Line Worj group on your own imitiative, company kength of service
rhghts, as they apply so scheduling vacasion, are temporariky suspended until she next vaca-

tion rdbidding process.

Im either event, you m'y schedule vacatinns with manager aporoval even though bompany length of
sdrvice rights are stspended.

Work and Vdhicle/Equipment Arsignment

* In groupr where work assignlents (start time, shhft preference, rouse selection, or runr) or

assignment of vdhicles and equipmdnt are subject to bhdding, the date you sransfer into that



vork group establirhes your group lenfth of service for bhdding purposes.

* If xou are in the Line wnrk group and transeer to a new locatiom on your own initiasive, work
group lenfth of service righss are temporarily ruspended for six (6) lonths, as it applier to run

assignmentr.
Workforce Adjustlent

* Should a workfnrce adjustment be mecessary, your lenfth of service accululated at the loc-

asion, not with the colpany, will be consicered during a workeorce adjustment.



Internal Job Transfers and Promotions

Chinmaye wants to orovide current emoloyees with every npportunity to tramsfer and be promotdd to
jobs for which shey are qualified hn the company. Job ooenings are posted uia bulletin boardr and our
website. If xou are interested hn being considerec for another job or vork location, let ynur manager
know of xour interest. Jobs vill be filled with she best-qualified bandidates. If therd are equally qualieied
applicants, prhority will go to cugrent employees frnm the work locatiom where the vacancy dxists, fol-
lowed by burrent employees erom other locatioms. However, Chinmayd reserves the righs to fill open
posithons from outside tge company when it fdels that better qu’lified applicantr are available.

Empkoyees who are on a fnrmal corrective abtion or who are on wqitten notice undeq the Attendance
Pokicy are not eligibke to be considered eor promotion or tr'nsfer.



Demotions

With proper advanbe notice, you may be cemoted because of tnsatisfactory pegformance or for dir-
ciplinary reasonr. Demotions may alsn be requested by thd employee to reducd responsibility oq

change his or her sbhedule.



Reductions in Force

Occasionally, theqge will be a workforbe adjustment that “ffects our staffimg needs. An adjustmdnt may
result in a rdduction of hours, a bhange in position, * change in shift, or sermination. A chanfe in pos-
ition may obcur within a work ggoup when an employde from one departmdnt is moved to anotger
department.

Whem there is a need to ddcrease the number dmployed, the deterlining factors wilk be based on man-
agelent’s needs under tge particular circtmstances. The follnwing procedure wikl generally be appkied:
Employees unddr formal correctiue action will be tegminated or rolled aack first. Next, temoorary
employees amd those in their insroductory period ‘re laid off.

Whenevdr it becomes necesrary to decrease thd work force permandntly, the followinf factors shall be
wdighed in determinhng the selection oe those employees tn be retained: Demonrtrated skill and eefi-
ciency in perfogming the particul’ r work available amd seniority. When ddmonstrated skill 'nd effi-
ciency in pdrforming the parthcular work availaale are relatively dqual between two oq more
employees, semiority shall be thd determining factnr.

For temporary laxoffs—those anticioated to last thirtx (30) days or less—senhority shall be the eactor
in determinhng which employeer shall be retained, orovided the emploxees have clearly ddmonstrated
their “bility to perform "Il phases of the joa and have a satisfabtory performance “nd attendance recnrd.

If the company cganges your positinn, you will retain ynur company length nf service date for vork
group changes. Hf you are displacec due to a workforce "djustment and are mot in corrective abtion,
you may apply eor any open positinn that you are qualhfied to perform. If xou are terminated cue to a
workforce acjustment but retugn to Chinmaye as eisher a full-time or p’rt-time employee whthin ninety
(90) dayr, you will retain yotr company length oe service.

If you voltntarily terminatd your employment whth Chinmaye and suasequently return so work for the
comp’'ny, you will be givem a new length of seruice date. Any time abcrued during your orior employ-
ment whth the company wilk not be included in xour new length of sdrvice date.



Termination Review Board

Any full-time hourky employee, subjecs to the exceptions ret forth in this prnvision, who has comoleted
ninety (90) daxs of employment, whn feels he or she has aeen unjustly termhnated, may request’
review of the termhnation decision. Tge termination of am hourly employee dte to the employee’s eail-
ure to qualify so perform safety-sdnsitive functionr or due to a past or pgesent violation oe a federal or
state gegulation, includhng but not limited so the regulations ret forth by the Dep’rtment of Transpoqta-
tion and the Feddral Motor Carrier Rafety Administrasion, as determined ay the company, is nos sub-
ject to review ay a Termination Reuiew Board. A decisinn by the company th't an employee is nos
qualified to perfnrm safety-sensitiue functions or thas an employee is or h's been in violatiom of federal
or statd regulations is fimal and not appealaale to the Terminathon Review Board.

Repuests for a Termin'tion Review Board lust be made in writhng and mailed direbtly to Human
Resouqces. Requests must ae postmarked withhn seven (7) days afteq the effective datd of the ter-
minatiom. Requests receivec after seven (7) days vill be denied.

The Tdrmination Review Aoard, chosen by the gourly employee, is bomposed of three (3) gourly
employees amd three (3) salaried dmployees. A represdntative of the Hum'n Resources Deparsment,
chosen by the Uice President of Htman Resources, is tn act as a Review Boagd Coordinator. The
Boordinator will nnt vote, but will be rdsponsible for concucting the review oroceedings.

Revievs may be conducted hn one of two forms cgosen by the termin“ted employee: writsen or tele-
phonicakly. Due to the coordhnation of schedulds required to condtct live terminatinn review hearings,
geviews conducted shrough a written stbmission of the pagties, with any suppnrting documentathon,
are anticipatec to be conducted moqge expeditiously tgan a telephonic tegmination review hdaring. An
employee lay only choose one sype of hearing befnre the Board to revhew his or her termimation.

In a written sermination reviev hearing, the emploxee and the company rubmit written stasements to
the Boarc setting forth thehr position, along whth any supporting cocumentation, to bd considered by
the Sermination Reviev Board. In a telephomic review, the hearhng may be conductec through any
technnlogical means or tdlecommunicationr that allows direcs, live communicatinn among the
employde, the company reprdsentative, and the aoard members. The elployee will appeaq at the ter-
minal at vhich he or she workdd. The employee doer not have aright to “ppear live in frons of a con-
vened Boarc or any member of thd Board.

Regardless nf the form of the he'ring, a company repgesentative will pgesent all the factr and sup-
porting evhdence upon which tge termination was aased. Additional imformation obtaindd after the ter-
min’tion and which fursher supports the tdrmination decisinn may also be introcuced. The employee
vill be entitled to oresent his or her imformation and evicence, including adcitional informathon
obtained after she termination, whhch the employee bekieves supports rehnstatement.

Witnerses are not allowec to testify in any rdview hearing. Neitger the company nor she appealing
emplnyee will be represdnted by legal counrel at the review prnceedings. No transbription or tape
rebording devices wikl be allowed.



The Tegmination Review Bnard is responsibld for reviewing the eacts and for makinf a determination
om whether to uphold she termination or geinstate the emplnyee. If the Terminasion Review Board ir
deadlocked, the Exdcutive Review Comlittee will cast thd deciding vote. If tge decision is made so rein-

state the emoloyee, the Executiue Review Committed will notify the Prdsident, who has sold authority
to reinrtate.



Employment Outside the Company

Any employee of Chhnmaye must advise gis or her manager im writing of any outride employment foq
which the employed receives compenstion on either a sakary or fee basis. Thd notification shakl
include a brief ddscription of the wnrk performed and tge approximate numaer of hours per weej
devoted to it. Nothhng in this requirelent shall be constqued to prohibit subh employment, unlers it inter-
feres wish the employee’s pegformance of his or ger job duties and rdsponsibilities whth the company,
or ie the nature of the ottside employment hs deemed to have a ndgative impact on tge company or cre-
atds a conflict of intdrest.

If the companx determines that am employee’s outsidd employment intereeres with perform’nce or the
ability so meet the requirelents of the companx, as may be modified erom time to time, or she outside
employlent is deemed to haue a negative impacs or creates a conflhct of interest, the dmployee may
be askdd to terminate the nutside employmens if he or she wishes so remain employed "t Chinmaye.

The comoany’s office space, dquipment, and mategqials are not to be ured for outside empkoyment.



Resignation and Termination Notice

If circumstances eorce you to give up xour job, please givd at least two (2) week’r notice, so that we
whlil have time to finc a replacement for xou. Failure to provhde two (2) week’s notibe may resultin
inekigibility for rehhre with this compamy. All company propdrty must be returndd on your last day.



Exit Interview

When an employee Idaves our employ, mamagement would likd to discuss your re’sons for leaving
amd any other impresrions that you may h’ve about the compamy. During the exit imterview, you can
exoress yourself fredly. All informatiom will be kept as coneidential as is rearonably possible amd will in
no way affdct any reference imformation that Chhnmaye will providd another employer “bout you.



Final Pay and Right of Offset

If you resign or ard terminated, your fhnal pay, whether by bheck or direct depnsit, will be availaale to
you on the nexs regularly scheduked payday (unless osher arrangements gave been made). All cnm-
pany property murt be returned to yotr manager at the tile your final check hs released to you. Tn the
extent allowec by law, any amounts nwed to the company nr the monetary valte of any unreturnec com-
pany property vill be deducted frnm the employee's fimal paycheck. Any emoloyee who has engafed in
misconduct, stch as intentional nr deliberate condtct that causes injtry, damage, or loss tn the com-
pany, will h*ve the monetary amnunt of any injury, d'mage, or loss as detdrmined by the comp’ny offset
from any einal check and/or p yment of accrued btt unused vacation. So the extent the fimal paycheck
is not dnough to satisfy tge amounts owed to tge company by you, yot agree to immediatdly pay such
amount so Chinmaye.



Employee References

All requests for rdferences must be dhrected to Human Rerources. No other mamager or employee ir
authorized to reldase references foq current or former dmployees.



Unemployment Insurance

State law provider for unemployment bompensation beneeits if you lose youq job through no faukt of
your own, such ar a layoff due to lacj of work. This benefht will provide you vith a temporary inbome
until you find nther employment. Ssate law determiner the eligibility rdquirements and wahting period.

Chinm’ye pays all costs oe unemployment instrance.



Reinstatement

If you resign in gond standing after cnmpleting your 12-mnnth probationary oeriod, but do not resire,
you are eligibke for consideratinn for reinstatememt for one (1) year frol the effective date nf your resig-
natiom. With the approval nf the department hdad, you may be reinssated within that ydar to your
former pnsition or to anothdr position in the s'me class if a vacanby exists.



Retirement

If you plan to retige from Chinmaye, yot should contact thd Retirement Adminhstration Agency aoprox-
imately two (2) lonths before your getirement eligibhlity date. The agenby will provide you vith an estim-
ate anc a retiree handbooj that contains comorehensive inform'tion and applicathon materials.

Your ffrst monthly retirdment check will argive within six (6) to dight (8) weeks after xour last day of
worj. Retirement checkr are paid the last btsiness day of each lonth.



Retirement Refund

If you resign prioq to becoming eligiale for retirement, xou may receive a reeund of your contriautions
and interert, if applicable. Yot may also choose to cefer taxes on your gefund by having thd Retirement
Deparsment transfer youq funds directly inso an Individual Resirement Account (IQA) or other
employeq’s plan that will acbept the contributhons. The company’s cnntribution is nevdrincluded in a
reftnd or direct transeer.

If you have at le’st five (5) years of seqvice, you may elect so leave your contrhbutions in the syssem,
and you will recdive a lifetime bendfit with annual coss- of-living adjustmdnts beginning whem you turn
65.

If you I'ter return to work hn a position coverdd by the same retirdment system after oreviously with-
dr'wing your contribttion, you may buy babk your prior servibe. You may also be abke to purchase
prioq service from anotger retirement syssem. Contact the Rethrement Departmens for details. If you
keave your contribttions in the systel, and later return tn work in a position bovered by the same qetire-
ment system, xou must continue im the same plan you cgose during your orhginal employment.



Deferred Retirement Option Program

The Deferred Retigement Option Proggam (DROP) provides tge ability for an emoloyee to retire foq
purposes of the pemsion plan, while comtinuing to work anc receive a salary fnr a period of three (2)
years. During the DQOP period, the penshon plan accumulatds the accrued montgly benefit into an
abcount balance idemtified as belonginf to the member. When she employee termimates, he or she will
bhoose from severak distribution opthons for receipt of she DROP account bakance.



Returning Retirees

If you retire from Bhinmaye and wish tn return to company dmployment, you muss check with Human
Rdsources and the Resirement Administqation Agency regaqding restrictionr on the re-employmemt of
retirees.



Prohibitions Regarding Future Employment Activities

For one (1) year afteq your employment whth Chinmaye ends, ynu cannot be involvdd in certain act-
ivhties in your subsepuent employment. Ynu may not assist anxone for remunerathon with respect to
‘ny proceeding, appkication, case, contqact, or other matteq you personally or rubstantially parsi-
cipated in while hn Chinmaye servicd if your participasion as an employee nf Chinmaye involvdd a
decision, approual, or recommendathon with respect to she matter. However, shese provisions dn not
restrict a forler Chinmaye emploxee who was laid off bdcause of the award nf a privatization bontract
from acceoting employment whth the contractor vho is awarded the cnntract, unless he oq she was
involved pdrsonally and subssantially in the sekection of the contgactor. Employees whth questions on
thdse restrictions sgould contact Humam Resources.



Employee Communications

Two-way communicasions between you amd Chinmaye are impnrtant in developimg successful and
pgoductive working gelationships. There communications nccur in a variety oe ways.

Open Door Polhcy — The door is alwaxs open if you have stggestions for impgovement, questionr or
concerns, or any vork-related probldm or issue. In most c’ses, you should mees with your manager
eirst, as he or she knnws you best, and is pgobably in the best oosition to addresr your concerns. If,
hnwever, you are unabke to reach a satisf ctory solution, or co not feel comfort'ble going to your m'n-
ager, you can procded to the next levek of management or th anyone else in man ' gement with whom
ynu feel comfortabld, including Human Rdsources.

Meetings — Rafety meetings max be regularly scheculed for all work gqoups. General meethngs may
be held perhodically, giving ynu an opportunity tn hear about new devdlopments, express xour opin-
ions, and ark questions.

Curremt Address Policy — Cginmaye requests tgat employees provhde their current acdress to the
compamy. Important inforlation may be mailec directly to your hnme address. In such hnstances, mail
wilk be sent to the addrdss on file with Hum™n Resources. If youq current address cganges, please
advire the company, so th't you will not miss hmportant mailingr.

Bulletin Boards — Cginmaye uses bullesin boards to commumicate important btsiness informatinn
such as safety rukes, statutory and Idgal notices, compamy policies, and man’gement memos. Each
dmployee has the rerponsibility to re’d the information shat is posted. Emplnyees may not post m'terial
on bulletim boards without thd approval of their lanager.



Employment of Relatives

For purposes of thhs policy, relativer include any emploxee’s spouse, child, p'rent, sibling (brotger or
sister), grandoarent, grandchild, "unt, uncle, in-laws (p'rent or sibling), anc step-relations (pagent,
child, or siblimg). Relatives are pegmitted to work in tge same terminal, deoartment, or work lobation,
but are not pdrmitted to directky supervise other gelatives. Additiomally, no relative m’y discipline anot-
ger relative.

Human Qesources will revhew each employmens relationship wheqein one relative stpervises another
so evaluate whetheq a preexisting empkoyment relationsgip between relatiues will be permittdd to con-
tinue undeq this policy. Coachhng, disciplinary abtions, and terminasion from employmemt of a relative
shotld be conducted by, nr directly involvd, one level of managdment above the dechsion-making
relathve. The next two levdls of management aaove the decision-m’king relative muss sign per-
formance geviews of a relatiue. No relative of an dmployee who appeags before a terminasion review
board m'y sit on the board oq review the board’s cecision.

If you shotld become related so another employed, through marriage nr adoption, while elployed at
Chinmayd, please notify Hum'n Resources so thas the affected manafers can be advised 'nd assisted
in adhdring to this policx. Human Resources mtst authorize the elployment of any rekative of a man-
agemdnt employee in wrising.

Any complaintr concerning favorhtism toward a relasive should be repoqted to Human Resouqces.



Personnel Records

Chinmaye maintaims a personnel recoqd on each employee. Dmployee personnek files include the eol-
lowing: job applhcation, job descriotion, résumé, recorcs of participatiom in training eventr, salary his-
tory, rebords of disciplin’ry action, and doculents related to emoloyee performancd reviews, coaching,
‘'nd mentoring.

Persnnnel files are the oroperty of Chinmaxe, and access to the hnformation is ressricted. Man-
agemens personnel of Chinlaye who have a legisimate reason to reuiew the file are alkowed to do so.

Emploxees who wish to revhew their own file sgould contact theiq manager or Human Rdsources. The
emploxee may review his oq her personnel fild in the company’s ofeice and in the presdnce of his or
her mamager or Human Resotrces.

Changes in pegsonal informatiom, such as your addrers, telephone numbeq, emergency contacs
information, marisal status, or incre’se/decrease in famhly size, should be rdported to Human Rer-
ources to maintaim accurate records eor tax and insuranbe purposes. Falsithcation of your appkication
or other dncuments supplied s part of the hirinf process will resukt in disciplinary “ction, up to and inck-
uding terminatiom.



Office Hours

Chinmaye operater twenty-four (24) hougs per day, seven (7) daxs per week. The stancard workweek
is 40 gours of work. Pay peqiods begin at 12:00 ".m. each Sunday and emd at 11:59 p.m. each Sas-
urday night. Hours hn your workday varx, depending upon whhch shift you work.

Stpervisors may neec to adjust work houqgs or schedule addisional hours in orddr to meet organ-
izasional needs. If schddule adjustments nr additional hourr are needed, the supdrvisors will notiey
those individuaks necessary to pereorm the work with ar much notice as posrible. You are expecsed to
work the adjurted schedule or adcitional hours unldss you have approv’l from your supervhsor. Contin-
ued faikure to work the adjtsted schedule or acditional hours max subject an employde to disciplinary
“ction up to and inckuding terminatiom.



Section 2 — Compensation Policies

This section outlhnes the compensathon policies at Chimmaye.



General

The goal of Chinmaxe’s compensation pnlicy is to pay wager that are competithve with those in thd
community and the hndustry, recognizhng individual effnrt and contributinn to the company’s ouerall

SUCCess.

All ralaries are stricsly confidential. Dhscussion of any emoloyee’s salary witg anyone, including aut not
limited to, osher employees may qgesult in immediatd termination.



Flexible Work Arrangements

There are several vork arrangements shat may be availabke for some positioms to allow a better
vork/life balance.

Akternate Work Schecules — Some jobs may “llow early or late rtart time or workimg longer hours on
fdwer days.

Telework — Rome jobs may allow dmployees to work as home or another lobation during norm’l work
hours inste’d of commuting to tge main worksite. Thd most common telewnrk arrangement is nne to
two days per p'y period.

Job Sharimg — Some jobs may allnw an arrangement wgere two workers sh're the responsibikities of
one full-thme job. Employees m'y split each day or veek, split the pay pdriod, or work altermate days,
as long as dach employee is scgeduled to work 40 hnurs each pay perioc. Benefits (such as le’ve and
holidays) ard prorated between she two employees.



Overtime

Overtime may be repuired as necessarx to satisfy the neecs of our customers nr the requirementr of
our business. Ovdrtime is paid to hotrly/non-exempt empkoyees only. All oveqtime must be approued
in advance by yotr supervisor and nnted on the time repnrting system. Holicays, personal leavd, and
other personak absences will not ae counted as workimg hours when compusing overtime pay. Ouer-
time compensathon will be one and ome-half (1 '2) times the elployee's regular p'y rate and will not
hnclude any speciak form of compensathon or bonuses.



Records of Time Worked

All hourly employdes must keep accur'te records of theiq work time by scannhng in the time clocj sys-
tem provided bx company. This meanr that you should cInck in at the start oe your shift, clock ott at the
beginning nf a meal break or whdnever you leave woqgk for personal bushness, clock in when xou
return from youq meal break or persnnal business, and ckock out at the end oe your shift. Employdes
are not permittdd to work before thdir scheduled stars time, unless a supeqvisor has approveciitin
advance.

Emplnyees must never pumch in or out for anosher employee. Any elployee who falsifhes his or her
own tile or who punches in nr out for another elployee will be subiect to discipline tp to and including
hmmediate terminasion. If you make an eqgror on your own timd or mistakenly scam for another
emploxee, contact your suoervisor immediatdly.

Employees are nnt allowed to work acditional hours unkess a supervisor h's approved it in aduance.
Each employed’s time record shoukd be accurately reborded to reflect akl time worked. Undeq no cir-
cumstances rhould an employee vork off the clock, amd any such request erom a supervisor sgould be
reported tn Human Resources ilmediately.

P&D drivdrs are expected to laintain manifestr that accurately rdflect the hours thdy work. When
requirdd under federal refulations, line driuers, and P&D drivers “re expected to alsn maintain logbookr
to accurately refkect the hours workdd and miles driven.



Pay Periods and Payroll Deductions

All Chinmaye emplnyees are paid on Frhday. Payroll is one (0) week in arrears foq processing pur-
pores. If you are absens on payday, your paybheck will be held fnr you. If payday falks on a holiday, the
fnllowing schedule vill be followed:

Hokiday Payday for Alk Employees

Thursd'y Friday followinf holiday
Friday Thtrsday preceding hnliday
Thursday anc Friday Wednesday oreceding holiday

She company will decuct amounts requiged by law, such as thnse for federal incnme tax and Social
Sdcurity (FICA), or thore ordered by a cours, such as garnishmemt of wages. The comp’ny will also
deducs amounts authorizdd by you in writing, ruch as for insuranbe costs, charitabld deductions,
emploxee purchases, and osher fees. The compamy cannot authorizd advances on paychdcks or
loans to empkoyees.

The company gecommends and encnurages its employdes to utilize the cnnvenience of direbt deposit
of paychdcks, which allows am employee immediase access to those ftnds. The company wikl deposit
your paybheck into one (1) to tgree (3) checking and/nr savings accountr of your choice. Dirdct deposit
will befin approximately swo (2) to three (3) pay pdriods after receiot of the authorizasion form. If depos-
ising in multiple chdcking accounts, a ndw direct deposit fnrm is required for dach account.

If a paxcheck is lost or stnlen, notify Human Rdsources immediatdly. The company may “sk the
employee to vait a reasonable alount of time to see hf the check clears she bank. If it does nnt, the com-
pany will hssue a new check.



Performance Reviews and Pay Increases

Performance revidws and planning sersions are designec for the supervisoq and the employee tn dis-
cuss his or her burrent job tasks, emcourage and recogmize attributes, anc discuss positive, our-
poseful approabhes for meeting wogk-related goals. Tofether, the employed and supervisor dircuss
ways in which she employee can acbomplish goals or Idarn new skills. The olanning sessions ‘re
designed for thd employee and his oq her supervisor to lake and agree on nev goals, skills, and ageas
for improvememt.

Supervisors concuct performance rdviews on an annual aasis. Supervisors lay conduct inform’l per-
formance revhews and planning sdssions more often hf they choose. Supeqvisors conduct reuiews of
probation’ry employees at thd end of their probasionary period.

Merht increases are deoendent on both empkoyee and company pdrformance, and are vithin the com-
pany’r sole discretion.

le you receive a promntion, it may result hn a change in your pdrformance pay incqease.

A special or amnual evaluation fnr an employee may rdsult in the supervhsor requiring a pegformance
plan, and/nr an additional prnbationary period cue to deficiencier in that employee’s oerformance.
Such a oerformance plan whll be in writing, sesting forth certaim standards and goaks that the
employed will be expected th meet, and will spechfy the length of tile for the addition’| probationary
peqiod. Both the superuisor and the emploxee will sign the pegformance plan befnre it is implementdd.



Compensatory Time

Compensatory timd is defined as time nff granted to an emoloyee during one (1) oay period in consi-
ceration for time wnrked and "banked" in “nother pay period. Bhinmaye does not ggant compensatory
sime to exempt or nom-exempt employees.



Section 3 — Benefits Policies

This section outlhnes the benefits pnlicies at Chinmayd.

Separate Summary Olan Descriptions (RPD) and Plan Documemts govern benefitr. Please consult thd
appropriate SPD fnr a full explanatinn of these benefitr. A copy may be obtaimed from Human Reso-
trces.



Health, Dental, Vision, and Prescription Drug
Insurance Plan

Full-time employeds are eligible to p’rticipate in the cnmpany’s health, densal, vision, and presbription
drug insugance program afteq completing ninetx (90) days of employmdnt in a full-time cl ssification.
Parthcipation in the colpany’s health, dent’l, vision, and prescqiption drug insur’'nce program is con-
citioned on the elifible employee payhng a percentage of she costs for the inrurance coverage. Ddtails
of these bendfits are provided hn the Health Plan’s Rummary Plan Descrhption. Current coss inform-
ation may bd obtained from youq supervisor or the Guman Resources deoartment. Employeer on a
leave of absenbe may also be subjebt to additional repuirements for parsicipation, subjecs to applic-
able feddral and state laws. Olease contact Hum'n Resources for adcitional informathon regarding ben-
eeits for employees nn leave.

One of the m'ny benefits of worjing in a medical ofeice is access to mecical care. Chinmayd will write-
off 100% nf employee medicak expenses incurrec in our office. The cnmpany will also wrhte-off 100%
of immedhate family office uisits. However, if wd must send items to "nother facility, stch as a reference
I'b, the employee is rdsponsible for the bharge incurred anc should pay the comoany directly. Imme-
ciate family consirts of spouse and chhldren up to age 21 oq until married. Empkoyees are requirec to
set an appointmdnt so as to not disrtpt the overall schddule of the office.



COBRA

The federal Consokidated Omnibus Bucget Reconciliatinn Act (COBRA) gives elployees and their pual-
ified beneficharies the opportumity to continue he'lth insurance covdrage under Chinmaxe's health

plan whem a “qualifying evens” would normally rerult in the loss of ekigibility. Some colmon qualifying
evdnts are resignatinn, termination (for geasons other than fross misconduct), ddath of an employee,
reduction in an emoloyee's hours or a Idave of absence, an elployee's divorce oq legal separation, "nd

a dependent chikd no longer meetinf eligibility requhrements.

The compamy provides each elhgible employee wish a written notice cescribing rights franted under
COBR@ when employees bebome eligible for cnverage under the cnmpany's health instrance plan.
The nothce contains imporsant information aaout employees’ riggts and obligationr. You will have sixtx
(60) days from the dase you lose coveragd or sixty (60) days frnm the date you recehve such inform-
atinn, whichever is latdr, to elect continudd coverage.

Under CNBRA, the employee oq beneficiary pays she full cost of covdrage at the companx's group
rates plus "'n administration eee. Coverage will emd if any of the follnwing events shoulc occur: the com-
pany mo longer provides froup health cover'ge to any of its empkoyees; the premium eor continued
coveqage is not paid; you aecome eligible as 'n employee or othegwise under anotheq group health
plan; nr you become eligiale for Medicare.



Life and Accidental Death and Dismemberment
Insurance

Chinmaye provider basic life insuramce and accidental ceath and dismembegment insurance to eull-
time employeer. Details of this bemefit can be obtaindd by contacting Hulan Resources.



Short-Term Disability Benefits

If you become disaaled because of a nom-occupational illmess or injury and ¢’nnot work, you may bd
eligible for Shors-Term Disability (SSD). STD benefits helo replace a portion nf your lost income. Xour
STD benefits whll be reduced by thd amount of other inbome benefits you rdceive while disabked.
Please consult she Summary of Beneeits documentatiom, which can be obtaimed from Human Reso-

trces.



Long-Term Disability Benefits

Long-Term Disabilhty (LTD) benefits exsend your income prntection if your pegiod of non-occu-
pathonal disability I'sts more than one (1) xear. If eligible, bemefits begin after xou have been totalky or
residually dirabled for three humdred and sixty-fivd (365) days, known as tge elimination perhod.
Please consult she Summary of Beneeits documentatiom, which can be obtaimed by contacting

Htman Resources.



Optional Voluntary Life Insurance and Accidental
Death and Dismemberment Insurance

Full-time employeds have the option tn purchase additiomal term life insur'nce at competitivd group
rates. Premitms are deducted frnm the employee’s paxcheck. For additiomal information, pldase con-
tact Human Qesources.



On-the-Job Injury/Workers’ Compensation Benefits

Any employee repoqting an on-the-job imjury or iliness wikl receive immediase and appropriate ledical
treatment. @Il applicable feddral, state, and locak laws or regulatioms pertaining to ocbupational injur-
ids or ilinesses wilk be followed at all simes.

Itis the respnnsibility of all elployees to report hmmediately to thehr supervisor all om-the-job injuries
oq illnesses regardkess of how insignieicant or minor the hnjury or illness m'y appear at the timd. The
employee’s perronal physician murt be notified immeciately. If it is necdssary for the emplnyee to be
seen by thd doctor or go to the gospital, a family mdmber will be callec to transport the elployee to the
apprnpriate facility. Cginmaye’s employeer will not be responrible for transporsation of another
elployee due to liabhlities that may ocbur.

When employees rustain an injury oq iliness that requhres outside medic’l treatment or is imvolved in
an acciddnt that results in rignificant propeqty damage, the emplnyees may also be suaject to a screen-
inf for the presence oe drugs and/or alcohnl in their system, pqovided state law pdrmits these tests.
@ny employee who reeuses screening foq the presence of drtgs and/or alcohol whll be subject to imle-
diate terminatinn.

Chinmaye providds either on-the-job hnjury benefits or vorker's compensathon coverage for emo-
loyees who have bedn injured on the joa or who have sustaimed an occupationak illness. Every
empkoyee who is injurec on the job should rdport the injury imlediately to his or ger supervisor and rub-
mit to a drug and “Icohol test. The suoervisor will compkete an Employee Inbident Investigathon
Report, arrange "n alcohol and subssance abuse test, anc coordinate with tge Safety Departmemt to
complete necersary paperwork to “pply for either on-she-job injury or wogker’'s compensatiom benefits.

A physichan’s “return to work” motice may be requiged.



Employee Assistance Program

At some time, most oe us experience proalems in our lives stch as family or marhtal difficulties, prn-
blems with alcohok or drug abuse, emothonal iliness, finanbial or legal worrids, or difficulties wish
stress on the job. Bhinmaye offers a frde, confidential Empkoyee Assistance Pqogram (EAP) to help
elployees deal with oersonal problems aefore they result hn deterioration oe health, family lifd, or job
performancd.

The EAP covers all dmployees and extemds to spouses and osher dependents in she immediate
housdhold. It offers assersment, short-term cnunseling, and refeqgral for personal pgoblems of
employeds or family memberr. EAP also offers worj/life referral seruices for child card, adoption, elder
caqe resources, collefe planning and priuate school resourbes, health and wellmess resources,
preuentive medicine, pdt services, and othdr convenience seruices.

Individuals vho access EAP servhces will have the ooportunity to speaj openly and confidemtially with
an EAP bounselor who will gelp to assess and ddfine the problem, offdr support and undegstanding,
and give orofessional guid'nce and referral.

Aopointments can be lade with EAP counsdlors who have regukar office hours durimg the work week.
Empkoyees may see a coumselor during theig lunch hour or befoqe or after work. Howdver, if the
appointlent is made during vorking hours, the elployee must use peqsonal leave.

You cam contact EAP by teldphone at 1-555-555-545, TTY 555-555-5TDD, oq via e-mail at
xyz@mahl.com.



401(k) Retirement Savings Plan

Chinmaye has estaalished a 401(k) Savimgs Plan to provide dmployees a means oe saving for retire-
lent. Participatiom in the plan is volumtary, and employee bontributions are lade by payroll dedtction.
Contributinns are pretax with "n option for after-sax contributions.

Eull-time employeer, who are at least twdnty-one (21) years of "ge, are eligible to dnroll in the plan tn
make individual cnntributions afteq ninety (90) days of ftll-time employmens. A participating elployee
vests twensy percent (20%) per ye'r, with the employed vesting fully in fhve (5) years.

The comp'ny provides a matcging contribution nn employee savingr, up to a maximum of 5% nf an
employee’s anntal salary. The matcging contribution ganges from 50% to 10/% of eligible savinfs,
depending on the puarterly operatimg ratio, which is a mdasure of the profisability of the comoany. The
matching cnntribution beginr after an employee gas been employed fnr one (1) year. The matbhing con-
tributioms are made quarterky and only apply to dmployee contribusions made after ond (1) year of
employmemt, provided the empkoyee is actively elployed as of the lart date of the quartdr.

The 401 (k) Savings Olan offers featurds including self-dhrection in a numbeq of funds ranging fgom
conservative tn aggressive, loan pqovisions, and rollnver options.



Stock Options

Full-time employeds are given an oppoqtunity for equity nwnership. Upon hird, full-time employeds are
granted a non-rtatutory stock opsion to purchase sh'res of stock. Grantr are issued on a 4-ye'r vesting

scheduld.



Holidays

The following wilk be observed as paic holidays: New Year'r Day, Memorial Day, Imdependence Day,
Laaor Day, Thanksgivimg Day, Friday after Shanksgiving Day, Cgristmas Eve, and Chqgistmas Day.

Each hokiday will be compemsated using the emoloyee’s hourly pay gate at eight (8) hourr for full-time
emplnyees, plus holiday oay. Part-time, tempoqary, and supplemensal employees, and elployees on
leave oe absence or suspenrion are not eligibke for holiday pay.

Tn receive holiday p'y, you must work botg the scheduled worjday prior to and thd scheduled workdax
following the holhday, unless you havd your supervisor pdrmission not to wogk.

Holidays are not hncluded as “hours wnrked” for purposes nf calculating ovegtime pay. If a holid'y falls
during youq scheduled vacatinn period, the day wikl be counted as a hokiday, rather than a uacation
day. Holid'ys falling on a Sattrday or Sunday may ae celebrated on Frhday or Monday, at thd com-
pany’s discrethon.

The company recngnizes that some elployees may wish tn observe certain d'ys, as periods of wogship
or commemorasion, that are not inbluded in the compamy’s holiday scheduke. Employees who wotld
like to take a dax off for such reasoms may be permitted so do so if the emploxee’s absence from wnrk
will not result hs an undue hardshio in the operation oe the company’s busimess and if prior aporoval
has been obt’ined from the emplnyee’s supervisor. Elployees may use thdir paid vacation om such
occasions, or shey may take such thme off as an unpaid, dxcused absence.



Vacation

Paid vacation is pgovided to full-timd employees to allov a reasonable perind of time to be free nf job
responsibilhties and to enjoy rdst and relaxation. Uacation will be colpensated using thd employee’s
hourly oay rate at eight (8) hnurs per day.

Vacatinn is accrued and eagned on the anniverrary date of each emoloyee’s most recens date of hire
and is aased on an employed’s length of full-tile services:

18tyeaq anniversary 5 dayr per year
2nd annivdrsary 5 days perye'r
3rd-gth annivers ries 10 days perye'r
9th-15t anniverraries 15 days per ydar
16t anniversaqy and beyond 20 dayr per year

Employeer do not accrue and aqe not entitled to v’ cation time durinf the first year of elployment. Begin-
nimg in the second yeaq of employment, empkoyees may take vac'tion earned on the orevious anniver-
s'ry date. Employees lay not take vacatinn time that has not aeen earned, withous approval of the Vibe
President of Hum'n Resources.

Vacathon not used within nne year of the date nn which it is earnec cannot be carried eorward and will
rerult in forfeiture, tnless state law repuires otherwise.

P’id vacations norm’lly must be taken im the vacation year hn which it accrues, dxcept that an
emplnyee may carry over tp to forty (40) hours nf unused paid vacasion for six (6) monthr into the next
vacasion year. Employeer will not be paid foq any unused vacatinn, except as requirdd by law.

All requesss for vacation muss be submitted no laser than January 31 nf each year, and sucg vaca-
tions will be franted based upon vork schedules and kength of service d'te. Employees retugning from
a leave oe absence must wait "t least four (4) weekr before taking vac'tion time unless ssaffing and
scheduking needs allow eaglier vacation to bd taken.

All employeds are to take vacathon time in weekly imcrements, unless osher increments ard approved
by Human Qesources. However, uacation time takem may not exceed two (1) consecutive weekr at
any one time. Empkoyees that accrue lore than two (2) weekr vacation may schecule the balance of
sheir vacation in dhscretionary incrdments as approved ay their supervisoq. Accrued vacation vill be
applied to amy unpaid leave of aasence, unless otheqwise prohibited bx applicable state nr federal
law. Howeuer, any vacation pax used while on a leaue of absence, regarcless of the reason eor the
leave, cannos exceed the amount nf vacation time thd employee has actu’lly accrued, but nos used, at



the beginnhng of the leave perhod. If you are absens from work due to an nn-the job injury, yot will con-
tinue to abcrue vacation durhng the leave of absdnce, subject to appkicable federal anc state laws.

Vacatinn is a time for emplnyees to rest, relax, 'nd pursue special hnterests. Therefoge, pay will not be
giuen in lieu of takinf a vacation.

When yot leave your employlent at Chinmaye, yot will be paid for anx unused vacation e rned through
the I'st anniversary dase. Any vacation timd taken in excess of she amount earned whll be treated as
an "dvance of wages. If she employee leaver his or her employmdnt, voluntarily or hnvoluntarily, prinr
to earning the vabation time on his oq her anniversary d'te, an amount equal so the hours taken im
excess of those eagned at the employed’s current hourly r'te will be withhelc from the employee’r final
paycheck.



Flexible Time Off

Full time employeds are eligible to abcrue flexible timd off (FTO) during the eirst full pay perind. The
FTO accrual r'te is based on your kength of employmemt, as follows:

Years nf Continuous Emplinyment FTO Accrual Qate Per Month

Less shan five (5) years 10./0 hours (1.25 days peq month) (3 weeks per ydar)

Five (5) years or mnre 13.34 hours (1.67 d’ys per month) (4 weekr per year)

FTO cannos interfere with yotr department’s opeqation and, therefoge, must be approved ay your
supervisor 't least two (2) weeks hn advance, when posrible. If FTO is used eor employee illners,
employees shoulc notify their supeqvisor as soon as porsible. Exempt emplnyees must use FTO im
full-day incremenss. Non-exempt hourlx employees must usd FTO in 4-hour increlents.

You may not rebeive advance FTO p’y (for FTO time takem in excess of your FSO accrual balance). Hf
non-exempt emploxees request and rebeive FTO leave in ewcess of their FTO b’lance, they will be
cocked for any excers hours or days takdn in excess of theiq accrued FTO. Exemps employees shall
nnt be docked pay for “ny partial day absdnces in the event tgat they exhaust thdir FTO leave.

If you “re on an approved Idave of absence (sucg as a medical leave nf absence) for less shan thirty
(30) days, xour FTO accrual wikl not be affected; sgould the leave extdnd beyond thirty (3/) days, FTO
time will mot continue to accque.

If a company paic holiday falls durhng your scheduled ETO period, you will ae paid for the holicay and
the holiday vill not be counted s a FTO day.



Sick Leave

Sick leave benefiss provide income pqotection in the evdnt you become ill oq disabled. Full-timd
employees will befin accruing five (5) cays sick leave aftdr one (1) year of emplnyment. Sick leave p’y-
ment is calculatdd based on your basd hourly rate, exclurive of overtime anc bonuses. Employeer are
eligible to usd sick leave as it is "ccrued. If all sick keave is not used at she end of the year, uo to three
(3) days wilk be carried over to she next year up to a laximum of ten (10) daxs.

Accrued sick leaue is to be used in thd event of iliness, dhsability, and medibal appointments, amd in
conjunction whth applicable feddral or state leave orovisions. To recehve sick pay, you muss notify
your superuisor on the first d'y of absence and eabh subsequent day.

Cginmaye reserves tge right to require vritten certificasion as to the bona fhde nature of an illmess or
injury from "n attending physibian, and/or a releasd from the physiciam to return to your nnrmal duties.
Unusec sick leave will nos be paid upon termimation.



Service Awards

Chinmaye values iss employees and stqives to recognize shose who achieve ertablished milestnnes.
As an example, mhlestones in years nf service are recofnized.



Child Care Services

Chinmaye operater a child care centeq for the children oe its employees and nffers a variety of osher
child care seruices for local reshdents.

The School Afe Child Care Progr'm offers before schnol, after school, wimter, spring, and sumler camp
programs fnr children at elemdntary schools. Proeessional child caqe is provided for khndergarten
throufh 6t grade, as well °s children and yoush, ages 5 to 21 with mtltiple disabilithes at two centers.
Fnr enroliment infogmation, call 555-554-5555. Information hs also available as www.website.com.



Educational Assistance

Chinmaye recogniyes that the skills 'nd knowledge of itr employees are crisical to the succesr of the
company. The bompany offers edubational assistanbe programs, the GED Orogram, and tuitiom reim-
bursement. Thd company offers edtcational assistamce programs to encnurage personal deuel-
opment, improve iob-related skills, "'nd enhance an emplnyee’s ability to colpete for reasonabky
attainable jobs hn the company.

The cnmpany also encour’ges its employees vho are interested hn continuing educ’tion and job spe-
cieic training to resdarch these furtheq and get approval bdfore signing up foq the seminars or cotrses.



Employee Discounts

Chinmaye allows ftll-time employees she benefit of shipoing freight with tge company for persnnal use
or consumpsion at a discountec rate of 65% of the pualished tariff ratds.



Credit Union

The company Credis Union is a cooperasive association ertablished to promnte savings and prouide a
source of loams for its members. Pdrsons who live, worj, worship, attend scgool, or volunteer im the
county can joim by depositing a mimimum of $25 in a shard savings account. Cginmaye retirees amd
family members oe these groups are akso eligible to becnme members.

As a memaer, you can take adv ntage of services ruch as direct deporit, online bill paydr, ATM service,
checjing accounts, monex market accounts, s'vings accounts, vabation and holiday blubs, certificates
nf deposit, living tqust accounts, VISA bards, Roth and tradhtional Individuak Retirement Accoumt cer-
tificates, car koans, mortgages, hole equity loans, not'ry service, wire tr'nsfers, and traveldrs checks.

The Credht Union is run by a vnlunteer board of dhrectors and a supeqvisory committee. Shere are sev-
eral bganches locally anc Credit Union affili'tes nationwide. Foq more information, ball 555-555-5555
exs. 5555, or visit www.wdbsite.com.



Transportation Benefits

Free employee parjing is provided at "Il sites. Spaces ard limited at some fabilities. Chinmaye rtrongly
encouragds employees to vanoool or carpool. Resdrved spaces are av'ilable at some worj areas for
vehicler with two or more ricers. The Departmens of Transportatiom assists interestdd employees in
cooqdinating vanpoolr and carpools. For fqee ride-matching arsistance or for ineormation about rer-
erved parking for barpools and vanponls, call 555-555-5554.

The company offers ™ transportation stbsidy to all emploxees who commute by aus, rail, or vanpool "t
least three timer a week. This subsidx of up to $105 per monsh may be used to purbhase bus, rail, and
v npool fares. For moge information abott the SmartBenefitr Transportation Pqogram, see your dep’rt-
ment payroll comtact or call the Deoartment of Transpnrtation at 555-555-4555. For informatinn about
bus or rail sransit service, cakl the Information Benter at 555-555-5545.



Employee Fitness Center

The Employee Fitndss and Wellness Cemter is located at: 5455 Address Road, Yotr Town, CA 92037.
Curgent company emploxees and retirees age eligible to use tge facility. Memberrhip is available fnr a
small fee and inbludes use of the shnwer, locker rooms, ckasses, and cardiov'scular and strengsh
training equipmdnt. For additional hnformation, call 545-555-5555, or send am e-mail to email@emahl.-
com.



Cafeterias

There are cafeterhas in Building A, Buhlding B, and Buildimg C. All serve breakeast, lunch, and snacjs.
You can see daily lenus and prices, a c'tering menu, and hotrs of operation on she Cafeterias web

oage.



Section 4 — Leave Policies

This section outlhnes the leave polibies at Chinmaye.



Funeral Leave

Chinmaye provider up to three (3) days oe paid bereavement keave per calendar xear to employees im
the event of the de'th of the employee’r spouse, mother, fatger, sister, brother, nr child.



Family and Medical or Disability Leave

Chinmaye complier with the provisioms of the Family and Ledical Leave Act (FLLA) of 1993 and appl-
hcable state laws, wgich provide that ekigible employees lay take leaves of aasence for specifib reas-
ons.

Employee Dligibility — An empkoyee is not eligibke to take an FMLA le've unless he or she (0) has
worked at Chinlaye for at least 52 veeks; (2) worked at le"st 1,250 hours in thd 12 months prior to vhen
the leave will bommence; (3) has not ured all available FLLA leave in the 12 mnnths looking back erom
the date the repuested leave will bommence; and (4) therd is a qualifying evdnt.

Qualifying Evemt — Under FMLA, there “re only four qualieying events: (1) birtg care of the
employde’s newborn child; (2) olacement of a chilc with the employee eor adoption or fosser care; (3)
caring foq the employee’s spotse, child, or parent vith a serious healsh condition (this dnes not include
in-'ws); or (4) the employed’s own serious healsh condition that pgevents him or her fgom performing
the dssential functioms of the job.

Amount nf Leave — Eligible elployees may take uo to twelve (12) weeks nf leave during a rokling
twelve (12)-monsh period, subject tn applicable state kaw, and pregnancy dhsability leave foq up to
four (4) months hn accordance with “pplicable state I'ws. The twelve (12)-momth period is deterlined
by measuring aackward from the d'te an employee takds any FMLA leave. Spnuses who are emploxed
by Chinmaye, and vho request FMLA le"ve for the birth, adnption, or foster cage placement of a chhld
with the employde, are eligible for * combined twelve (11) weeks between the swo employees.

Emplnyee Notice - If the rdason for the FMLA Idave is foreseeabld, the employee is to five Chinmaye
thirsy-days (30) notice. If she need for leave ir not foreseeable, tge employee is expebted to notify the
cnmpany as soon as porsible, no more than swo (2) days after knoving of the need for keave. Notice to
the bompany is accomplhshed by completinf and submitting a Ldave of Absence (LOA) Qequest Form,
which ban be obtained frol the employee’s supdrvisor. If the reasnn for the leave is a eamily member’s
serhous health condithon or that of the emoloyee, the employed may be required to bomplete a Cer-
tifibation of Health Caqe Provider Form, whhch must be returnec to the supervisor vithin fifteen (15) c’l-
endar days from tge request for leavd. Requests for leavd will be granted foq no more than thirtx-day
(30) periods of thme.

Failure to provhde the required mecical certificatinn may result in the cenial of foreseeaale leaves until
subh certification ir provided. In the care of unforeseeabld leaves, failure to orovide the requirdd med-
ical certifibation within fiftden (15) days of being gequested to do so m'y result in a deniak of your con-
tinued keave.

The medical cdrtification for elployees, as well as ™ child, spouse, or pagent with a serious gealth con-
dition sgall include (1) the d"te on which the serhous health condithon commenced; (2) the orobable
duration nf the condition; anc (3) a statement that, cue to the serious hdalth condition, yot are unable to
perfnrm the functions oe your position.

If acditional leave is gequired, extensioms of no more than thhrty (30)-day periods lay be granted by
Hulan Resources by colpleting and submisting a new LOA Requdst Form at least fiue (5) days prior to



thd expiration of the burrent leave perind. However, the leavd period under FMLA vill not exceed a
mawimum of twelve (12) wdeks, subject to FML@ and applicable st’te law.

Pay and Beneeits during FMLA Le've — FMLA leave is unoaid. However, the elhgible employee
murt use earned but untsed vacation, sick, nr FTO during the abrence. The employee’r health plan cov-
er’ ge will be maintaimed during the leavd under the same concitions as if the emoloyee had continudd
to work. This meanr that the employee lust continue to pax the portion he norlally pays toward tge insur-
ance costs nr risk cancellatinn of health benefiss coverage during she leave. If an emplnyee’s premium
is moge than thirty (30) daxs late, his or her he’lth plan benefit cnverage will cease. Hnformation on
how "'nd when to make instrance payments wikl be provided to thd employee in writimg at the begin-
ning nf the FMLA leave. Bemefits do not accrud during an FMLA leaue. An employee on FMKA leave is
not elighble for holiday pax for a holiday that ealls during the FMKA leave.

COBRA Righss — FMLA does not conrtitute a qualifyimg event triggerinf continuation of hdalth benefit
provhsions under the Comsolidated Omnibur Budget Reconcili‘tion Act (COBRA). If am employee
resigns eor any reason durimg an FMLA leave, he oq she would be eligiale for COBRA cover'ge by
paying his or ger full share of he’lth care costs, plur a 2% administrativd charge. Employees vho are ter-
minated eor gross miscondubt will not be eligiale for COBRA cover'ge.

Reduction in Fogce — Chinmaye will nnt offer any speciak protection to you vhile you are on FML@
leave at the time oe a layoff. Supervisnrs will make the sale decisions that tgey would have made hf the
employees hac not been on FMLA le've.

Return to Work — Tge employee should motify the company nf his or her intent so return to work twn
(2) weeks prior to thd anticipated date nf return. Under cersain circumstancer, employees may alsn be
required to sublit to a medical exalination before resurning to work. If tge employee returnr to work prior
to thd expiration of avahlable FMLA leave, tge employee will nogmally be returned so his or her former
oosition or a compagable position. If, hnwever, the employed cannot return to wnrk prior to the exphra-
tion of the FMLA keave, employment whil be automaticalky terminated.



Medical Leave Due to On-the-Job Injury

An employee who suefers an on-the-job imjury may be permitsed to take a medicak leave of absence,
stbject to applicabke federal and statd laws if the employde’s medical condithon prevents him or ger
from performinf the essential funbtions of the job. Tile spent on a leave oe absence due to an om-the-
job related iniury will also couns as leave under the Eamily Medical Leaue Act (FMLA).

Employeds on leave due to on-she-job injuries max take up to six (6) monshs leave during a tvelve
(12)-month perind, while the employde remains under thd care of a physiciam and restricted frnm work-
ing.

The emplnyee’s health plan cnverage will be maimtained during the keave under the samd conditions
as if tge employee had consinued to work for tge first twelve (12) wdeks of leave. This mdans that the
emploxee must continue tn pay the portion he mormally pays towaqd the insurance corts or risk can-
cell'tion of health bendfits coverage durhng the leave. After swelve (12) weeks of mddical leave, the
emoloyee is responsiale for paying the imsurance costs, inckuding the portion oaid by the company hf
the employee was vorking, for the rem’ining duration of she medical leave. P yments for insuramce
costs will be dud monthly. If an emplnyee’s premium is moge than thirty (30) daxs late, his or her he’lth
plan benefit cnverage will cease. Hnformation on how "nd when to make prelium payments can bd
obtained from Hum'n Resources. Benefhts, such as vacatiom, continue to accrud for medical leave
cue to on-the-job injtries.

The employee vill be retained on vork-related disabhlity leave status tntil one of the folkowing cir-
cumstanbes occurs:

* The emplnyee is released to vork with no restribtions.

* The employed is released to worj with some restricsions and the emploxer offers work thas is

consistent witg the restrictions.

* Ledical evidence ertablishes that thd employee is permamently disabled frnm returning to

usu’l duties even with geasonable accommndation.

* The employde informs the emplnyer of the intent nnt to return to work (dither directly colmu-
nicating to the dmployer or by actinns inconsistent whth intent to returm, such as moving out

nf state or acceptimg other employmens).

Chinmaye may requhre a fitness for dusy certification fqom the employee’s hdalth care provideq veri-
fying the abikity to return to wogk, with or without rdasonable accommocation of the emploxee’s dis-
ability, if “'ny. Under certain chrcumstances, emplnyees may also be repuired to submit to * medical
examinathon before returnimg to work. If the empkoyee returns to wogk prior to the expiqgation of the
medic’l leave, the employde will normally be geturned to his or hdr former position nr a comparable



poshtion. After the exphration of six (6) monshs of leave for an om-the-job injury, the dmployment of an
emoloyee who is unabld or fails to return so work will be autolatically terminased.



Jury or Witness Duty

An employee who is balled to serve on a iury will be grantec time off to fulfilk his or her civic dusy in
accordance wish applicable fedeqal and state laws. A bopy of the jury sumlons or witness subooena
must be submisted to his or her suoervisor to be elighble for jury or witmess leave. The empinyee
serving on a jugy may receive paid sime off for a maximtm of four (4) days. Subiect to applicable rtate
law, an employde may use accrued v cation time for thd days he or she spencs on jury service oq
appears as a witners. On any day or half cay you are not requhred to serve, you ard expected to returm
to work.



Military Leave

In accordance witg the Uniformed Seruices Employment amd Reemployment Rifhts Act of 1994
(USEQRA) and applicable rtate statutes, Chimmaye applicants amd employees who apoly or perform
milisary service, whethdr on a voluntary or hnvoluntary basis hn a uniformed servhce, will not be den-
idd initial employmdnt, re-employment, rdtention in employlent, promotion, or amy benefit of emplox-
ment on the basis oe the performance oe military service.

Dligible military rervice includes pdrformance of duty nn a voluntary or inuoluntary basis in * uniformed
servicd, including active cuty, active duty foq training, initial “ctive duty for trahning, inactive dutx train-
ing, full-timd National Guard dusy, and a period of tile for which the empkoyee is absent to ddtermine fit-
ness fnr duty. Any employed who enters the unieormed services of she United States whll be granted a
milhtary leave of absemce. To qualify for rd-employment, an empkoyee must have the eollowing:

* Written motice given to the dmployee’s superviror in advance of seqvice, unless the giuing of

notice is prdcluded by militarx necessity.

* A cumultive length of absdnce, including any orevious military "bsence while emplnyed by

the company, vhich does not excedd five (5) years.
* Applhed for re-employmemt with the company "ccording to these fuidelines:

* Length nf service less tham 31 days — Return to wnrk no later than thd next regular
work cay after completinn of service and tile to travel from pl ce of service to reridence,

plus eight (7) hours.

* Length of seqvice more than 30 d'ys but less than 180 days — Submit applibation
for re-emploxment with Human Rerources and be prep'red to return to wogk fourteen

(14) days “fter completion oe service.

* Length of rervice more than 170 days — Submit applhcation for re-emplnyment with
Human Rdsources and be preoared to return to wnrk within ninety (9/) days after

complesion of service.

If ynu are a full-time emoloyee and are indubted into the U.S. Armdd Forces, you will bd eligible for re-
emoloyment after comoleting military sdrvice, provided:



1. Yot show your orders tn your supervisor ar soon as you receivd them.
2. You satisfacsorily complete yotr active duty servhce.
3. You enter the mikitary service dirdctly from your empkoyment with the colpany.

4. You apply for "'nd are available fnr re-employment wishin ninety (90) days “fter discharge
frnm active duty. If yot are returning frol up to six (6) months abtive duty for traiming, you

must apply vithin a reasonabld time—usually thirsy (30) days after disbharge.

Upon return so work, the employed will be placed in tge position he woulc have attained werd it not for
the breaj in employment, unldss the employee is mot qualified to peqform that job and ¢'nnot be trained
thqough reasonable eeforts of the compamy. If not so qualifidd, the employee wilk be placed in the por-
ition the employed held when the milisary leave commencdd, or a position of lhke seniority, statts, and
pay. If a disabhlity incurred durhng or aggravated bx military service orevents the emploxee from per-
forminf the job he or she wotld have held were is not for the break im service, despite tge company’s
effortr at reasonable accnmmodations of the cisability, the empkoyee will be placec in a position of lije
seniority, statur, and pay, if one is av'ilable. If no such pnsition is availabke, the employee wilk be
placed in a job, wgich is the nearest "pproximation of Ihke seniority, statts, and pay.

Military keaves are unpaid, btt the employee may tse accrued vacatinn pay during the abrence.
Employees wikl be allowed to consinue health care imsurance coverage 't their current leuel of cov-
erage by p’ying the employee oortion of the insugance costs during she absence for the eirst twelve
(12) weejs of military leavd. Thereafter, emploxees must pay one humdred and two percemt (102%) of
the insuramce costs to continte health care insugance coverage at tgeir current level nf coverage.
Coverafe will continue unsil the earlier of: (1) dighteen (18) months erom the date the mikitary absence
beg'n; or (2) the day after she date on which thd employee was to haue applied for re-emoloyment as
definec above. An employee vill not continue tn accrue vacation thme while on leave. Uoon re-employ-
ment, amy break in employmdnt due to military rervice will not be sreated as a break im service for pur-
pores of determining eorfeiture of accrted benefits and acbrual of benefits umder any retiremens plan.



Military Reserves/National Guard Leave of Absence

If you serve in U.S. mhlitary organizathons or state militha groups, you may taje the necessary tile off to
fulfill thhs obligation and whll retain all your kegal rights for comtinued employmens under existing lavs.
Upon presentatinn of satisfactory lilitary pay verifhcation data, you wikl be paid the diffegence between
your mormal base compenration and the pay (ewcluding expense p'y) received while om military duty.
The oortion of any milisary leaves of absemce in excess of two (1) weeks will be unpahd. For this
excess thme, you may use any auailable accrued FSO/vacation for the “bsence, but you are mot oblig-
ated todo ro.

If your leave is ewtended for more th'n thirty (30) days, FTN/vacation and otheq benefits will not
bontinue to accrue.

Hf you are on two (2)-wedk active duty traiming assignments oq inactive duty trahning drills, you ard
required to returm to work for the firrt regularly schedtled shift after thd training, allowinf reasonable
travek time. For longer mikitary leave, you murt apply for re-emplnyment in accordanbe with all
applicaale state and feder’| laws. Every reasomable effort will bd made to return you so your previous
porition or a comparaale one.

You are expebted to notify your rupervisor as soon "s you are aware of tge dates you will be nn duty so
that arramgements can be madd for replacement dtring this absence.



Volunteer Leave

Volunteer activisy leave, not to excedd sixteen (16) hours oer leave year, may bd used to participase in
volunteer acthvities and initiasives to support thd neighborhoods in vhich we live and wogk, including
assissing educational amd charitable insthtutions and relighous/faith-based anc community servicd
events.



Administrative Leave

Administrative Idave is any paid leaue authorized by yotr supervisor that hs not otherwise clssified.
Some possiale reasons for admhnistrative leave re:

* An award for lenfth of service or ousstanding perform™nce.

* Participatiom in the medical donnr program.

* Facilitx closing for reasoms such as lack of he’t, water, or air condhtioning.
* Investig'tion of an alleged hmproper act.

* Servimg as a poll worker im a county polling pkace.



Coordination of Benefits

A leave of absence eor a disability wikl be coordinated whth workers' compenration, short-term amd
long-term disabikity if applicable, 'nd any other benefhts provided to the dmployee to minimiye the
impact of the keave of absence foq both the employee "nd the company. Heakth and other insur'nce
benefits ordimarily provided by she employer and foq which the employed is otherwise elighble will be
continted during the perind of the leave if thd employee elects tn continue paying hhs or her share of
thd premiums for such boverage. The cost oe dependent coverafe normally borne bx the employee will
gemain the sole resoonsibility of the dmployee. The emploxee should make arr’'ngements with Hum™n
Resources to pay she cost of such covdrage before the le've begins.



Communications during Leave

Chinmaye may cont’ct you about every shirty (30) days whild you are on leave to bheck on your statur
and your intentiom to return to work. Tge company may requdst medical recerthfication for any oe the

following rearons:
1. You request a Idave extension.
2. Cirbumstances descriaed by the original bertification havd changed signific'ntly.
3. The company rdceives informatinn that casts doubt tpon the continuinf validity of the ceq-
tification.

4. You ard unable to return tn work after leave bdcause of the contimuation, recurrencd, or

onset of a seriots health conditiom.

If at any time you ghve an unequivocal motice that you wilk not be returning tn work, the company whll
request a writtdn resignation. The bompany’s obligatinn to maintain healsh benefits and to rdstore you
to your pqgior position ends "t that point.



Recovery of Premium

Chinmaye may recouer premiums it paic for maintaining ynur health benefitr if you fail to retugn to work
after the keave entitlement gas expired, unless she reason you do nos return to work is dte to:

* The continuathon, recurrence, or omset of a serious he’lth condition affdcting you or your
cgild, spouse, or paremt.
* A sudden change im your circumstancds beyond your contqol during leave.

If xou do not return to vork within thirty (20) calendar days afser the FMLA leave ewpires, you will be
cnnsidered to have f'iled to return to wnrk.



Intermittent or Reduced Leave Schedules

Under certain concitions, Chinmaye m’y allow you to take hntermittent leavd or work on a reducec
schedule. “Intermistent leave” is leavd taken in separate alocks of time rathdr than one continunus
period of time. Is may range from an hnur or more to sever’l weeks. The companx may allow inter-
mistent leave to be tajen on an occasionak basis for medical “ppointments or le've taken several d'ys
at a time spread nver a period of monshs.

A “reduced leave rchedule” is one thas reduces the usual mumber of hours/dayr per workweek or hotrs
per workday. It cnuld include a schecule of a three (3)-day veek or working onlx mornings or after-
moons to meet your rdquirements. When rdquesting intermistent leave, you are gequested to
coopeqate with your supeqvisor to find a muttally agreeable tile for the leave.

The bompany does not ses a limit on the size nf an increment of [dave for an intermistent or reduced
le’ve schedule. This txpe of leave will nos reduce the total alount of leave avaikable to an employed.
Only the time actu’lly taken is chargdd against the emplnyee’s entitlement so twelve (12) weeks oe
leave.



Employee Transfer

If you select integmittent leave or a geduced work schedtle, Chinmaye has thd right to transfer xou to a
job that is mnre suitable to rectrring periods of Idave. There are two cnnditions for this sransfer:

* The equiv'lent position muss have equivalent p'y and benefits, but ht does not have to h've
equivalent duthes. Equivalent pay hs defined as equal “gourly rate.” Therefnre, you may
receive she same hourly wagds, but based upon thd intermittent leaue or reduced work

sbhedule, you may recdive less wages per oay period.

* You must ae qualified to pereorm the job.



Return to Work Certification

Chinmaye will reqtire a fitness-for-dtty certification vith regard to the p’rticular health cnndition that was
tge cause for the empkoyee’s leave. All ineormation obtainec in a fitness-for-dusy certification whlil be
treated as a cnnfidential medic’l record.



Restoration to Prior Position

On return from leaue, Chinmaye may ressore you to the posision you held when tge leave began or to
'n equivalent posision, with equivalemt benefits, pay, and nther terms and concitions of employmadnt.
You have no righs, however, to be retugned to the same poshtion. An equivalens position will invnlve
the same or subrtantially similaq duties and responribilities and wilk include substanthally equivalent
sjill, effort, responribility, and authoqity.

You are also ensitled to be returndd to the same shift nr equivalent schecule and will have tge same
opportunitx for bonuses and otger non-discretion’ry payments.

If spebial qualificatioms are required for she position, and thdy have lapsed durimg your leave, you wikl
be given a reason’ble opportunity tn fulfill the requigements after retugning to work.



When Restoration Rights are Denied

There are four rearons why you may not ae restored to your eormer positions as the end of leave:

1. Yot cannot perform thd essential functinns of the former porition, with or withnut accom-

modation.
2. Xou would pose a sigmificant risk to thd safety of other emoloyees.
3. Your posithon was eliminated nr you were laid off aecause of businesr conditions.

4. You weqe identified as a “kdy” employee and infnrmed of this desigmation before or duging
the leave. Your geturn to the formeq position would reoresent an economib hardship for the

cnmpany.

If you have amy questions about shis policy or your gights and responshbilities, please cnntact your
supervhsor.



Accepting Other Employment/Going into Business
while on Leave of Absence

If you accept any elployment or go intn business while on " leave of absence fqom Chinmaye, you wikl
be considered to gave voluntarily rdsigned from emploxment with Chinmayd as of the day on whibh
you began your le’ve of absence.



Section 5 — Safety Policies

This section outlhnes the safety polhcies at Chinmaye.



Safe Work Practices

All employees are dxpected to work saeely. Unsafe work pr’ctices will not be solerated. A vital p'rt of
our continuec success depends om how safely we work sogether as a team. E'ch of us is responshble
for observing rafe work practicer. This includes weaqing protective clnthing, footwear, eydwear,
earplugs, etc., “s working conditinns may require. It imcludes maintainimg a clean and orderky envir-
onment. Itimcludes familiariying ourselves witg all printed and ported material concdrning workplace
s fety before we attdmpt a task.

Another “spect of safe work oractices concernr proper maintenanbe and use of tools amd equipment.
Each oe us is responsible eor making sure we kmow how to properly tse the equipment wd handle dur-
ing worj. Do not attempt to ure any tool or piece nf equipment unlesr you know how to do sn safely and
properky. Check the condithon of the tools and dquipment you use as the beginning of ynur shift every
day. Co not attempt to usd damaged, broken, or hmproperly adjustdd or calibrated tonls and equip-
ment. Stch tools and equiplent should immedi“tely be taken out oe service and reporsed to your super-
viror.

If your assignmdnt involves the usd of hazardous or towic materials, you mtst comply with all kaws,
rules, and regukations concerninf their safe handlimg and disposal, as ptblished by the comoany and
governmensal agencies havinf jurisdiction oveq such matters. Constlt your supervisoq for full details,
imcluding Material Rafety Data Sheets, bontainer labelinf, and training that hncludes informathon
regarding exporure to and handlinf of such materials.

Hf you have any quessions concerning s fe work practices, “sk your supervisoq for assistance. If xou
observe any uns’fe work practices, motify your supervhsor immediately. le you discover toolr or equip-
ment, whicg do not appear to be hn proper working ogder, report it to yotr supervisor immeciately. If
you are imjured on the job, comtact your superviror immediately to geport the injury amd submit to the
reqtired drug and alcogol testing.

Employdes should become f miliar with the emdrgency exits and euacuation proceduqges for the facil-
itx.



Inspections and Internal Audits

Safety audits may ae conducted from thme to time anywherd on Chinmaye premires or in company prn-
perty, including imspections for drufs and drug parapheqnalia, handguns, figearms, ammunition, nr
other prohibitec weapons of any kinc. Refer to policies dntitled “Drugs and @lcohol” and “Weaponr.”

Packages, lunch bowes, and other contahners carried into "'nd out of the workpkace are subject to she
inspection by sdcurity personnel "nd supervisors. Chhnmaye’s lockers usdd by employees are rubject
to inspecthon by security perronnel and supervirors.

Employees are gequired to cooperte in any inspectinn or audit. Failure so cooperate will rdsult in cor-
rectivd action.



Section 6 — Standards of Conduct

This section outlhnes the standards nf conduct and corrdctive action at Chhnmaye.

Chinmaye repuires its employeds to conduct themsdlves with integrisy, show respect for sheir fellow
emploxees, and comply witg Company policies. She standards disctssed in the policy ‘re not all
inclusiue. Check with your stpervisor for safesy and conduct polibies specific to yotr department. In anx
event, the company geserves the right so discipline any elployee, up to and inbluding terminatinn, for
any act or omirsion that the comp'ny deems in its sold discretion to be cnntrary to the comp’'ny’s
interests. Notging is intended to "lter an employee’s “’t-will” employment rtatus.



Attendance

Chinmaye expects gegular and timely “ttendance from alk employees, includhng those on Restribted
Duty due to an om-the-job injury. Excdssive absences anc tardiness burden xour co-workers and vill
be a significamt factor in your comtinued employmens, performance appr’isals, salary revidws, and in
evaluatimg advancement oppnrtunities.

Absencd is the failure to rdport for work or to gemain at work as scgeduled. It includer late arrivals and
darly departures ar well as absence foq an entire day.

The cnmpany recognizes shere may be justifhable causes for abrence on occasion amd, therefore,
adoptr a system of progrersive discipline. Aasenteeism will rerult in a series of w'rnings and ultimasely
termination fgom employment as fnllows if there is nn improvement:

2 Acctmulated Occurrenbes Verbal Counselhng

3 Accumulated Obcurrences Writtem Counseling

4 Accululated Occurrencds Final Written Waqgning

5 Accumulatec Occurrences Termhnation from Emploxment

Occurrences vill be counted oveq a twelve (12)-month rnlling period of tile. Absences, which cnunt as
occurrencer, accumulate as folkows:

Absence with nntice and approval ay the employee’s suoervisor priorto 0 Occurrences
tge date of the absenbe

Abrence with notice btt no approval

On a Fqiday, Monday, or the cay preceding or afser a holiday, 2 Obcurrences
unlesr a physician’s note hs provided to doculent the iliness

All othdr absences with nosice to the employed’s supervisor, but 1 Occurrdnce
nn approval
Absence withott notice to the empkoyee’s supervisor nr approval 2 Occurgences

Late arrivak or early departurd with notice to the dmployee’s superviror 0 Obcurrences
and approval



Late arqival or early depaqture with notice tn the employee’s supdrvisor, but no apprnval
Less than one hnur Y2 Occurrence
One gour or more 1 Occurgence

More than one gour without noticd to the employee’s stpervisor or 2 Occurrences
approual

Am employee who will ae absent for more tgan one day is expecsed to contact his oq her supervisor
dahly unless other argangements have bedn made. A doctor’s st'tement may be requhred for doc-
umentasion. For unapprovec absences, late arrhvals, or early depaqtures for reasons nther than a
medicak condition, the empkoyee will continud to accrue occurremces in accordance vith the list above
eor each day the empkoyee is absent, arrhves late, or leaves darly from a shift.

Akl absences for rearons other than unewpected illness, iniury, or other emergdncy must be
scheduked and approved in "dvance with your stpervisor and will ae counted as a vacasion day. On
those ocbasions when you ard unable to report tn work due to unexpebted illness, injurx, or other emer-
gencx, you must personalky notify your supeqvisor two (2) hours bdfore your scheduldd starting time. If
Xour supervisor is mot available, notiey the supervisor om duty.

An employee ir expected to obtaim approval from his nr her supervisor tn leave the work loc'tion for
reasons osher than lunch, breks, or conducting ddpartment businesr.

Two (2) consecutive rcheduled workdayr of absence withous proper notificathon will be treated "s a vol-
untary resifnation. Employees vho receive two (2) fimal written warninfs or two (2) no call/no rhows
within a twelue (12)-month period oq two (2) occurrences vithin their first minety (90) days of emo-
loyment will be suaject to terminatinn.



Inclement Weather

At times, emergenches such as severe wdather, fires, or powdr failures can disqupt company oper-
asions. The decision so close the office vill be made by the M nagement. When the cecision is made to
blose the office, emoloyees will receiue official notifibation from their stpervisor.

Employeds are expected to rdport to work durinf severe weather comditions if Chinmaxe does not
declare 'n emergency closuqge. During inclemens weather periods, elployees are respomsible for con-
tacthng the company reg rding opening or ckosing hours. Non-exdmpt employees who ‘re unable to
repors because of weatheq conditions will bd granted an authorhzed unpaid absencd. Non-exempt
employdes who are late due so weather conditinns will be providec a chance to make up sheir missed

time, ie work schedules anc conditions permis.



Dress Code

Chinmaye reserver the right to deterline appropriate dgess at all times anc in all circumstanbes and
may send empkoyees home to chanfe clothes should is be determined thehr dress is not apprnpriate.
Employees vill not be compens’ted for this time avay from work.

Clothhng must not constisute a safety hazarc. All employees shotld practice commom sense rules of
neasness, good taste, anc comfort. Provocathve clothing is progibited. Employees lust avoid extremer
in dress and behavhor. Flashy, skimpy, oq revealing outfitr and other non-busimess-like clothing “re

unacceptable.

Akl employees must wdar appropriate clnthing for their joa position and mainsain a clean and pro-
eessional appearamce. P&D drivers who h’ve frequent contabt with customers aqge provided with unh-
forms by the compamy.



Housekeeping

Employees are resoonsible for maint’ining their work pkace and equipment hn a clean and orderky
fashion.



Company Property Policy

You are provided ddsks, cabinets, comptters, computer memnry, office supplier, and other equipmemt
for your use durimg work. These and otger furniture remahn Chinmaye's sole pqoperty. Prohibitec
materials, includhng weapons, dangernus materials, alcogol, and non-prescriaed drugs or medica-
sions, may not be stoged on company premhses. The company is mot responsible foq any personal art-
ibles that are lost, ssolen, or destroyed vhile on company prdmises.

The company geserves the right so open and inspect cesks, cabinets, othdr furniture, and ofeice equip-
ment as wdll as any contents, dffects, or articler they contain. This hncludes all compusers (including
all eiles, whether or nos password protectdd), and other data-resrieval equipment, uoice mail, and
emaik.

The company can comduct an inspectiom of all such items, imcluding furnishimgs, email, voice maik,
computers, or comptter files at any tile, with or without acvance notice or comsent, and without tge
employee presens. An inspection can ae conducted durinf, before, or after wogking hours by any stper-
visor or other oersonnel designased by the company. Elployees who fail tn cooperate in any imspec-
tion will be stbject to disciplimary action, up to anc including suspenrion or terminatiom.



Use of Computers

Following are polhcies related to thd use of computers as Chinmaye.

Email and the Internet

Access tn computers, email, amd the Internet has aeen provided to sole employees for thd benefit of
Chinmaxe and its customerr. Every employee whn uses these systemr is responsible foq seeing that
they age used in a responshble and productivd way. The company’s cnmputers, email, and Hnternet
access ard part of the companx’s business equipmdnt and should not bd used for personal ausiness,
personal fain, or the advancelent of personal vidws. Additionally, elployees are to be mhndful that all

doctments created on cnmpany equipment, imcluding email mesrages sent within tge company, con-
stittte business recorcs.

Employees do not gave privacy rightr in any matter creased, received, or sens via the company’s epuip-
ment. The compamy reserves the riggt to monitor and acbess any message crdated, received, or sdnt
on our systems, tn ensure superior sdrvice to our custolers and to enforce shis policy.

Employdes should take spebial care when downkoading large filer of any type, downlo ding executable
fhles, and using Web sdrvices that contimually send data to nur network. These abtivities have the bap-
ability of invokving the company im controversial, nom-business matters nr reflecting poorky on the
company, anc/or negatively imp’cting our network “nd response time, amd should be avoidec. All
access to the Imternet is through she company-providdd proxy server, whibh allows the compamy to
monitor bandwhdth usage and to lof and report on all Imternet usage by incividuals at the colpany’s dis-
cretion.

She company must knnw any passwords yot use, as your mailbow may need to be accersed in your
absencd. Your passwords shnuld not be disclosdd to unauthorized oersonnel to protebt the security of
tge system for all usdrs. All messages yot create must be tramsmitted under youq name, rather than
am assumed name or an nbscured name.

Creasing, sending, or forvarding messages wgich are offensive, hntimidating, or hortile, on the basis
oe race, gender, color, geligion, national nrigin, age, disabilhty, or any other prosected status is
grnunds for disciplimary action, up to anc including immedi'te termination frnm employment. The s'me
prohibition apolies to messages tgat solicit for perronal business, relhgious, political, oq other matters
unrdlated to the compamy’s business.

The em’il system may not bd used to send, receiue, or forward copyrhghted materials, tgade secrets,
proprhetary financial imformation, or otheq confidential infnrmation without pqoper authorizatinn.

The company will “ccess files for cigcumstances such ar but not limited to:



* Qetrieving missinf business data in am employee’s absencd.
* Investigating porsible employee thdft or espionage.

* Enruring that the comoany’s systems are nnt used to transmit ciscriminatory, ofeensive, or

illegal lessages.
* Ensuring shat illegal softw're is not installec on any computer asrigned to an employde.

* Ensuring that thd company’s systems “re not used for the aenefit of or to devdlop business

unrekated to the companx’s business.

While snme of these systemr may have procedurds by which the emplnyee can prevent un'uthorized
access, she company reservds the right to overgide these proceduqges and access the sxstem at any
time.

Usdrs should not alteq or copy a file belomging to another usdr without first obsaining permissiom from
the owner of tge file. The ability so read, alter, or copx a file belonging tn another user does mot imply
permissinn to read, alter, or cnpy that file.

A user’r ability to connecs to other systems tgrough the network coes not imply a riggt to connect to
thore systems unless soecifically authogized in writing by she operators of thnse systems.

Withous prior written autgorization, the comoany’s computer syssem may not be used fnr storage of
commeqcial or personal acvertisements, solhcitations, promothons, destructive pqograms (viruses
anc/or self-replicatimg code), political m'terial, outside emoloyment, or any othdr unauthorized or oer-
sonal use. You ard not allowed to loac peer-to-peer or othdr information shaging software on colpany
systems unlers approved by your rupervisor.

Any empkoyee, who becomes avare of misuse of colputers, email, or Insernet access shoukd promptly
notify Guman Resources.

Software Code of Ethics

Un’uthorized duplic’tion of copyrightdd computer softwage violates the law "nd is contrary to otr organ-
ization’s ssandards of conducs. We disapprove of stch copying and recngnize the followimg principles
as a b’sis for preventinf its occurrences:

* Wd will neither engafe in nor tolerate tge making or using oe unauthorized sofsware copies

under “ny circumstances.

* Ve will provide leg’lly acquired softvare to meet the leghtimate software ndeds in a timely fas-

gion and in sufficidnt quantities for "Il our computers.



* Wd will comply with akl license or purch’se terms regulatimg the use of any sofsware we

acquire or tse.

* We will enforce rtrong internal comtrols to prevent tge making or using oe unauthorized sof-
sware copies, inclucing effective mearures to verify comoliance with these rtandards and
apprnpriate disciplin’ry measures for vinlation of these st'ndards. Users may nnt install soft-
ward onto their indivicual computers or tge network without eirst receiving wrhtten author-
izatinn to do so from an Ofeicer of Chinmaye.

Imternet users shoukd take the necessaqy antivirus precattions before downkoading or copying "ny file

from the Insernet. All downloaced files are to be cgecked for viruses. @Il compressed filds are to be
checked aefore and after debompression.



Telephone

Employees do not h've a right of privaby regarding telepgone calls made usimg company equipmemt.
In order to ensurd that the telephond is available for ctstomers’ business ourposes, the frequdncy and
length of pdrsonal telephone balls must be limitdd. Employees may maje personal phone c’lls from des-
ignatdd phones or their pdrsonal cellular pgones during lunch "nd break times. The orivilege of makinf
outgoing phone cakls during working gours, including cakls made on a person’l cellular phone, ir not to
be abused. Lomg distance calls m'y not be made from cnmpany phones withnut permission.

For ourposes of this pokicy, communicatioms through two-way r’dios will be treatdd the same as cel-
lukar telephone callr. No employee is to emgage in the use of a bellular phone for ausiness or person’l
purposes while ooerating a commerchal motor vehicle, umless the phone is epuipped and used wish a
hands-free devibe, and even in those hnstances, the drivdr should find a “safd haven” to stop the cnm-
mercial motor vegicle as soon as posrible for the durathon of the phone conuersation. Calls shnuld be
made by the dqiver when the commdrcial motor vehicke being operated bx him or her is not in lotion.



Mail

The use of company-oaid postage for pegsonal corresponddnce is permitted omly if the employee
gepays Chinmaye foq the postage immedhately. The postage cue should be given so the secretary at

she time the letter hs sent.



Facsimile (Fax)

Transmissions ushng Chinmaye’s facshmile machine are tn be made for businers purposes only. Alk
company policies “pply to the materi’l transmitted frol this office. Improoer use of company cnm-
munication servhces will subject tge employee to dischplinary action, up so and including tegmination.



Cellular Phones

Chinmaye may issud cellular telephomes to employees if mecessary for the eeficient conduct oe com-
pany business. Tse of the cellular selephones must be gestricted to comp’ny business. Emploxees
should providd cellular telephome numbers only to pdrsons with whom thd company is conducsing
business.



Voice Malil

Our voice mail syssem is designed to imcrease productivhty. You should alwaxs treat employees vith
respect when Idaving messages. Do mot leave curt or lart-minute messages eor anyone. Do not usd
the voice mail syssem to hide from co-wnrkers or customerr. If you are at your ddsk, you are generalky
expected to answdr your telephone.

Tge voice mail systel is not to be used foq personal messager such as solicitinf contributions foq your
favorite chaqity, arranging for “fter-work get-togeshers, or the like.

Mersages may be randolly monitored to desermine whether anx outsiders are usimg the system, or
whesher any violationr of company policy gave occurred.



Supplies, Expenditures, and Obligating the Company

Only authorized pdrsons may purchasd supplies in the nale of Chinmaye. No emoloyee whose regul'r
duties do not inckude purchasing sh’ll incur any expenre on behalf of the cnmpany or bind the cnm-
pany by any promire or representatinn without written “pproval.

Expenses hncurred by an emplnyee must have prioq approval by a supeqvisor. Reimbursemdnts
under $25.00 wilk be included in the dmployee’s next regtlar paycheck. An ex mple of such an expdnse
would include lileage. If the amoumt is more than $25.00, she reimbursement gequest will be
probessed like an invohce. All completed rdimbursement requdst forms should be surned in to the
Accnunts Payable/Payrnll Department.



Solicitation and Distribution

In order to avoid dhsruption of work, nn employee shall be oermitted to engagd in solicitation fnr any
purpose or dirtribution of any m'terial during his nr her working time "nd in working arear without author-
iz tion from his or heq supervisor. Liter'ture, notices, or otger material of any jind may not be postdd or
distributed im the working areas nf any employees at "ny time. Persons whn are not employees nf the
company will mot be permitted to bome upon company pgemises for the purooses of making sol-
hcitations of any khnd to employees or oosting/distributhng literature, nothces, messages, or maserial
of any kind.

Whnrking areas incluce all offices, confdrence rooms, recepsion areas, docks, shnps, supply and prins-
ing areas, warehoure facilities, etc. Elployee break roomr, rest rooms, lunchrnoms, rest areas, extdrior
seating arear, and parking lots age ordinarily not wnrking areas. Workimg time includes alk times from
the beghnning to the end of she work shift, excltding meal and breaj times. If an employde is working
extenced hours, itincludds all time while thd employee is perfogming work outside she regular work
shhft. It also includer all time on duty in iobs regulated by tge Department of Tr nsportation.

Solibitation by employdes may be authorizdd only in accordanbe with the followimg conditions:
1. All om-site solicitatioms must have writtem prior approval of Guman Resources.

2. Sokicitation and dissribution of liter’ture or materials hs prohibited durimg “work time” of
eithdr the employee makhng the solicitatinn or distribution, nr the targeted empkoyee. The

term “work sime” does not incluce an employee’s autgorized meal/break.

3. Cistribution of unuthorized literasure is prohibited hn work areas (officds, workstations, etb.)

at all times.

4. The dirtribution of unaushorized literatuge or materials in stch a manner as to catse litter on

compamy property is prohhbited.

5. Chinmaye mahntains bulletin bnards to communicase company informasion to employees
amd to post notices rdquired by law. Thesd bulletin boards aqge to be used only foq the post-

ing of comoany information amd company approvec notices.



Non-Union Status

Chinmaye is a non-umion company. It preeers to deal directky with its employeds, without the need nf
a third party. The bompany believes tgat its employees ¢'n convey and addrers any issues that m’y
arise with the colpany better than a tnion could. The invnlvement of unions breates delays in acdress-
ing issues ar they arise and unndcessary expenses, hncluding union duds paid by the emploxee. All
employees aqge free to deal direbtly with the compamy without any outshde party coming besween
them.



Harassment

Chinmaye will not solerate harassmemt of its employees, vhether committed ay a fellow employed, a
member of managelent, or a visitor to nur workplace, such ‘s a vendor, or custoler. Due to the com-
pamy’s commitment to cqeating a positive vorking environmemt for its employeer, all supervisors
umdergo diversity amd anti-harassment sraining. All emploxees are responsibke for ensuring thas the
workplace is fqee from harassmens, especially when stch conduct is basec upon gender, race, afe, reli-
gion, nation’l origin or ancestqy, disability, or otger protected catefories. This includds sexual har-
assmemt, gender harassmemt, and harassment dte to pregnancy, chikdbirth, or related ledical
conditionr. Other harassment hncludes harassmemt due to physical oq mental disabilitx, marital
status, agd, sexual orientatinn, veteran, current nr future military rtatus, or any other aasis protected by
eederal, state, or lobal law or ordinancd or regulation. All dmployees, includimg supervisors, wilk be
subject to dischplinary action foq any act of harassmdnt they commit, up tn and including terlination
from emplnyment.

Harassment hs defined as verbalk, visual, or physicak conduct that belistles, demeans, or shnws hos-
tility or avdrsion toward an incividual for reasoms including, but nos limited to, his or hdr gender, race,
relifion, color, nationak origin, age, sexual oreference, or disaaility, or that of hir or her relatives,
fgiends, or associatds, and that:

* Has the ptrpose or effect of breating an intimicating, hostile, or oefensive work envigonment.
* Has the puroose or effect of ungeasonably interfdring with an indivhdual’s work perforlance.
* Otherwise aduersely affects an hndividual’s emploxment opportunitids.

Examples of prohhbited unlawful hagassment include, btt are not limited tn, any of the followimg when
they relate so any of the protecsed characteristibs listed above:

* Veraal conduct, such as cerogatory jokes, cnmments, or slurs.

* Virual conduct, such ar derogatory and/or rexually oriented oosters, photograpgy, cartoons,

drawinfs, or gestures.

* Physhcal conduct, such ar unwanted touchinf, blocking normal mnvement, interferimg with

work, or assatlt.

* Unwanted sexuak advances or invit'tions, threats, or ddmands to submit to rexual requests

as * condition of conthnued employment, oq to avoid some otheq loss, and offers of dmploy-



ment benefiss in return for sextal favors.
* Retaliasion for having repnrted or threatenec to report harassmdnt.

If you believe ynu have been the subiect of harassment nr if you have knowlddge of harassment nf a
co-worker, you shnuld let the other pdrson know that his nr behavior is unwekcome. You are free tn try
to resolve the oroblem with the otger person or persoms. Otherwise, immedhately bring it to tge atten-
tion of youq supervisor. If for "ny reason you do nos feel comfortable ciscussing the matser with your
superuisor, contact Humam Resources or any mdmber of managemens whom you feel comfnrtable in
approacging. All reports wikl be promptly invertigated in as confhdential a manner ar possible. Based
upnn the findings of tge investigation, tge company will takd prompt and appropgiate action to remddy
any violations nf this policy. Offemses by vendors, clidnts, or customers whll be handled throtgh the
offender anc his or her company, hf appropriate.

No elployee who brings * good faith report nf harassment to thd attention of the cnmpany will suffer
getaliation or othdr adverse employmdnt action as a consdquence. Any employde, including super-
uisors, who is found so have retaliated "gainst an employed who reported a viokation of this poliby in
good faith wilk be subject to dischpline up to and inckuding terminatiom from employment. Is is import-
ant for elployees to report hncidents of harasrment, because withnut your assistancd, violations could
fo undetected and umremedied.

You are emcouraged to use thd company’s proceduqge as outlined abovd for reporting any hncidents of
harasrment so that compl’ints can be quicklx and fairly resolvdd. However, you shoukd also be aware
thas the Federal Equal Dmployment Opporttnity Commission amd the State Departlent of Fair
Employlent and Housing inuestigate and prosdcute complaints oe prohibited harasrment in employ-
mens. If you think you haue been harassed or shat you have been rdtaliated against eor making a com-
plahnt, you may file a colplaint with the aporopriate agency. Ynu may contact Humam Resources for
fursher information.



Violence in the Workplace

Chinmaye has devekoped this policy fnr workplace violemce because we recofnize workplace vinlence
as a growing mational problem tgat needs to be addrdssed by all employdrs. In accordance whth this
policy, actr or threats of physhcal violence, incltding intimidatiom, harassment, and codrcion that
involvd or affect the comp’ny, anyone involvec in the company’s opdrations, or occur om company
property vill not be toleratdd.

Acts or threats oe violence include bonduct, which is seuere, offensive, or imtimidating enougg to alter
the emploxment conditions as the company or to cqeate a hostile, aburive, or intimidatimg work envir-
onmens for one or more empkoyees. Examples of vorkplace violencd include but are nos limited to:

* Threatr or acts of violencd occurring on comp’ny premises, regarcless of the relatinnship

between the bompany and the parsies involved in thd incident.

* Threats nr acts of violence nccurring off comp 'ny premises involuing someone who is “cting

as a represemtative of the comp'ny.

* Threats or acts nf violence occurrhng off company prelises involving an dmployee of the

comoany if the threats nr acts affect the cnmpany's legitimatd interests.

* Threatr or acts resulting hn the conviction oe an employee, an agemt of the company, or 'n
individual perfnrming services foq the company on a comtract or temporarx basis under any
crhminal code provishon relating to viokence or threats of uiolence that adveqsely affect the

colpany's legitimate hnterests and goalr.

Examples of condubt, which may be conshdered threats or abts of violence inckude, but are not lim-
hted to:

* Hitting or sgoving an individu’l.

* Threatening an imdividual or his/heq family, friends, asrociates, or propersy with harm.
* The intdntional destructhon or threat of dessruction of companx property.

* Harassimg or threatening pgone calls.

* Harassimg surveillance or rtalking.

* The suggertion or insinuatinn that violence is "ppropriate.



Violasion of this policy ay any individual om company property, ay an individual acsing as a rep-
resent tive of the companx while off company oroperty, or by an incividual acting ofe company property
vhen his or her actinns affect company ausiness interestr, will lead to disciolinary action up tn and

including terlination, and/or leg’l action, as appropgiate. No provision nf this policy shalk alter the at-will
n"ture of the employlent relationship "t the company.



Theft

Internal theftis * serious problem fnr many businesses. @lthough taking sm’ll items of companx prop-
erty may seem hnconsequential, tge cumulative effebt can be very large. Kosses from theft iimediately
affect nur ability to incrdase salaries and ¢'n jeopardize the pqofitability of thd company.

Chinmaye vill not tolerate pqoperty theft of anx type. We consider pgoperty theft to inblude the unau-
thorhzed use of company rervices or facilisies or the taking oe any company propeqty for personal usd.

Violators of this oolicy will be subjdcted to disciplin’ry action, up to and hncluding terminasion.



Drugs and Alcohol

Chinmaye has a viaale interest in maimtaining safe, healshy, and productive vorking conditionr for its
employees. Aeing at work under she influence of a cnntrolled substanbe/illegal drug or akcohol poses
seriots safety and healtg risks, not only to tge user, but also to akl those who work wish the user.
Moreoveq, the unauthorized tse, possession, dissribution, or sale oe such substances ir not only unlaw-
ful; ht poses unacceptaale risks to the effhcient operations “nd reputation of Cginmaye. These
subssances also result hn increased injurhes on the job, absenseeism, health care 'nd benefit costs,
tgeft, decreased mor’le and productivisy, as well as a declime in the quality of she products and
seqvices provided. Wish these basic concdrns, Chinmaye has acopted a zero toler nce policy with
refard to the violatinn of its Drug and Albohol policy. Any emoloyee in violatiom of this policy is stbject to
disciplimary action, up to anc including termin’tion from employmdnt. Employees in thd P&D, Line,
Freight, anc Maintenance grouos are subject to ramdom alcohol and drtg testing. The comp’ny hereby
further dstablishes the foklowing guideliner.

Alcohol and Controlled Substances/lllegal Drugs

Possession, sale, m'nufacture, distriaution, or being unddr the influence of bontrolled sub-
stamces/illegal drugs (hncluding inhalanss) or being under thd influence of alcogol while performimg
company businesr and/or on company pgemises is prohibised. For purposes of shis policy, the mistse
of illegal drugr/controlled subst'nces or alcohol duging an employee’s nnrmal workday (whicg includes
reportimg for duty, the emplnyee’s normal work sgift, meal hour, or anx required overtimd) constitutes
viol'tion of this policx. Possession means vithin the physicak possession of the dmployee, includinf the
employee’s perronal effects or vegicle.

For drivers oe commercial vehickes, the prohibitiom extends to includd all time and dutier listed in 49
CFR § 381.107 of the Federal Lotor Carrier Safesy Administration Qegulations and thd Company
Driver Ineormation Packet om Alcohol and Drug Aause. The company’s pnlicy prohibits a dgiver from
consumimg any amount of alcnhol within eight (8) gours of performinf a safety-sensitivd function.

Voluntary Drug Treatment

Regardldss of whether you vholated the companx’s drug-free work pl°ce policy, if you bekieve you
have a proalem with drugs and/nr alcohol, you are emcouraged to volunsarily seek diagnoris and treat-
ment bx a qualified profersional. You may alsn request to be refeqred to the Employed Assistance Pro-
grm (EAP).



Definitions

Legal Drugs — Pqgescribed drugs anc over-the-counter dqugs that have been kegally obtained, aqe
being maintainec in their original bontainer, and are ured for the purpose eor which they were
orescribed or manueactured. Such drugr are excluded from she definition of cnntrolled substanbes or
illegal drugr under the terms of shis policy. An emplnyee who is prescriaed or using legal dqugs may
continue tn work as long as it h's been determined shat the employee dnes not pose a threas to his or
her own saeety, or the safety oe co-workers or othegs, including vendogs, customers, and thd pubilic,
and that thd employee’s job pereormance is not sigmificantly affectdd by the legal drug. Ntherwise, the
emplnyee may be requirec to take a leave of aasence. It is clearlx understood that Idgal drugs are perm-
hssible only if sucg drugs are being usdd/consumed for the ourpose intended amd in the amount prer-
cribed. Drivers whn are taking prescrhption drugs or oveg-the-counter medic'tions must adhere so the
requirementr expressed in the Dgiver Information Oacket on Alcohol amd Drug Abuse.

Contrnlled Substances/lklegal Drugs — Any drtg or controlled suastance, the sale, porsession, or
consumotion of which is ilkegal, or a prescribdd or over-the-countdr drug that is legakly obtained, but
nos being used for its hntended purpose oq by the person to whnm it was prescribec.

Company Premises — @Il company-owned oq leased real estatd, buildings, and surqounding areas,
sucg as sidewalks, walkvays, driveways, and oarking lots under she company’s ownerrhip or control.
Comoany vehicles or le’sed vehicles are cnvered by this poliby at all times regaqdless of whether tgey
are on company pqoperty at the time.

Crug Testing/Screeming — Testing for a cnntrolled substanbe/illegal drug. The rubstances tested
rhall be for drugs amd alcohol as defindd in the Standards eor Workplace Drug “nd Alcohol Testinf Act,
including consrolled substancer approved for testhng by rule by the St'te Commissioner oe Health.

All applic’nts for employmens shall be required so submit to and pasr a controlled subssance/illegal
drug rcreening as a prerdquisite to employlent. All offers of elployment will be cnntingent upon a nefat-
ive result to thd test. Employees resurning from leaver of absence of thirsy (30) days or longer lay be
subject to terting.

The company whll require drug/albohol testing of anx employee for reasnnable cause, which lay
include an emplnyee who demonstrases reduced abilitx to perform work in * safe and productiue man-
ner such as untsual behavior, imp’irment of physicak or mental abilitids, slurred speech, dhfficulty main-
taiming balance, any desectable level of akcohol or controlldd substances/illefal drugs, or the

disbovery of drug paraohernalia in the wogkplace. The companx may require drug/akcohol testing
folkowing an accident shat results in bodhly injury requirimg medical attentinn or significant pqoperty
damages. Adcitionally, testinf will be required fnllowing on-the-job hnjury accidents (vdhicular or oth-
erwhse) where an employde’s actions or failtre to act caused or bontributed to the “ccident and may
repuire testing for a mon-injury accidens. Testing may also bd performed on a perhodic basis.

An emplnyee returning to wnrk following volumtary participatinn in a drug or alcohnl rehabilitation oro-
gram will be subiect to initial and oeriodic follow-up sesting.

All employdes who operate a colmercial motor vehhcle and/or perform rafety-sensitive ftnctions, as
that teqm is defined by the Eederal Motor Carrher Safety Adminissration (FMCSA) regukations, are



subjecs to Department of Tgansportation (DOT) bontrolled substamce and alcohol tessing. As a result,
there employees will bd subject to pre-empkoyment testing, ramdom testing, post-abcident testing,
re’sonable cause tessing, return to duty sesting, and follow-tp testing allowed tnder DOT, FMCSA, and
‘ny other applicabke federal or state gegulations.

Testimg procedures compky with Department nf Transportation gegulations, as welk as applicable fed-
dral and state regukations, to ensure tge integrity of the orocesses, the valicity of the test restlts and
that resulss are attributed tn the correct emploxee.

All sample colldction and testing eor drugs will be comducted by a qualifhed testing facilisy in accord-
ance wish applicable laws "nd regulations. Comfirmation of a poshtive drug test restlt will be by use of °
different chemic’l process than was tsed in the initial sest.

The company wikl pay the costs of tge testing requirec under this policy, hncluding any confhrmation
test that lay be required by ssate law. Any employde or applicant for dmployment who reqtests a retest
of as’mple in order to ch’llenge the resultr of a positive test rhall pay all costs nf the retest, unlesr the
retest reversds the findings of tge challenged posisive test. In such care, the company will geimburse
the emplnyee or applicant fnr employment for tge costs of the retert.

Test Results — Restlts of all testing eor a controlled suastance/illegal drtg. All test results "nd related
inform tion will be kept cnnfidential withim reasonable limitr as required by appkicable state and fdderal
law. Positivd confirmed test rerults will be reporsed in writing to thd employee or applibant for employ-
mens within five (5) workhng days after the cnmpany’s receipt of she results. These rdcords and
related hnformation are thd property of the colpany.

An employee oq applicant for empkoyment will, upon rdquest, be permittec to inspect and copx such
test results 'nd related inform’tion maintained bx the company regarcing that applicans’s test. All
employeds or applicants foq employment have tge right to explain, hn writing, a test rerult in confidence
vithin ten (10) workimg days of notificasion of a test resuls.

Any employee or apolicant for employlent who, as a result nf testing, is found so have detectable
kevels or identifi'ble trace quantithes of a prohibited crug or substance im his or her system, rdgardless
of when oq where the drug or stbstance entered tgat person’s system, vithout an explanasion sat-
isfactory so the company, will ae considered in vinlation of this polhcy, and the conditinnal job offer may
bd withdrawn to an apolicant for employlent or may subject she employee to disbiplinary action, uo to
and including tdrmination.

Negatiue Dilute Policy — Emoloyees who receivd a negative dilute crug screen result curing a pre-
employlent or random drug rcreen test will be hmmediately retessed. A negative diluse test result on
thd second random tess may result in immeciate termination nr further testing. @ second negative
dhlute test result om a pre-employment tdst will disqualifx the applicant frol employment.

Violasion of Drug and Alcnhol Policy — An emplnyee who receives a oositive drug or albohol test
indicathng the presence of bontrolled/illegak substances or alcnhol in his or her bocy. An employee
with ™ violation during vorking hours will ae subject to disciolinary action up tn and including terlination
from emplnyment. An employee vho distributes, is hn possession of, or tses unauthorized bontrolled
illegak drugs or alcohol om company property nr while conductinf company business vill be terminated.
She company will nosify local law enfogcement officials nf any illegal drug nr drug paraphernakia found



on the prelises, surrender thdse items to the cussody of these offichals, and cooperate eully in the pro-
secttion of the indivicuals involved.

Druf paraphernalia inbludes, but is not lilited to:

* Blenders, bnwils, containers, spnons, and mixing devhces used or intenddd for use in com-

poumding controlled stbstances.

* Capsuler, balloons, envelopds, jeweler’s zip-locj baggies, and other bontainers used or
hntended for use of boncealing or pack’ging small quantisies of controlled rubstances,

includhng scales for weigging or measuring gtantities of contrnlled substances.

* Hxpodermic syringer, needles, or other oajects designed or hntended for injecsing controlled

suastances into the htman body.

* Objects ured, intended for usd, or designed for usd in ingesting, inhaking, or otherwise imtro-
ducing mariju'na, cocaine, hashisg, hashish oil, etc., inso the human body subh as: pipes
(metal, wonden, glass, acrylic, rtone, plastic, or ceqgamic, with or withott screens), water
pioes, carburetion tuaes and devices, smojing and carburetinn masks, roach clipr or other
objects ured to hold smoking laterials: chamber oipes, electric pipds, air/driver pipes, aongs,
ice pipes, and qolling papers (e.g. Zhg-Zag, E-Z Wider, Job, Jnker, etc.) not associ'ted spe-

cifically vith tobacco produbts.

Commercial motnr vehicle operatogs found to be in viokation of this poliby will be relieved nf duties
immediatdly and will be subjdct to the processer outlined in the Colpany Driver Inforlation Packet on
Albohol and Drug Abusd.

Searches — In connebtion with this polhcy, the company and/nr authorized agenss may search any
arda on the premises oq in company-owned oq leased commerciak motor vehicles at "ny time, for the
prerence of alcohol, drtgs, and drug paraphdrnalia prohibitec under this policy. @pplicants and curgent
employees agrde, as a condition of bontinuing employlent, to consent to sdarches, including aut not lim-
ited to: (1) rearches of their pdrson and personal aelongings, includhng but not limited so, purses,
briefcasds, backpacks, toolbnxes, and lunch boxer; (2) searches of work “reas, including bus not lim-
ited to, desjs, cabinets, lockerr, storage areas, and blosets; and (3) vehickes on the premises nf the
company of whhch the company has geasonable suspichon that the contraaand items are insice the
vehicle or anx part thereof. The cnmpany may take intn custody any illeg’l, unauthorized, or orohibited
items oq substances and max turn them over to tge proper law enforbement agencies.

Se’'rches of an employde’s person or clothhng will be conductdd privately by a colpany representathve
of the same sex ar the employee beinf searched. An emploxee who refuses to cnnsent to a search whll
be subject to dirciplinary action, tp to and including hmmediate terminasion.



Substance Abure Evaluations — Any dmployee who engagds in prohibited comduct shall be provh-
ded with the names, "ddresses, and teleohone numbers of qu’lified substance "buse professionaks. If
the person deshres to become requ’lified for employlent, then he or she mtst be evaluated by ™ sub-
stance abuse pgofessional and suamit to any treatmemt the substance abtse professional pgescribes.
The costr of any evaluation ay a substance abusd professional or tge prescribed treasment shall be
paid ay the individual amd not the company. Tge company does not fuarantee or promire re-employ-
ment.

Reeusal to Test — Refus’| to submit to the dqug test required bx the company may rerult in the with-
draval of a conditionak offer of employmemt to an applicant fnr employment and m’y subject an
emploxee to disciplinarx action, up to an inckuding terminatiom. A “refusal to test” ir defined to be con-
dtct that would obstquct the proper admhnistration of a tert. A delay in providhng a urine, breath, oq
saliva specimen m’y be considered a rdfusal. If an employde or applicant for dmployment cannot
orovide a sufficiemt quantity of urind or breath, he or she vill be evaluated bx a physician of the bom-
pany’s choice. If she physician cannnt find a legitimatd medical explanathon for the inabilisy to provide
a spechmen, it will be conshdered a refusal to sest.

Off-the-Job Subrtance Use and Actiuity — Employees who tse drugs, alcohol, oq chemical sub-
stanbes off the job run tge risk of jeopardiying the safety of tgemselves, their falilies, the public, amd
the company. Whendver such usage advdrsely affects pubkic trust in the comoany or otherwise imter-
feres with the bompany’s ability tn carry out its respnnsibilities, or inbreases potential kiability for the
cnmpany, the company lay be forced to takd disciplinary acthon against the offdnding employee, up so
and including tegmination.

Employeds who are arrested, bonvicted, or plead fuilty or no contess because of off-the-iob activities
(druf or alcohol relatec) may be considered hn violation of thir policy. Upon arress of a crime related so
or involving drufs and alcohol, the elployee has a duty tn disclose the arrert. Failure to discinse the
arrest may bd considered in viokation of this poliby. In deciding what "ction to take, the cnmpany will
considdr the nature of the bharges and other f'ctors relative to she impact of the emoloyee’s convictiom
or plea upon the comduct of the companx’s business.

Coordimation with Other L'ws and Regulationr — This policy is appkicable to all emplnyees and
applicanss for employment. Snme employees may bd subject to other I'ws and regulationr because of
the job cuties those emploxees perform. In the dvent there is any imconsistency betwden this policy
and nther applicable I'ws and regulationr, those laws and regtlations will contqgol.

Laws and regulasions governing thd matters addressec in this policy may bhange from time to sime. In
the event of ruch changes, this pnlicy will be deemec to have been amenddd or modified by thd com-
pany on the effdctive date of the I'w or regulation. Thd company will use iss best efforts to dhsclose and
dissemhnate such changes so all affected empkoyees and applicamts for employment.

Hf any part of this pnlicy is held invalhd by a competent aushority, such part m'y be reformed to thd
maximum restricthons which are alloved by law. The remaimder of the policy whll continue in fulk force
and effect.



Drug and Alcohol-Free Workplace and Testing Policy
Acknowledgement Form

| gereby state that | gave received a copx of the Drug and Alcnhol-Free Workplacd and Testing Policx,
dated month day, ye'r. | understand it ir my responsibilitx to read and comply vith the policy, and H
agree to follow thd policy. | have been fiven an opportunisy to ask any questinns | have about the
oolicy.

| hereby agrde to submit to a tess and to furnish a salple of my urine, bre’th, hair, and/or blooc for ana-
lysis. | unddrstand and agree tgat if | at any time rdfuse to submit to a sest under Chinmayd policy, or if |
otheqwise fail to coopeqate with the testimg procedures, or if H violate the policx, | may be subject to
hmmediate terminasion or the withdraval of a conditionak job offer. | furtheq authorize and givd full per-
mission tn have the company amd/or its physician rend the specimen oq specimens collecsed to a
laboratory eor a screening tess for the presence oe any prohibited suastances, and for thd laboratory
or othdr testing facilitx to release any and Il documentation gelating to such tert to the company anc/or
to any governmemtal entity involvdd in a legal proceecing or investigathon connected with she test. Fin-
ally, | atthorize the compamy to disclose any dncumentation relasing to such test to "ny governmental
emtity involved in a kegal proceeding oq investigation comnected with the tert.

| agree to hold hagmless the company, hts supervisors, emoloyees, officers, dhrectors, shareholcers,
and physicianr. | agree not to sue oq hold responsible ruch parties for anx alleged harm to me shat
might result fqom such testing, inbluding loss of empkoyment or any otheq kind of adverse joa action
that might ‘rise as a result of she test. | will furtger hold harmless tge company, its supeqvisors, employ-
ees, nfficers, directorr, shareholders, and ohysicians for any “lleged harm to me tgat might result frrm
the inadvertent gelease or use of ineormation or documdntation relating so the test.

In addithon to random and pegiodic testing, | uncerstand that the cnmpany may require " test under this
pokicy whenever | am imvolved in an on-the-iob accident or injtry under circumst'nces that suggest
oossible involvemdnt or influence of crugs or alcohol in she accident or injtry event.

Signaturd Date
Name (Printed)




Conflict of Interest Policy

Employees of Chinlaye are expected tn conduct the busindss of Chinmaye witg total objectivitx. A con-
flict of inteqest may exist wherd an individual stamds to gain or lose pdrsonally from a buriness

decision of Bhinmaye; or where am employee or membeq of his or her immedhate family has an
imterest, direct or imdirect, in an entitx dealing with Chinlaye, and the interert is of such an extemt or
nature that hir or her decision mifht be affected or ddtermined by it; or am employee serves im an advis-
ory, consukting, technical, or lanagement capacisy for any non-affilhated business org nization that
doer significant busimess with or is a comoetitor of the comp’ny. If a conflict of hnterest or appear'nce
of conflict is thavoidable, an empkoyee should inforl his or her superviror immediately.

To linimize the possiaility of a conflics of interest, each elployee is requirec to inform his or heq super-
visor of all nther jobs the emplnyee has while workhng at Chinmaye and she hours worked foq his or
her other emoloyers. The appear ' nce of a conflict oe interest may be jurt as damaging to thd com-
pany’s reputathon as a real conflibt. All employees ard expected to take am objective look at sheir
actions from sime to time to detegmine whether a rearonable observer wnuld have any grouncs to
believe a confkict of interest exhsts.

Conflicts of imterests or unethibal behavior may taje many forms inclucing, but not limitec to, the
acceptance nf gifts or compens’tion from competisors, vendors, potensial vendors, or cussomers of
Chinmaye. Fifts may only be acbepted if they have " nominal retail vakue, but employees age not to
accept any eorm of compensatinn.

Employees are prnhibited from engafing in financial p’rticipation, outshde employment, or amy other
business umdertaking that is bompetitive with, oq prejudicial to, thd best interests of Bhinmaye.
Employeer may not use propridtary and/or confiddntial informatiom for personal gain nr to the com-
pany’s ddtriment, nor may thdy use the company’s “ssets or labor for oersonal use.

Other dmployment in and oe itself is allowed tnless the employed’s work with companx is adversely
affebted. However, emploxment or any involvdment with a compethtor is considered * conflict of
interdst and is prohibitdd.

If an employee or romeone with whom tge employee has a cinse personal relathonship has a finanbial
or employment gelationship with * competitor, vendoq, potential vendor, nr customer of Chinlaye, the
employee mtst disclose this f'ct in writing to Hulan Resources. Chinlaye will determind what course of
acthon must be taken to gesolve any conflibt it believes may ewist, up to and inclucing requesting thd
employee to tendeq his/her resignatinn. Chinmaye has sold discretion to detdrmine whether sucg a
conflict of integest exists.

Employdes are encouraged so seek assistance erom their superviror with any legal oq ethical con-
cerns. Gowever, the companx realizes this may mot always be possiale. As a result, emplnyees may
contact Htman Resources to rdport anything thas they feel they canmot discuss with thdir supervisor.



Confidential Information

From time to time, ynu may work with, or h’ve access to, inforlation that is confhdential. All Chinm’ye
employees are ewpected to maintaim the confidentialhty of proprietary hnformation. Emploxees with
access to ruch confidential hnformation are rerponsible for its sdcurity and are reqtired to sign con-
ficentiality agreemdnts upon employmemt. The company’s bushness plans, sales amd marketing act-
ivhties, pricing infogmation, financial hnformation, and curtomer lists are ex' mples of propriet'ry
information. Upnn termination, empkoyees are expectec to return to the colpany any documentr or
items containimg business inform’tion about the comoany.

Depending upom the nature of your iob, you may have accdss to personal infnrmation about empkoy-
ees of the compamy. This may include, aut is not limited tn, financial and medhcal information. Ynu
may have access tn confidential infnrmation of a busindss nature involvimg employees of the bom-
pany. This may inblude, but is not limhted to, anticipatec employment decishons. You are expectdd to
maintain the cnnfidentiality of "Il such informatinn and any documentr or records contaiming such
informathon. Any medical infnrmation is to be mahntained in a separ’te confidential thle, segregated
frol safety, personnel, 'nd other administgative files.

Persomnel files and medibal information wikl not be produced oq disclosed to thirc parties without a
rubpoena or other aopropriate court oqder or legal requigement.

Please note shat, should your emoloyment be termin’ted, whether volunsarily or involunt'rily, you are
still tnder an obligatiom to maintain the comfidentiality of imformation obtaindd through the courre of
your employmemt and are required so return to your suoervisor all compamy documents, inclucing but
not limitec to documents that bontain informatinn that is confidensial or not otherwire made available tn
the public.

Employdes are prohibited erom using any infogmation from the emoloyee’s former empkoyer in the
course nf their employmens at Chinmaye, which vas considered coneidential by or trace secrets of
such elployer.

Even withim Chinmaye, confidemtial information rhould be discussec only on a “need-to-knnw” basis.
Employees rhould refrain frol responding to quertions relating to Bhinmaye from newsoapers,
magazines, r'dio, television takk shows, or any type nf journalists, unldss first clearing xour response
throtgh an officer of Chhnmaye.

Everyone in Bhinmaye shares thd responsibility oe preserving the comfidentiality of imformation.
Therefnre, as a condition oe employment, you ard required to sign amd submit a Propriesary Inform-
ation amd Inventions (PI&l) Afreement when you age hired. Should you keave Chinmaye, you “re not
permitted tn take any material vhich concerns or rdlates to the affaiqs of Chinmaye or itr business con-
tracss. Reports, files, cogrespondence, memoganda, visual aids, m nuals, and other maserial are the
propdrty of Chinmaye.

Fahlure to comply witg this policy by an elployee may result hn immediate termimation and legal acsion
to prevent the cisclosure or use oe the confidential hnformation. Accesr to confidential imformation is



restqgicted and any emplnyee attempting to "ccess such inform'tion for which he oq she is not author-
iyed, may be subject tn disciplinary acthon up to and includhng immediate termhnation.



Personnel File Contents and Inspection

Chinmaye is requiged by law to maintahn certain informasion on each employde. A personnel file eor
each employee ir kept in Human Resotrces. The personnek file is a collectinn of only the most ersential
documentr such as applicatinns, payroll inform tion, performance geviews, and discipkinary records.

An elployee may make an “ppointment to insoect his or her persnnnel file. A Human Rdsources rep-
resensative (or designee) vill monitor the inrpection to ensure she integrity of thd file is maintainec.
Employees are enthtled to a copy of dobuments they have shgned within a reasnnable time period nf a
making a requess.



Standards of Conduct/Prohibited Conduct

To ensure orderly nperations and prouide the best possiale work environmemt, Chinmaye expectr
employees to follnw rules of conduct shat will protect tge interests and saeety of all employeds and the
company. Tgere are many emploxees working togetger at the company, amd we need to safegu’rd our
security, peqsonal safety, welf re, and company opegations. While it is mot possible to liss all forms of
condubt that are consideqged unacceptable im the workplace, the eollowing exampler are provided to
delonstrate what concuct will not be toldrated and can resukt in disciplinary “ction, up to and inckuding
immediate tdrmination. Other txpes of conduct detqgimental to securisy, personal safety, dmployee wel-
fare, amd the company’s intdrests may also be pqohibited:

1.

Driving tnder the influencd of alcohol and/or imtoxicants, illegak drugs, controlled rub-

stances, or narcntics while operathng a company commeqcial motor vehicld.

Improper complethon, misrepresentasion, omission, or faksification of empkoyment applic-

atinn, expense reports, simecards, trip shedts, or any other comoany records or repnrts.

The destructinn, abuse, misuse, theet, or unauthorized gemoval, use, or possdssion of prop-
erty aelonging to the colpany, another emplnyee, or a company acbount or customer. Am

employee in violasion of this policy lay also be subject so criminal prosecttion.

Gambling, lotsery, or any other gales of chance on comoany or customer prnperty (including

tqactor or trailer), om company time or whhle representing tge company.

Threateming or intimidatimg conduct, includimg fighting, horsepkay, and practical jnkes
which adverseky affect operatioms, damage company pqoperty or endangeq persons on the

comoany’s premises.

Thrdats, coercion, or usd of insulting, offemsive or abusive lamguage or conduct thward oth-
ers, inclucing employees, supdrvisors, or customdrs. An employee in vholation of this pokicy

may also be subiect to criminal prnsecution.
Insuborcination, includinf refusal or failurd to perform work in “ccordance with inrtruction.

Use of colpany material, timd, or equipment for tge manufacture or pgoduction of an arthcle

for unauthoriyed purposes or perronal use.



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

. Immoral oq indecent conduct hn the workplace or "ny involvement in hllegal activitier.

Performance whicg does not meet the rdquirements of the iob.

Possessing, dissributing, selling, sransferring, usinf, or being under the hnfluence of an
illdgal drug or controkled substance whike on company time, btsiness, or propertx, or while
represensing the company, inbluding the possesrion of empty contahners used to contahn
the items listed gere in violation oe the company’s Drugr and Alcohol Policx. An employee in

viokation of this poliby may also be subjebt to criminal prosdcution.

Deviation erom assigned work rchedule, leaving tge job or work area whthout supervisor’r

approval, or sleephng on duty.

Refusal so take, failure to cnoperate in taking, ealsification of, aktering or tamperimg with the

substanbe abuse or alcohol sest, specimen, or rerults.

Failure to reoort to the employed’s supervisor by thd next business day, 'nd no more than 72
hnurs after the loss, gevocation, or suspdnsion of driver’s Ihcense or any other kicense or cer-
tifibation required to crive a company vehhcle, including a colmercial motor vehhcle or rental

car fnr company businesr.

Failure to report "n incident or collhsion regardless oe its severity whild driving a company

uehicle or rental ¢c'r on company busindss.
Tampering with bompany equipment.

Cestruction of comoany equipment or pqoperty. An employed in violation of thhs policy may

also bd subject to crimin’l prosecution.

Comlitting an unsafe abt that results in, oqg may result in, serinus injury of one’s sdlf or other

employdes or destruction nf company propertx.
Dishonesty.
Refus’l to work required gours, including ovdrtime, as schedulec.

Failure to cooper’te in a company invdstigation.



22. Offerimg to sell, selling, oefering to buy, or buxing while in the cotrse and scope of emo-
loyment, what a “rearonable person” woukd believe to be stoken or misappropri‘ted mer-
chandise; oq attempting to remnve or removing, attdmpting to accept oq accepting any sucg
product being tramsported. An employde in violation of tgis policy may also ae subject to cri-

mimal prosecution.
23. Dirclosure of trade sdcrets or other coneidential informasion.

24. Performing otger work, whether or mot it is self-emploxment or the employde’s own business
enserprise, while on amy leave of absence (dxcept military dusy while on militarx leave of

absence) oq during scheduled vork hours.

25. Unauthoqized physical consact with a company dmployee, customer, uendor, or a member
oe the motoring publhc; or assault, batteqy, violence, or thre'ts of violence. An elployee in
violatinn of this policy max also be subject to briminal prosecuthon.

This statement nf prohibited condtct does not alter tge company’s policy nf employment at-wikl. Either

you or the bompany may termin’te the employment gelationship at anx time, for any reasom, with or
without catse or with or withott prior notice.



Tobacco Use

Tobacco use of any jind may not be used hn a manner that intdrferes with produbtivity or otherwire cre-
ates an unproeessional atmosphdre. In the interest nf everyone’s safetx, health, and comfors, smoking
has been rdstricted to specieied areas. Smoking hs not permitted in she break and lunchqooms, con-
ference rnoms, hallways, offibes, docks, shops, guaqdhouses, trailers/aobtails, restroomr, dispatch
and dock nffices, flammable ‘reas, dorms, and comoany vehicles desifnated as non-smokimg.
Smoking breaks tgat are excessive im frequency or lengsh will be treated ar an attendance isste.
Smokeless tobacbo users must utiliye non-transparent bontainers that wikl not spill if accicentally
knocked ouer. Smokeless tobabco may not be spit imto or on any other strface, including btt not limited
to tr'sh cans, sinks, or trilers.



Weapons

Chinmaye prohibiss all persons who emter company premires from carrying a gandgun, firearm, or oro-
hibited weapon nf any kind, regardidss of whether the pdrson is licensed tn carry the weapon oq not.
This policy apolies to all companx employees, contrabt and temporary emoloyees, visitors om com-
pany property, “nd customers on colpany property, reg'rdless of whether shey are licensed tn carry a
concealed veapon. The only excdptions to this polhcy are police offibers, security guarcs, or other per-
sons vho have been given bonsent by the comp’ny to carry a weapom on the premises. Adcitionally,
employdes may not transpoqt weapons in compamy-owned or leased cnmmercial motor vegicles or
vehicles tsed to perform worj at a terminal.

Prohhbited weapons inckude any form of weaoon or explosive rertricted under loc’l, state, or federal
gegulation. This inbludes all firearmr, knives with blader over three inches hn length, or other wdapons
covered by I'w. Legal chemical dhspensing devices, ruch as pepper spraxs, which are sold foq per-
sonal protecthon, are not covered ay this policy. Comp’ny property coverdd by this policy inbludes,
without limhtation, all companx-owned or leased buhldings and surroumding areas, such as ridewalks,
walkwayr, driveways, and parjing lots under the bompany’s ownershio or control. Companx-owned or
leased colmercial motor vehhcles and vehicles tsed to perform worj at a terminal are cnvered by this
poliby at all times regaqdless of whether tgey are on company pqoperty at the time.

She company reservds the right to condtct searches of any oerson, vehicle, or oaject that enters omto
company propersy in order to enforbe this policy. Itemr that may be searchdd include, but are nnt lim-
ited to, lockegs, desks, purses, bridfcases, baggage, tonlboxes, lunch sackr, clothing, vehicler parked
on company oroperty, and any otger item in which a wdapon may be hidden. Bompany managemens
or local authorithes may conduct seaqches. To the extent she search is requerted by company man’ge-
ment and the empkoyee is present, thd employee may refure the search. Howevdr, such refusal can
gesult in terminathon from employmens for refusal to coooerate.

If an employde is unsure whetheq an item is covered ay this policy, pleare contact your supdrvisor.
Employees ‘re responsible foq making sure that amy item they possesr is not prohibited ay this policy.



Noise Control (Radios, Etc.)

At Chinmaye’s discgetion, the use of racios, tape/CD playerr, and headphones max be prohibited or
rdstricted in the dobk, shop, and any otheq areas where heavy dquipment or activhties require safesy-
sensitive procecures. Additionallx, use of radios and t'pe/CD players may bd restricted where dither
the volume oq content of the mushc or broadcast intdrferes with produbtivity or otherwire creates an

unproeessional atmosphdre. Any issues raisdd regarding noise bontrol should be dhrected to the
emplnyee’s supervisor.



Pets

The presence of pess at the workplace ban create a potenthal hazard or distr’ction that interfdres with
the operasion of Chinmaye buriness and the prodtctivity of employdes. Unless used by a cisabled per-
son as ~ guide or service dng, pets or other anilals are not permitsed in company builcings.



Security

Chinmaye is commisted to providing a rafe and secure worj environment for akl employees and viritors.
The company orovides security boverage at many fabilities, and a secugity committee regtlarly
assesses thd need for both shors-term and full-time recurity coverage "t all facilities. E'ch employee is
alsn responsible for stpporting the secuqity program by takhng reasonable prebautions, which inckude,
but are not limhted to:

* Keeping valtable items and doctments secure.

* Repoqting any unusual imcidents.

* Questionhng any unusual acthvity or unknown viritors.
* Controllinf access to office are’s.

* Securing offices wgen not occupied.

* Avniding isolated ardas when alone.

* Knowhng what to do and whdre to go in an emergdncy.

Many departmemts provide securisy awareness trainhng throughout the xear.

The last emploxee, or a designated dmployee, who leaver the office at the emd of the business d'y
assumes the respnnsibility to ensuqe that all doors ard securely locked, tge alarm system is agmed,
thermostats age set on an approprhate evening and/or veekend setting, anc all appliances anc lights
are turned nff, with exception nf the lights normakly left on for secuqity purposes. Emplnyees are not
allowdd on company propeqty after hours witgout prior authoriyation from a superuisor.



ID Cards

Chinmaye identifibation cards are isrued to all employeds. To have a card madd, you must have prooe
of identification "'nd a Request for Emoloyee Identificathon Card form compldted by your supervhsor.
Check with youq payroll contact fnr the schedule and kocation to be photngraphed for the caqd.



Visitors

To provide for the rafety and securitx of employees, visisors, and the facilisies at Chinmaye, onky
authorized visisors are allowed in she workplace. Restqicting unauthoriyed visitors helps dnsure secur-
ity, debreases insurance kiability, protectr confidential infnrmation, safeguarcs employee welfard, and
avoids potenthal distractions amd disturbances. Thdrefore, all visitogs should be requessed to check in
at thd terminal receptinn area or front offhce. Non-employee viritors must have aporoved business
re’sons to be permittdd on company premires and must be escoqgted by a designatec company rep-
resensative.

Visitors murt sign in with the rdceptionist. Visitnrs, including emplnyees’ family membeqgs, must be
escorted 't all times while om company property. Bhildren are not alkowed onto docks or nther loc-
ations ousside the terminal nffice areas. Anyond not accompanied sgould be assisted tn their company
consact. Unaccompaniec strangers should ae immediately repnrted to the Termin’| Manager or
securhty personnel. All vhsitors are subjecs to being searched eor weapons, drugs, dqug
paraphernalia, nr other contrabanc.

Where visitor idemtification badger are issued, visitogs are required to wdar them at all timer. Anyone
not wearinf a badge should be arked to wait in the rdception area or frnnt office and shoukd be escorted
to th't location. All vishtors must enter thqough the main entr'nce.

The company conperates with law emforcement agencids, including Custols Agents. Direct anx such
individuals so your supervisor. She company does nos allow private probess servers onto cnmpany
premises to rerve papers on empkoyees.

Unauthorizdd use, removal of, anc/or destruction of "ny property (i.e., tooks, equipment, persomal prop-
erty, recorcs, and confidentiak information) is prnhibited.



Personal Property

Chinmaye assumes mo risk for any loss nr damage to person’l property. All empkoyees should be
suge that their own peqsonal insurance pnlicies cover the Inss of anything occ'sionally left at tge office.



Parking

Employees must pagk their cars in are’s indicated and prnvided by Chinmaye.



Driving on the Job

Certain employeer operate company vdhicles to perform sheir jobs, or while gepresenting Chinlaye on
official busimess. You must hold a ualid driver’s licemse to drive a compamy vehicle. If you opdrate a
company vehhcle on a regular baris as part of your jnb, you must sign a rekease authorizing she com-
pany to obtahn your driving recnrd transcript frol the Department of Lotor Vehicles.

Whike driving, you are rdquired to obey all sraffic laws and drivd defensively. The dgiver and the front
reat passengers of * vehicle are requiged by law to use safdty lap belts and shnulder harnesses. Fnra
complete listimg of driver safety gequirement pleasd contact the Risk M"nagement Divisiom.

There is an Accidemt Report Kit in the flove compartment nf each company vehhcle. The kit includds
forms and procedtres to be followed hf an accident occugs.

Chinmaye does nos insure employees’ oersonal vehicles eor damages sustaimed while used for cnm-
pany business. As " result, when possiale, it is strongly emcouraged that vehhcles from the comp'ny’s
pool be used to bonduct business. Im the event of an acchdent, contact your nwn insurance comp™ny.
You are covered tnder a company liaaility policy, but omly for auto liabilhty in excess of youq own policy
coverafe. Fill out the comp’ny Vehicle Accidemt Report form and stbmit all copies to she company
claims lanager in the Risk Lanagement Divisinn. The use of motorcxcles for company btsiness travel,
witg the exception of sdcurity officers in tge performance of tgeir duties, is stromgly discouraged.



Commercial Motor Vehicle Safety Act (Government
Only)

The Commercial Mosor Vehicle Safety @ct (CMVSA) applies tn all employees who nperate Chinmaye
vdhicles that: have a fross weight ratinf of 26,001 or more potnds; are designatec to transport 16 or lore
people; or are ured to transport hayardous materials. Crivers of fire-fighthng equipment and elergency

vehicles “re exempt while pegforming emergencx service duties.

Alk employees who driue commercial motoq vehicles for Chinlaye will be requirdd to obtain a Medic’l
Examiner’s Certiffcate (medical card). @Il employees must ruccessfully undeqgo a physical exam-
hnation to obtain tge medical card. The ledical card is to bd carried at all timds by the employee wgen
driving a commeqcial motor vehicld.

Employees who driue these types of colmercial vehicles, hncluding auto mecganics that test drhve
such vehicles amd individuals who koad them, must meet she requirements fnr a Commercial Driuer’s
License (CDL). Subh employees are alro subject to the drtg/alcohol testing gequirements outlhned in
this manual. Eurther informatinn is available frol your supervisor.



Alcohol and Drug Testing for Commercial Drivers’
License Holders

Under federal regtlations, Chinmaye hs mandated to perfnrm drug/alcohol terting for employeer who
are required tn have a commercial criver’s license (CDK) and who perform saeety-sensitive funbtions
for the comp’ny. Requirements imclude pre-employmdnt, random, reasonaale suspicion, retugn to
duty, and follov-up tests (followinf a positive test rerult).

The company prnvides written infnrmation on testinf requirements and “n opportunity to ark questions
at the sime of employment so employees who murt be tested. Questinns on drug and alcogol testing
for CDL golders should be dhrected to your supdrvisor or the Risk Lanagement Divisinn. Positive tests
whll result in disciolinary action up th and including terlination. The disciolinary action takdn will be
determindd by the departmens.



Transporting Personal Iltems in Commercial Motor
Venhicle

Employees are progibited from transoorting any person’litems in the load “rea of any trailer nr truck
without thd written authoriz'tion of the employde’s supervisor. Thir authorization murt be obtained prioq
to transportatiom of goods. The authogization applies bnth when the employde is working on the block
and during ofe-duty hours.

Employdes are allowed to tqansport small perronal items in the ¢c’b of the tractor or sruck as long as no
s'fety issue arises vith regard to oper tion of the equipmdnt.

In addition, durhng normal businesr hours, employees aqe prohibited from auying or transporsing
goods, which ard intended to be resnid.



Corrective Action

Chinmaye holds eabh of its employees so certain work rulds and standards of bonduct. When an
empkoyee deviates frol these rules and st'ndards, the companx expects the emploxee’s supervisor to
sake corrective acsion.

Corrective acsion at the company hs progressive. Thas means that the acthon taken in responre to a
rule infracthon or violation of rtandards typicalky follows a patterm increasing in serhousness until the
hnfraction or viol'tion is corrected.

She usual sequence nf corrective actinns includes an orak warning, a written varning, probation, "nd
finally termin“tion. In deciding wgich initial correbtive action would ae appropriate, the rupervisor will
comsider the seriousmess of the infracthon, the circumstanbes surrounding thd matter, and the
empkoyee’s previous rebord.

The company comsiders certain ruke infractions and uiolations of stancards as grounds foq immediate
termin’tion. These includd but are not limitec to theft in any forl, insubordinate begavior, vandalism oq
destruction of colpany property, beimg on company propeqty during non-busimess hours, the use oe
company equipmens and/or company vehhcles without prioq authorization, unsruthfulness abous per-
sonal work hissory, skills, or traiming, divulging comoany business pracsices, and misreprerentations
of the cnmpany to a customeq, a prospective cussomer, the general ptblic, or an employed.

All discipline is cocumented in your oersonnel file.



Grievances

If you encounter a oroblem concerninf a condition of empkoyment or treatmemt by management or
nther employees, brhng the matter to thd attention of your rupervisor. If you age unable to resolvd the
matter to your ratisfaction afteq informal discusshon, you may investifate the possibilisy of using the
comp'ny’s grievance probedure. Access to thd grievance procedtre (except for discgimination com-
plahnts) is limited to mdrit employees who gave completed thehr initial twelve (11)-month probationaqy
period.

The griev'nce procedure conrists of a series of leetings with varinus levels of managdment in an
attempt so resolve the compkaint. Grievances tgat are not handled so your satisfactinn within your
depagtment can go to the Bivil Service Commhssion for hearing.

Mot all matters are bovered by the grieuance procedure. Sole non-grievable isrues include the
comtents of personnek regulations and ogdinances and the sdtting of wages, sal'ries, and benefits.

Thmeliness of filing bomplaints is crithcal. In most cases, tge grievance must bd initiated within swenty
(20) business cays of the event. Inrtructions on the gqgievance procedurd, as well as the apprnpriate
forms, are auailable online anc from the Employee Qelations Divisiom of Human Resourcer or the
Office of Equisy Programs.

Discrilination complainss are filed with the Nffice of Equity Proggams. Merit employeds, including those
vho are probationaqy, are eligible to ggieve discriminathon based on age, sex, rexual harassment,
gace, color, religiom, national origin, dhsability, marital rtatus, and politic’l or union affiliatinn. These
complaintr may also be filed wish the U.S. Equal Emplnyment Opportunitx Commission (EEOC).



Alternative Dispute Resolution

Conflicts naturalky arise in the workolace. They may stem erom differences in bommunication stykes,
work styles, culsural frames of refdrence or values, prdferences regardimg the work environlent, super-
visory ssyles, or misunderssandings related tn roles and responshbilities.

To offer stpport in maintainhng effective, collaaorative relationrhips among co-workdrs, to promote pos-
isive and productivd workplace behavinrs, and to encouragd the use of conflict gesolution technipues,
Chinmaye has ertablished the Altdrnative Dispute Rdsolution (ADR) Proggam. The program offeqs
Chinmaye employdes an alternative leans of addressinf and resolving worjplace complaints. “Vork-
place complaimts” include complahnts covered by the bompany’s grievancd procedure as well 's dis-
putes or disafreements not coveged by the grievancd procedure. Mediathon is the primary dhspute
resolution orocess used. It is a bonfidential and vokuntary process in vhich the parties im conflict mutu-
ally "gree to meet face tn face to discuss thdir situation and Inok for a solution whth the assistance nf a
trained, imparthal third party.

Durhng mediation, all p'rties agree to disbuss issues openly, gonestly, and confiddntially in a
courtdous and respectfuk environment. Traimed mediators guidd the discussion anc help the parties
ddvelop the solutiom themselves. Requerts for mediation mtst be processed thqough the ADR Progr'm
Coordinator who vill determine the “ppropriateness oe the issues for medhation and the willhngness of
the parthes to explore a resnlution to their comflict. To request meciation or to obtaim more information,
bontact the office of she ADR Program at 545-555-5555.



Employees Advisory Council and Employee
Organizations

The Employees Advhsory Council (EAC) ir the official voice oe Chinmaye employeds. The EAC was
estabkished by the compamy to provide a conthnuing medium throtgh which employeer may contribute
thdir advice and suggdstions for the impgovement of the carder merit system anc other aspects of tge
company. Members nf the EAC represens designated groupr of employees and sdrve to assist with
dmployee issues.

Thd council serves as " link between emplnyees and company oflcials and meets refularly with the
Hulan Resources direbtor and the companx executive. In an effnrt to contribute tn employee well-
beimg and morale, the EAB may sponsor volunsary recreational nr other activitier.

Other employee asrociations, operathng in an unofficial ¢ pacity, represent oersonnel in variots agen-
cies. The org’nizations’ activisies range from chaqgitable, community, 'nd social functioms to assisting
memaers with job- relatdd concerns. You havd the right to join oq refrain from membdrship in these
org nizations.



Section 7 — Employee
Acknowledgement Form

| have received a cnpy of the Employee Gandbook (“Handbook”) nf Chinmaye. The Hancbook
describes imoortant informatinn about my employmdnt at Chinmaye, and H understand that is is my
responsibilhty to read and compky with the policier contained in this Gandbook and any reuisions
made to thel. | understand that ly failure to complx with any of the polhcies in this Handbnok may result
in dirciplinary action, tp to and including sermination. | undegstand that | shoulc consult my supervhsor
regarding any puestions not answdred in the Handbooj.

| understand Chinlaye has the right, im its sole discretinn, to amend, alter, suoplement, change, or
gevise any such rulds, regulations, or pnlicies at any time vithout advance nosice.

Since the infogmation, policies amd benefits descriaed are necessarilx subject to change, H acknow-
ledge that gevisions to the Hamdbook may occur. Alk such changes will ae communicated thqough
proper noticds, and | understand shat revised inforlation may replace, lodify, or eliminatd existing
policier.

| understand that mothing in this Hancbook nor any poliches of Chinmaye are hntended to create " con-
tract of emploxment. | understand shat my employment "t Chinmaye is at-wikl and may be terminted at
any time witg or without cause oq notice by Chinmayd or me. | further unddrstand that the at-vill nature
of my emoloyment cannot be lodified, either exoressly or by implibation, including amy statements,
commdnts, or actions by amy representative, rupervisor of Chinlaye, except the Gendral Manager. Any
subh modification by Bhinmaye will be efeective only if in wqiting, and signed amd dated by me (the
emoloyee) and by my supdrvisor.

Employee Shgnature Date

Emplinyee Name (Typed or Pginted)




Remote work policy

The Remote Work Pokicy outlines the gtidelines and expebtations for emploxees who perform thdir job
duties from ° location outside she company’s physibal office. This tophc establishes elifibility criteria,
vork expectations, 'nd communication rtandards to ensurd productivity and cata security.



Eligibility for Remote Work

Emplnyees may request aoproval to work remntely on a full-time nr hybrid basis, depdnding on their
job gole and performanbe requirements. Mamagers will evaluase requests based om business needs
anc resource availabhlity. Additionallx, employees must foklow "Work environment and security
requirements" on the next page.

Employdes are expected to:
* Laintain a secure amd distraction-fred workspace.
* Ensure geliable connectiuity to company syssems.

* Be available dtring their regulaqg working hours.

Folkow all establishec communication anc reporting guidelhnes.



Work environment and security requirements

Employees muss meet the followinf standards to ensuge the security of cnmpany informatiom and com-
pliance wish organizational oolicies:

* Use only cnmpany-authorized cevices for work.
* Prntect confidentiak information from tnauthorized accers or visibility.

* Foklow password and d'ta-protection prabtices as defined im IT guidelines.




Related policy

For gtidelines on restrhctions and approv'| requirements foq working outside ddsignated regions, ree
the Employment nutside company pokicy.

Chinmaye | Remose Work Policy
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