This is the first 17 pages of our 36-page empldaaedbook for both hourly and
salaried employees. Our employee handbook wasedraftecifically for
California by a licensed California attorney expaged in employment law.

Important Note: Federal and state rules and regulations are cotently changing, so it is
important to review and update an employee handbookegularly. We offer regular
updates. This California employee handbook is inteshed for use by private, non-
government, non-unionized employers only.

If you are a nonprofit organization you need to use@ur employee handbook specifically for
California nonprofit organizations.

You can order our attorney drafted California ergphandbook by phone at
1-800-524-7116 (9:30-9:00 CST) or you can orddiner24 hours a day at:
www.CaliforniaDocuments.com
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(1) Welcome Message from the President

Dear Employee,

Welcome to [Your Company Name]!

We are excited to have you as part of our compgMour Company Name] is committed to
quality work and superior customer service in afjects of our business.

We value our employees and encourage them to makleigtive suggestions. We want you to
succeed at your job.

This Employee Manual, inclusive of an Acknowledgemdé-orm, sets forth the general
administrative policies, goals, and benefits of @ivoCompany Name] and replaces and
supersedes any prior manual(s). The contentsi®Mhnual are confidential and are not to be
distributed to or shown to anyone else inside asidae the Company. This Manual remains the
property of [Your Company Name] and must be retdnmgon request.

You should use this Manual as a reference as yosupuyour career with us. Each of the
policies is dated and is current as of that date, rbay be unilaterally amended by [Your

Company Name] at any time, with or without notieed we shall also reserve the right to
deviate from the policies herein in our sole disgore When there is a change in a policy we
will update this Manual as soon as possible. Feelto discuss with us any questions you may
have about this Manual or about your employmentt wH.

To your success at [Your Company Name].
Sincerely,

[President Name]
President [or other Title, e.g., CEO or Human ResesiManager]
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(2) Company Operations

[Optional. Replace with company history and/orionsstatement, or limit to just the names /
titles /contact information of key management amdhén resources executives, and company
address, phone, and hours. Delete any informé#tatindoesn’t apply to your company.]

The success of [Your Company Name] (the “Compaigy®ased on providing great products
and services to our customers, every day. OuranstfCompany Motto]. Our [product line /
services] include(s):

The organization of the company can be seen ibé&hawv flow chart, with [President Name] as
the President of the Company.

Key contact information for [Your Company Namehisfollows:

[Address(es)]

[Phone Number(s)]

[Fax Numbers(s)]

[Email Address(es)]
[Website(s)/Intranet]

[Hours of Operation]
[Security / Gate / Alarm codes]
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(3) Equal Opportunity: Immigration Law

3.1. Equal Opportunity Statement

Company is an equal employment opportunity employed does not discriminate against
employees or job applicants on the basis of rad®gion, color, sex, age, national origin, mental
or physical disability, veteran or family statusnegtic information, or any other status or
condition protected by applicable federal, state,laxal laws, except where a bona fide
occupational qualification applies.

This policy extends to all aspects of the employtrelationship, including, but not limited to,

recruiting, interviewing, job assignments, trainingpmpensation, benefits, discipline, use of
facilities, participation in Company-sponsored \dtgs, termination, and all other terms,
conditions, and privileges of employment.

[Note: Most government contractors and recipients defal funds are obliged to have equal
employment and affirmative action plans stated mitimg. Affirmative action by California
employers is generally prohibited by Propositio®.20

3.2. Immigration Law Compliance

In accordance with the Immigration Reform and Calnéct of 1986 (IRCA), Company only

employs individuals who are legally authorized torkvin the United States. Furthermore,
Company does not continue to employ any individuabse legal right to work in the United
States has been terminated.

CIS Form 1-9 is used to verify your identity and@oyment eligibility. You must complete the

employee section of Form I-9 and provide the reslilocumentation supporting your identity
and employment eligibility before you may begin Wiog.

3.3 Americans with Disabilities Act Compliance

Company adheres to the Americans with Disabilifies (ADA), as amended, and the California
Fair Employment and Housing Act and makes evergretb ensure that qualified individuals
with a disability are not discriminated against any terms, conditions, or privileges of
employment. The ADA/FEHA require employers to pdeva reasonable accommodation to
qualified individuals with known disabilities in lalaspects of employment, unless the
accommodation would cause an undue hardship tertipdoyer.
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An exhaustive description of what does and doescapstitute a disability is beyond the scope
of this manual, but basically an individual witlligability is a person who:

(1) Has a physical or mental impairment substiptiianiting one or more major life
activities; or

(2) Has arecord of such impairment; or

(3) Is regarded as having such an impairment.

A qualified individual is a person with a disahjiltvho meets the skill, education, experience,
training, and other job-related requirements ofitpws and who, with or without a reasonable
accommodation, can perform the essential functioinshe position. We are committed to
providing a reasonable accommodation to the knoWysipal or mental limitations of such
individuals so they can perform the essential fimmst of a job, unless the accommodation would
create an undue hardship.

If you need an accommodation under the ADA/FEHAJ ghould immediately notify Company.

[Note: The provisions of the ADA apply to employersfifieen or more employees. FEHA's
provisions apply to employers of five or more enygles, except its anti-discrimination
provisions, which apply to employers or one or margloyees.]

(4) Policies and Rules

4.1. Employment — Classification

As an employee of Company, you are an “employewilit This means that either you or
Company may choose to terminate the employmentiorthip at any time, with or without
cause, and with or without advance notice. We esfjthat whenever possible, as a courtesy,
you provide two weeks’ advance notice of your ititam to quit, so that we may plan
accordingly.

Any information outlined in this Manual or in anyher Company document, except a written
employment contract executed by the parties thénetwhich case, how and when a termination
or resignation may occur will be controlled by teems of such employment contract), does not
modify the employment at will policy and should mat interpreted to mean that termination will
occur only for “just cause”. This Manual does mo¢ate an express or implied contract of
employment for a definite and specific period ofig¢i between you and Company, or otherwise
create express or implied legally enforceable emttral obligations on the part of Company
concerning any terms, conditions, or privilegeseaiployment. Except for an employment
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contract, any documents or statements, writterral prior, current, or future, that conflict with
the employment at will policy are void.

Regular Full-Time is an employee who has no termination date andisvhegularly scheduled
to work (forty) 40 or more hours per week. Reguldl-time employees may be either non-
exempt (hourly) or exempt (salaried) employees.

Regular Part-Time is an employee whose position has no terminatiate cand who is
scheduled to work (ten) 10 or more hours, but ldsn (forty) 40 hours, per week.

Temporary Employeeis an employee who is hired for a certain lendttioe and who is paid
only for their hours worked. A temporary employed not receive any benefits or holiday or
vacation pay.

Provisional Employee is an employee who has not yet completed the wir(@0) day
provisional period after first being hired, as dethin Section 4.16 of this Employee Manual.
At will employment remains at will upon the compdet of the provisional period.

Exempt Employeeis generally an employee who is an executive,gasibnal, administrator,
outside salesperson, or manager. Exempt emplogeesgenerally paid a salary, without

overtime.

Nonexempt Employeeis an employee who does not qualify for exempustaand is generally
paid on an hourly basis, including overtime.

Any concerns about your employee classificatioruthbe addressed to your supervisor.

4.2. Confidentiality

As the result of your employment at Company, yoll aiquire and have access to confidential
information belonging to Company of special andquei value. This includes such matters as
Company’s trade secrets, personnel informationplgens, procedures, cost of merchandise,
sales data, price lists, financial information,amels, business plans, prospect names, business
opportunities, confidential reports, customer letsl contracts, as well as any other information
specific to Company.

As a condition of employment, you must and herebyadree that all such information is the
exclusive property of the company, and you will abany time disclose to anyone, except in the
responsible exercise of your job, or to a goverrnn@nlaw enforcement agency when you
reasonably believe the information discloses aatioh of a state or federal law or regulation,
any such information whether or not it has beenigesed specifically as “confidential”.
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Signing a separate confidentiality agreement furtharifying this policy at Company’s request
is also a condition of your continued employmerthv@ompany.

If you are ever unsure of your obligations undes tholicy, it is your responsibility to consult
with your supervisor for clarification.

4.3. Personal Information and Employee Records

It is important that the personnel records of Conyplae accurate at all times. In order to avoid
problems with your benefit eligibility, tax liabiyi, or our ability to communicate with you
regarding shift changes and the like, Company regquihat you will promptly notify your
supervisor or human resources representative of cduayige in your name, home address,
telephone number, number of dependents, or anyr oitfifermation pertinent to your
employment with Company.

Your personnel records will be kept by Company ialifGrnia. At any time during your
employment or thereafter, you have the right upmuest to inspect your personnel file relating
to your performance or to any grievance as maiathlsy Company at your work place. At any
time during your employment and for two (2) yedrsreafter, you have the right to a copy of
your payroll records as maintained by Company. hilitwenty-one (21) days of your request,
we will provide you with a copy of such records; wédl charge you the actual cost of the
reproduction of the records.

4.4. Attendance and Punctuality

Company believes that a good record of attendandganctuality is an essential component of
good work performance. You are expected to beoat workstation, dressed appropriately and
ready to work, by your scheduled start time. df,dny reason, you are unable to report for work
on time, or unable to remain at work until the efid/our shift or normal work day, you must
notify your supervisor directly before your regusarting time.

All time off must be requested in advance and ghdea submitted in writing as outlined in the
appropriate categories, except for sick leave (Siek Leave and other categories for specific
details outlined below.). Excessive absences nesylt in disciplinary action, up to and

including termination.

All notifications of absences must be face-to-faicewriting in a letter or on a company-

provided form, or by telephone to your supervisas, designated from time to time. No
employee may call in sick by email or text message.
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4.5. Dress Code

As an employee of Company, you must maintain ancle@at appearance when reasonably
possible. Your attire should be consistent with type of work you are performing and with
safety considerations. Any required uniform andéfety equipment will be provided to you at
Company expense, but it is your responsibilityeek such uniform clean and laundered.

Management, sales personnel, and those employee<avhe in contact with the public, are
expected to dress in professional business attaeréflects the image Company seeks to project.
Good personal grooming and hygiene are also easamiil should contribute to a professional
appearance.

If you have further questions about your expectéiceaplease discuss these questions with your
immediate supervisor.

4.6. Work Hours, Reporting and Overtime Pay

Nonexempt (Hourly) Employees

The normal work day is eight (8) hours, and fodQ)(hours represents a normal work week,
commencing 12:01 AM Monday and ending on midnighttlee following Sunday. While you
are generally expected to work the number of hetated above, Company does not guarantee
that you will actually work that many hours in agiyen day or week.

When you are scheduled to work as a nonexempt gg@lon some circumstances you will be
paid reporting time at your regular hourly rate #oportion of the time you were scheduled to
work, but were unable to do so, due to lack of lalée work. When you are scheduled to work,
and there is no work available, you will be sentlecand paid one-half of the number of hours
you were scheduled to work, less any amount youadgtworked and were paid for, with a
minimum of two (2) and a maximum of four (4) howfspay. If you are sent home for lack of
work and later called back into work that same dgay will be paid for two (2) hours of work at
your regular rate if there are two (2) or less kafrwork available at that time.

Reporting time pay does not apply in the followingtances: You were not scheduled to work;
you were given advance notice not to come into wdrks your responsibility to keep your
contact information up to date, so that we canhream regarding schedule changes. It is also
your responsibility to check your telephone andforail messages on a regular basis, at least
once in the evening and once in the morning beforeing into work, in case there are schedule
changes.); you were provided with at least hathefhours of work you were scheduled to work;
you were given a sufficient number of hours of warkgardless of whether the type of work
provided was your usual work or not (e.g., clearohgvork stations, painting a wall, being paid
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to wait for work); the lack of work was due to thre to Company employees or property, or
when authorities have recommended work not begoontinue, when there is a failure of public
utilities (e.g., no electricity, water, or sewenhen the work interruption is caused by an Act of
God (e.g., an earthquake); if you are not fit takM@.g., intoxicated); if you have not reported to
work on time and are sent home or fired as a fiegutisciplinary action; or if an unexpected or
unusual event has made opening for business infpessnd we have made every reasonable
effort to notify you not to come into work.

If you are sent home for lack of work, or notified advance not to report to work, you may
choose to use any available sick or vacation timerder to be paid for the day, or any portion
thereof that you were not paid regular wages farkveo reporting time pay.

For hourly employees, overtime work is only perfedmwhen approved in advance by your
supervisor. Working overtime without prior apprbraay result in disciplinary action, up to and
including termination. You are expected to workessary overtime when requested to do so,
and you will receive time and one-half regular parytime worked exceeding forty (40) hours in
any given work week or eight (8) hours in any givesrk day. You will be paid double-time for
working over twelve (12) hours in any given workydand for working in excess of eight (8)
hours on the seventh work day of any work week.

When computing total hours worked in a work weekgarposes of calculating overtime pay,
only hours actually worked are counted. Time ofinf work, such as holidays, jury duty, and

reporting time pay is not counted as hours workeshef you are paid for such time off.

Exempt (Salaried) Employees

The normal work day is eight (8) hours, and fodQ)(hours represents a normal work week,
commencing 12:01 AM Monday and ending on midnightttee following Sunday. While you
are generally expected to work the number of hetated above, Company does not guarantee
that you will actually be able to perform all ofyrowork duties in this amount of time. You are
expected to put in the amount of time over 40 hanisweek necessary to complete your job
duties and occasionally, substantial extra work t@yequired. If you are overburdened with
work and unable to complete your assignments withoderate amount of additional work each
week, please speak to your supervisor; howeveh wibre responsibility and increased pay,
usually comes a greater work load and more timatsperking.

Exempt employees are not paid overtime for hourskew above 40 hours per week; some

amount of expected work over 40 hours per weeluils into your compensation package as a
salaried employee.
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[Note: California and some localities including the yCdf San Francisco have overtime and
minimum wage laws that vary from federal law, amdvide more pay or different treatment of
hourly employees when compared to federal minimukVhen there is a conflict, the employer
must apply the higher rate. Unless a higher loatd is in effect, California minimum wage is
$8.00 per hour, effective January 1, 2008.]

4.7. Time Clock and Time Cards

Where requested by your supervisor, hourly empleyeast punch in at the start of your work
shift and punch out at the end of your shift. Yare not allowed to punch the time clock of
another employee. Should your time card be incdgrgunched, your supervisor will note the
correct start and/or end time, and initial the eotion. Your supervisor must approve all time
cards that have any adjustments. Failure to clacknd out may result in loss of pay for
unverifiable work, and — for repeated failure t@ ulse time clock — in disciplinary action, up to
and including termination.

Alternatively, your supervisor may require that yikeep track of your days at work, and your
vacation time and other time off, on a time shestthat you report these items to your
supervisor or other Company representative, whbtraick them for you.

Vacations days, sick days, holidays, and absenods a&s jury duty, funeral leave, or military
training, should be specifically noted on the ticagds or time sheets for days on which they
occur. Paid vacation and holidays should be cabatel used as full workdays.

The work week commences 12:01 AM Monday and endsioimight on the following Sunday.
A new time card or time sheet should be used fon @&riod and your card or sheet for the prior
period submitted promptly to your supervisor.

Time cards and time sheets must be completed deburaYour signature on the time card or
time sheet is required to certify its accuracy ascard of the time actually worked. Falsifying a
time card or sheet can lead to disciplinary actignto and including termination. Furthermore,
the falsification of a time card or sheet is a fhalent act for which an employee may be
prosecuted.

4.8. Meal Period and Breaks

Nonexempt employees are required to take a daHgniB@ite unpaid meal break when working
at least five (5) hours, and an additional 30-nmerunpaid meal break when working at least ten
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(20) hour in one day. Meal breaks will generaleythken on a staggered schedule so that your
absence from work does not create a problem wéld#y-to-day operations of Company.

Nonexempt employees are also allowed one paid teotenbreak for each four-hour period or
major portion thereof worked, which shall, whenepessible, be taken in the middle of each
work period, but which may also be required by Campto be taken on a staggered schedule.

Exempt employees may generally take a meal bredlkaaeasonable amount of other breaks at
their discretion.

Company additionally provides a reasonable amoftititne for an employee to breast feed her
child. Company will make reasonable efforts tovile a private location, if possible near the
employee’s work area, for the breast-feeding. Subheak will if possible run concurrently with
the ordinary break time provided all employeesgothise, to the extent it does not, such a break
shall be unpaid.

4.9. Safety and Accident Rules

Safety is a priority at Company. Company strivesptovide a clean, hazard-free, and safe
environment in accordance with the Occupationaétyadnd Health Act of 1970 and Cal/OSHA.

As an employee, you are expected to take part imtenaing this environment. You should

observe all posted safety rules; adhere to alkgafistructions provided by your supervisor, and
use safety equipment when required. It is youpaasibility to learn the location of all safety

and emergency equipment, as well as the safetpaadiergency phone numbers.

Company has implemented an effective injury amgk prevention program in accordance with
California law, and will train all new employeesdaall employees given a new job assignment.

Any problems with Company-provided safety equipm&mtuld be reported to your immediate
supervisor. If it is not safe to work for any reas report the problem to your supervisor

immediately.

All work related accidents are covered by WorkdZsmpensation Insurance pursuant to the
laws of the state(s) in which we operate.

4.10. Smoking

Our goal is to provide a healthy and pleasant warkironment for all employees. Company
prohibits any form of tobacco use on Company presiis
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4.11. Use of Company Property

Company will provide you with the necessary equiptiie do your job. None of this equipment
should be used for personal use, nor should aniypegmt be removed from Company work
premises unless approved by your supervisor. ihklasdes Company vehicles, telephones, and
two-way communication equipment.

Any items or packages taken out of the work place subject to inspection at any time.
Likewise, any personal desk, filing cabinet, locker storage space provided to you is also
subject to inspection at any time.

Personal telephone calls, text messages, and énteunfing are not to be made or sent using
Company phones or on Company time, unless autlibbyeyour supervisor. Any authorized
personal calls should be kept to a minimum and naadetime that does not interfere with your
or your co-workers’ job performance. Please sedJbe of Cellular Telephones policy below.

Use of Company’s stationery, office supplies, ostpge for personal use is strictly prohibited.

Company premises, telephones, and email are nw tesed for employees or others to engage
in the practice of soliciting collections or domats; selling raffles, goods, or services; operating
betting pools; or solicitations of any kind.

Use of radios, audio headsets, and televisions,gaogrowned or otherwise, is at the discretion

of Company supervisors only, and — if allowed — nigsused in a manner that does not interfere
with the safety of the work place or with the alyibf others to perform their work.

4.12. Use of Company Computers, E-mail, and Inteet

Employee use of company computers, printers, perglt, and electronic equipment is for job-
related or approved activities only. Inappropriage of company computers, which may be
defined from time to time at the discretion of C@np, may subject you to discipline, up to and
including termination.

Inappropriate use includes, but is not limitedthi® following:

A. Use of Company computers to send or receive agess pictures, or computer files
which are illegal, pornographic, sexist, racistiasaing, or discriminatory. If you
receive such material, you should notify your sugar immediately.

B. Loading software that is not approved in advancenanagement.

C. Making illegal copies of licensed software.
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D. Using software that would provide unauthorizedess to Company’s computers or
would disrupt our equipment in any way.

E. Using Company computers, printers, or email gersonal and/or non-Company
related use, including shopping, blogging, and aoegiedia, unless authorized by
your immediate supervisor.

F. Sending or posting Company confidential inforiorat whether anonymously or
otherwise, by email, text, instant message, oripgdb any Web site, blog, or
social media site.

Employees may be disciplined or terminated for prapriate use of the Internet, email, text
messages, instant messaging, blog posts, Web aitescial networking Web sites where such
use does not involve company computers, systempragerty. You should not assume any
inappropriate email or text message sent or pdstedWeb site, blog, or social networking Web
site is private; such communications may eventuabiyjme to company’s attention and result in
discipline up to and including termination.

Any message or file created or sent using any Campamputer or other electronic device is
the property of Company. You should have no exgiext of privacy or confidentiality in any
message or file that is created, stored, or seimguke computers or other communication
equipment belonging to Company, and Company resehesunilateral right to review, monitor,
access, audit, intercept, copy, print, read, dslonodify, retrieve, and delete any work you do
on a Company computer, including email.

If provided, your Company email account is striddy business communication only and is not
for personal use. Except as authorized by youersigor in the course of your work duties, you
are not authorized to access the computer(s), eanadunt(s), or files of any other Company
employee.

If provided, Internet access is likewise strictty business purposes only and is not for personal
use. Company reserves the unilateral right toesyimonitor, access, audit, intercept, and
disclose an employee’s use of the Internet at ang,twith or without notice, and with or
without an employee’s permission. You should havexpectation of privacy or confidentiality
with respect to any use of the Internet at work.

4.13. Use of Cellular Telephones

Employee use of company cellular telephones isjdbrrelated or approved activities only.
Inappropriate use of company cellular telephondschvmay be defined from time to time at the
discretion of Company, may subject you to disciliap to and including termination.
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Likewise, use of your personal cellular telephonerdy work hours or on company premises is
subject to restrictions and may subject you toigdisee, up to and including termination.

These policies apply to any communications deviegg imakes, sends, or receives phone calls,
emails, text messages, instant messages, photag@@iphics, or has the capacity to browse the
Internet.

Cellular telephones and similar electronic commainon devices are a distraction while
working at our company. Telephone calls duringutag work hours may interfere with
employee efficiency and safety while performing iymb. And they also can be a distraction to
other employees around you. Employees are therefivected to make personal calls during
approved breaks and meal periods. During regutakwours all cellular phones and similar
electronic communication devices must be turned off

Exceptions:

This policy does not apphp cellular telephones supplied by our company #na used
exclusively for company business. However, wheimgushe telephone for company
business, please be mindful of other employeesndrgiou and attempt to minimize
distractions for them and interference with thely fluties.

This policy does not applyhen there is an emergency that requires that you
accessible by phone, such as a medical emergeffcyou are in doubt as to what
constitutes an emergency for this purpose, pleassutt your supervisor before turning
on your cellular telephone at work.

4.14. Substance Abuse Policy

Company takes seriously the problem of drug andhalcabuse and is committed to providing a
work-place free of such substances. This SubstAbcse Policy applies to all employees of
Company.

No employee is allowed to consume, possess, sefluichase any alcoholic beverage on any
property owned by Company, or in any vehicle owoedeased by Company. No employee
may use, possess, sell, transfer, or purchaseragyod other controlled substance that may alter
an individual's mental or physical capacity whilenking for Company. The exceptions are
over-the-counter pain relievers and the like, usgdntended and directed, and any other drugs
that have been prescribed to you, and which argghesed as prescribed by your doctor.
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Company will not tolerate employees that are ingzhipy or under the influence of alcohol or
drugs while working.

In cases where the use of alcohol or drugs posie®at to the safety of other people or property,
you must report the violation. Employees who welaur Substance Abuse Policy will be
subject to disciplinary action, up to and includiegmination.

As a part of Company’s policy to ensure a drug aledhol free workplace, within the limits of
applicable federal, state, and local laws, Compasgrves the right, in its sole discretion, to test
for drugs and alcohol at its own expense. Sombh siligations may include, but are not limited,
to the following:

A. In conjunction with an offer of employment wi@ompany;

B. Where there are reasonable grounds for belie@ngemployee is under the
influence of alcohol or drugs;

C. As part of an investigation of any accident ve tworkplace in which there are

reasonable grounds to suspect alcohol and/or drugsibuted to the accident;

On a random basis, where allowed by statute;

E. As afollow-up to a rehabilitation program, waaidlowed by statute;

As necessary for the safety of employees, custonor the general public where

allowed by statute.

o

n

It is a condition of your employment and continedployment with Company that you comply
with the Substance Abuse Policy.

This is the first 17 pages of our 36-page empldyaedbook for both hourly and
salaried employees. Our employee handbook wasedraftecifically for
California by a licensed California attorney expaged in employment law.

Important Note: Federal and state rules and regulations are cotantly changing, so it is
important to review and update an employee handbookegularly. We offer regular
updates. This California employee handbook is inteshed for use by private, non-
government, non-unionized employers only.

If you are a nonprofit organization you need to use@ur employee handbook specifically for
California nonprofit organizations.

You can order our attorney drafted California ergphandbook by phone at
1-800-524-7116 (9:30-9:00 CST) or you can orddéiner24 hours a day at:
www.CaliforniaDocuments.com
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