Preliminary Statement

This handbook is designed to acquaint you with STAFFORD, a wholly owned subsidiary of
Stafford Development Company, hereafter referred to collectively as SDC. This handbook will
be used as a general guideline regarding SDC working conditions, employee benefits, and some
of the policies affecting your employment. You should read, understand, and comply with all
provisions of the handbook. It describes many of your responsibilities as an employee and
outlines the programs developed by SDC to benefit employees. One of our objectives is to
provide a work environment that is conducive to both personal and professional growth.

No employee handbook can anticipate every circumstance or question about policy. As Stafford
continues to grow or other circumstances or goals change, the company reserves the right to
revise, supplement, or rescind any policies or portion of the handbook as SDC deems
appropriate, in its sole and absolute discretion.

All Stafford employees are “employees at will” which permit you or SDC to end our
relationship, for any reason, at any time, with or without notice. No Policy or Provision in this
Employee Handbook is intended to create a contract binding the employee or the employer to an
agreement of employment for any specified time period. No representative of the Employer,
other than the Chief Executive Officer, can authorize or sign an employment agreement contrary
to the above terms or otherwise make any binding offer of employment for a specific term.
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Equal Opportunity Policy

SDC is committed to providing equal employment opportunity for all persons regardless of race,
color, religion, sex, age, marital status, national origin, citizenship status, disability, or veteran
status.

Equal opportunity extends to all aspects of the employment relationship, including hiring,
transfers, promotions, training, terminations, working conditions, compensation, benefits, and
other terms and conditions of employment.

SDC complies with federal and state equal employment opportunity laws and strives to keep the
workplace free from all forms of harassment, including sexual harassment. SDC considers
harassment in all forms to be a serious offense.

Employees who have been subject to prohibited discrimination or harassment should
immediately report the incident to their supervisor, or a Human Resource Department
representative. Complaints are investigated immediately and handled as confidentially as
possible. SDC ensures that employees following this complaint procedure are protected against
illegal retaliation.

Any reported violations of EEQ law or this policy are investigated. Employees found to have
engaged in discriminatory conduct or harassment is subject to immediate disciplinary action,
including possible termination of employment.

Employment Applications

Prospective employees are required to complete an application form, and the applicant’s
signature on the completed form is his seal attesting to truthfulness of the information presented.
False or misleading information or material omissions on an application will immediately
eliminate a candidate from consideration for employment. Misrepresentation of facts,
falsifications, or material omissions on your employment application found subsequent to
employment may be cause for termination of employment.

In processing employment applications, SDC may obtain a consumer credit report for
employment purposes only concerning credit worthiness, credit standing, and credit capacity. If
SDC takes an adverse employment action based in whole or in part on the consumer credit
report, a copy of the report and a summary of your rights under the Fair Credit Reporting Act
will be provided as well as any other documents required by law.

Access to Personnel Files
SDC maintains a personnel file on each employee. The personnel file includes such information

as the employee’s job application, resume, records of training, documentation of performance
appraisals and salary increases, and other employment records.
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Personnel files are the property of SDC, and access to the information they contain is restricted.
Generally, only supervisors and management personnel of SDC who have legitimate reason to
review information in a file are allowed to do so.

Employees who wish to review their own file should contact the human resource department.
With reasonable advance notice, employees may review their own personnel files in SDC’S
offices and in the presence of an individual appointed by SDC to maintain the files. SEE
EMPLOYEE PRIVACY FOR MORE INFORMATION.

Employment Reference Checks

To ensure that individuals who join SDC are well qualified and have a strong potential to be
productive and successful, it is the policy of SDC to check the employment references of all
applicants.

SDC will respond to all reference check inquires from other employers, mortgage companies,
credit companies, etc. Responses to such inquires will confirm only dates of employment, wage
rates, and positions(s) held. No employment data will be released without a written authorization
and release signed by the individual who is the subject of the inquiry. SEE EMPLOYEE
PRIVACY FOR MORE INFORMATION.

Emplovee Orientation

All new employees will participate in an orientation meeting within one month of their hire date.
The orientation is designed to acquaint the new employee with the Company and its policies.
Managers will be responsible for ensuring the attendance of new employees at the company
orientation sessions.

On the first day of employment, the employee's manager is responsible for assisting the
employee in completing all check-in and benefit enrollment procedures with the personnel and
accounting departments. In addition, the manager will ensure that the new employee receives an
introduction within the company and is provided with in-depth information regarding his or her
specific role and responsibilities within the department.

Direct Deposits

Upon your date of hire, SDC will use direct deposit. With direct deposit your paycheck will
automatically be deposited into your bank or credit union account. To enroll, fill out a Direct
Deposit Authorization form.

Changes of Employees Records

Employees are responsible to promptly notify SDC of any changes regarding their records.
Employee records should be accurate and current at all times. Changes in any of the following
categories should be reported to the Personnel Office as soon as they occur:

1. Name.

2. Mailing addresses.
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Telephone numbers.

Marital status.

Number and names of dependents.

Individuals to be notified in case of an emergency.
Insurance beneficiary.

Educational accomplishments

%N

Sexual Harassment Policy

It is improper and against the policies of SDC for any employee, male or female, to sexually
harass another employee by:

(a) Making unwelcome sexual advances or requests for sexual favors or other verbal or
phystical conduct of a sexual nature, as a condition of an employee’s continued
employment; or

(b) Making submission to or rejection of such conduct the basis for employment
decisions affecting the employee; or

(c) Engaging in welcome or unwelcome sexual flirtations, advances, propositions or
verbal comments, where such conduct affects or interferes with an employee’s work
performance, or creates an intimidating, hostile or offensive work environment for
any employee.

In addition to prohibiting sexual harassment, SDC also strictly prohibits harassment of any
nature including but not limited to, harassment based on gender (including between members of
the same gender), sex (including pregnancy) sexual orientation, citizenship status, military status,
race, creed, color, national origin, religion (religious belief), age, disability or any other basis
protected by federal, state, or local law that interferes with an individual’s work performance or
creates an intimidating, hostile or offensive work environment. All pictures and other items
displayed in the workplace should be in keeping with an environment that is appropriately
professional.

SDC is also committed to a workplace that is free of intimidation or threatening remarks or
behavior. Stalking, violence or the threat of violence and those behaviors are prohibited as well.
SDC employees are the most important partners in achieving this goal.

Any employee who believes he or she has witnessed or been the subject of harassment, sexual or
otherwise, must report the alleged act immediately (within 48 hours afier the alleged harassment
occurs, whenever possible) directly to the President of the Company, the head of human
resources, or your immediate supervisor. An investigation of all complaints will be undertaken
immediately. Any employee receiving a report of harassment or possible harassment shall
document in writing the substance of the complaint received and the remedial action taken if any.
A copy of such writing must be furnished to the head of human resources or the President of the
company. Any supervisor, employee or agent of the company who has been found by the
Company, after investigation, to have engaged in prohibited harassment, will be subject to
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appropriate disciplinary action depending on the circumstances, from a warning in his or her file,
up to and including termination. The complainant will be informed of all such remedial actions.

Respect the confidential and sensitive nature of harassment claims. Afier making your report, do
not discuss the matter with anyone else.

No employee who makes allegations of harassment which are legitimate or which the employee
reasonably believes are legitimate will be subject to any adverse action of any type for having
made such allegations. In addition, no employee or other individual who participates in an
investigation into allegations of harassment will be subject to discipline because of that person’s
truthful participation.

If either party directly involved in a harassment investigation (whether the complainant or the
accused) is dissatisfied with the outcome or resolution, that individual has the right to appeal the
decision by submitting written comments to the President of SDC.

All allegations of violation of this policy will be promptly investigated in a confidential manner
to protect the privacy of the persons involved. Confidentiality will be maintained throughout the
investigative process to the extent possible and appropriate under the circumstances.

SDC prohibits any form of retaliation against any individual for making a bona fide complaint
under this policy, for assisting in a complaint investigation, or for making any determination
necessary under this harassment/grievance policy. Retaliation is a serious violation of this policy
and is to be reported immediately. Any person found to have retaliated against another
individual for reporting harassment or other discrimination will be subject to appropriate
disciplinary action, up to and including immediate termination of employment.

If an employee makes a false harassment claim or lies about a complaint, SDC may take
disciplinary action up to and including termination of the team member’s job at SDC.

Courtesy

We really have little to sell beyond those things that our competitors also have — except prompt
and courteous service. To the customer, with whom you come in contact, you will be the
company. It follows that we will be considered a friendly, courteous and capable organization
only to the extent that our customer discovers these qualities in you.

We have lots of chances to please our customers: like having a clean, safe environment; friendly,
helpful employees; fast and friendly service. We call these “moments of truth.” Soifa
customer finds exactly what they are looking for, that’s a moment of truth, and if a customer sees
a dirty, cluttered floor, that’s a moment of truth, too. A customer’s entire experience is made up
of these moments, which help them decide whether they’ll come back to SDC.

Housekeeping

Please help us keep the building and premises of SDC clean, neat and organized. Nobody likes
to work or shop in an unkempt or unpleasant surroundings.
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Smoking Policy

No smoking will be allowed in the office area at any time. This policy is for the health and
safety of all employees. Your cooperation is requested, as this policy must be rigidly enforced to
comply with the company health and safety requirements and to maintain proper insurance
coverage for our building.

No employee should smoke while serving a customer. Many people find smoking offensive and
annoying. Since our business is serving the public, we want to avoid factors that could create
customer dissatisfaction. You should be guided by your own good judgment and, in all
instances, do not smoke in those areas designated as no smoking.

Drug Free Workplace

As a standard part of its selection and hiring process, SDC requires all applicants to undergo
drug tests. The purpose of these examinations is to determine whether the individuals being
tested are physically able to perform the essential functions of the job in question without
creating a significant threat to the safety or well being of themselves, other employees, or
members of the public. These tests are conducted on a nondiscriminatory basis and in
conformance with the requirements of the Americans with Disabilities Act and other federal,
state, and local laws guaranteeing fair treatment and equal employment opportunity to
individuals with disabilities and members of other protected groups. In addition, SDC requires
current employees in physically demanding or safety-sensitive positions to undergo periodic
medical examinations. Current employees also might be required to submit to periodic drug tests
as part of SDC’s overall program to eliminate illegal drug use among employees. Please refer to
the SDC Substance Abuse Policy for more specific information.

Drug Free Policy

The SDC policy simply stated is: To become or remain a SDC employee, a person may not,
while on SDC time or premises, use, consume, sell, buy, solicit, possess or distribute alcohol or
drugs, or have present in their body alcohol, above one-third (1/3) the legal limit for driving a
motor vehicle or any level of a non-prescribed controlled substance or other illegal drugs. SDC
“premises” include all buildings, grounds, vehicles, and parking areas SDC uses to conduct its
business.

Four Types of Drug Testing

1. Pre-Employment — Before an applicant can be hired, he or she must take a drug test
within 24 hours of the conditional job offer and pass the drug test.

2, Post-Accident — Any team member who requires outside medical attention must take a
drug or drug and alcohol test.

3. Reasonable Cause — If there is a reasonable suspicion that a team member has violated
the SDC Drug-Free Workplace policy, he or she can be asked to take a drug or alcohol
test. '
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4. Random Testing — SDC conducts random testing of employees from time to time and
you may be asked to take a drug or alcohol test pursuant to a random test.

SUBSTANCE ABUSE POLICY STATEMENT

The illegal use of drugs and the abuse of alcohol are problems that invade the workplace,
endangering the health and safety of the abusers and those who work around them. “The
Company” is committed to creating and maintaining a workplace free of substance abuse without
jeopardizing valued employee’s job security.

To address this problem, “The Company™ has developed a policy regarding the illegal use
of drugs and the abuse of alcohol that we believe best serves the interest of all employees. Our
policy formally and clearly states that the illegal use of drugs or abuse of alcohol or prescription
drugs will not be tolerated. As a means of maintaining our policy, we have implemented pre-
employment and active employee drug testing. This policy was designed with two basic
objectives in mind: (1) employees deserve a work environment that is free from the effects of
illegal drug use or alcohol abuse and the problems associated with such, and (2) “The Company”
has a responsibility to maintain a healthy and safe workplace.

To assist us in maintaining a safe and healthful workplace, we maintain a resource file of
information that includes various means of employee assistance in our community, including but
not limited to drug and alcohol abuse programs. Employees are encouraged to use this resource
file. In addition, we will distribute this information to employees for their confidential use. If
you desire additional information beyond available resources at your workplace, please contact
the Human Resource Department.

An employee whose conduct violates “The Company’s” Substance Abuse Policy will be
disciplined up to and including termination,

We believe it is important that we all work together to make this Company a drug-free,
safe and rewarding place to work.

Stafford is a division of Stafford Development Company. “The Company” is committed
to providing a safe work environment and to fostering the well being and health of its employees.
We believe that this commitment is jeopardized when any “Company” employee illegally uses
drugs on or off the job, comes to work under their influence, possesses or distributes or sells
drugs in the workplace, or abuses alcohol on the job and/or prescribed drugs. Therefore, “The
Company” has established the following policy:

1. It is a violation of “the Company” policy for any employee to use, possess, sell, trade,
offer for sale, or offer to buy illegal drugs or otherwise engage in the illegal use of drugs
on or off the job.

2. It is a violation of “the Company” policy for any employee to report to work under the

influence of or while possessing in his or her body, blood, or urine illegal drugs in any
detectable amount.
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3. It is a violation of “the Company” policy for any employee to report to work under the
influence or impaired by alcohol or to be impaired as a result of taking prescribed drugs.

4. It is a violation of “the Company” policy for any employee to be under the influence of
alcoholic beverages or to consume alcoholic beverages at any time while on “the
Company” business, or during personal breaks.

5. It is a violation of “the Company” policy for any employee to use prescription drugs
illegally, i.e., to use prescription drugs that have not been legally obtained or in a manner
or for a purpose other than as prescribed. However, nothing in this policy precludes the
appropriate use of legally prescribed medications so long as the medication does not
impair the employee’s performance, in the opinion of “the Company”.

6. Violations of this policy are subject to disciplinary action up to and including
termination. This includes first time offenders.

7. “The Company” offers resource information on various means of employee assistance in
our community, including but not limited to drug and alcohol abuse programs.
Employees are encouraged to use this resource file, which is located in the break room of
our facility. In addition, we will distribute this information to employees for their
confidential use.

GENERAL PROCEDURES

An employee reporting to work visibly impaired will be deemed unable to properly
perform required duties and will not be allowed work. If possible, the employee’s supervisor
will first seek another supervisor’s opinion to confirm the employee’s status. Next the supervisor
consults privately with the employee to determine the cause of the observation, including
whether substance abuse has occurred. If, in the opinion of the supervisor, the employee is
considered impaired, the employee will be sent home or to a medical facility by safe
transportation - depending on the determination of the observed impairment - and accompanied
by the supervisor or another employee if necessary. A drug test may be ordered. An employee
will not be allowed to drive.

Prescription drugs prescribed by the employee’s physician may be taken during work
hours. However, an employee taking a prescribed drug must notify his or her supervisor if the
use of properly prescribed prescription drugs might affect the employee’s work performance.
Abuse of prescription drugs will not be tolerated.

EMPLOYEES RIGHTS

Employees and job applicants who have a positive confirmed test result may explain or contest
the result to “the Company” within five (5) working days after “the Company” contacts the
employee or job applicant. Employee can only obtain positive test results from the laboratory.
Employees with a confirmed positive test result may, at their option and expense, have a second
confirmation test made on the same specimen. An employee will not be allowed to submit
another specimen for testing.
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The confidentiality of any information received by the employer through a substance abuse
testing program shall be maintained, except as otherwise provided by law.

PRE-EMPLOYMENT DRUG TESTING

All job applicants at “The Company” will undergo testing for the presence of illegal
drugs as a condition of employment. Any applicant with a confirmed positive test will be denied
employment.

Applicants will be required to submit voluntarily to a urinalysis test at a designated
laboratory chosen by “The Company” and by signing a consent agreement, will release “The
Company” from liability relating to said drug testing.

If the physician, official, or lab personnel have reasonable suspicion to believe that the
job-applicant has tampered with the specimen, the applicant will not be considered for
employment.

“The Company” will not discriminate against applicants for employment because of past
history of drug abuse. It is the current abuse of drugs, preventing employees from performing
their job properly, that “The Company” will not tolerate.

Individuals who have failed a pre-employment or post employment test may initiate
another inquiry with “The Company” after a period of not shorter than six (6) months; but they
must present themselves drug-free as demonstrated by urinalysis or other test selected by this
“The Company”.

EMPLOYEE TESTING

“The Company” has adopted testing practices to identify employees who use illegal drugs on or
off the job or who abuse alcohol on the job. It shall be a condition of employment for all
employees to submit to a substance abuse testing under the following circumstances:

A. When there is reasonable suspicion to believe that an employee is using illegal drugs or
abusing alcohol. “Reasonable suspicion is based on a belief that an employee is using or has
used drugs or alcohol in violation of the employer’s policy drawn from specific objective and
articulable facts and reasonable inferences drawn from those facts in light of experience”.
Among other things, such facts and inferences may be based upon, but not limited to, the
following:

1. Observable phenomena while at work such as direct observation of substance abuse or of
the physical symptoms or manifestations of being impaired due to substance abuse;

2. Abnormal conduct or erratic behavior while at work or a significant deterioration in work
performance;

3. A report of substance abuse provided by a reliable and credible source;

4. Evidence that an individual has tampered with any substance abuse test during his or her
employment with the current employer;
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5. Information that an employee has caused or contributed to an accident while at work; or

6. Evidence that an employee has used, possessed, sold, solicited, or transferred drugs while
working or while on the employer’s premises or while operating the employer’s vehicle,
machinery, or equipment.

7. A positive test resulting from a drug screening process can result in suspension from the
job without pay pending confirmation from drug test. If confirmed drug test is negative,
employee will be compensated for normal work hours and will resume employment.

B. When employees have caused or contributed to an on-the-job injury that resulted in a loss
of work time, which means any period of time during which an employee stops performing the
normal duties of employment and leaves the place of employment to seek care from a licensed
medical provider. “The Company” may also send employees for a substance abuse test if they
are involved in on-the-job accidents where personal injury or damage to company property
occurs.

C. As part of a follow-up program to treatment for drug abuse when an employee has
involuntarily entered a rehabilitation program because of positive confirmed test result. The
frequency of such testing shall be a minimum of at least once a year for a two-year period after
completion of the rehabilitation program. Advance notice of testing shall not be given to the
employee.

D. When a substance abuse test is conducted as part of a routinely scheduled employee
fitness-for-day medical examination that is part of the “The Company’s” established policy or
that is scheduled routinely for all members of an employment classification or group.

E. Random testing is conducted without individualized suspicion of a violation of the “The
Company’s” substance abuse policy. Selection is made by neutral criteria so that all employees
eligible for testing have an equal opportunity of being tested.

ALCOHOL ABUSE

The consumption or possession of alcoholic beverages on the premises of “The
Company” is prohibited. (“Company” sponsored activities, which may include the serving of
alcoholic beverages, are not included in this provision.) An employee whose normal functions
are impaired due to the consumption of alcoholic beverages, or whose blood alcohol level tests is
above one-third (1/3) the legal limit for driving, while on duty/company business shall be guilty
of misconduct, and shall be subject to discipline up to and including termination. Failure to
submit to a required substance abuse test also is misconduct and also shall be subject to
discipline up to and including termination.

It is the responsibility of “The Company” supervisors to counsel employees whenever
they see changes in performance or behavior that suggest an employee has a drug problem.
Although it is not the supervisor’s job to diagnose personal problems, the supervisor should
encourage such employees to seek help and advise them about available resources for getting
help. Everyone shares responsibility for maintaining a safe work environment, and co-workers
should encourage anyone who has a drug problem to seek help.
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The goal of this policy is to balance our respect for individuals with the need to maintain a safe,
productive, and drug-free environment. The intent of this policy is to offer a helping hand to
those who need it, while sending a clear message that the illegal use of drugs and the abuse of
alcohol are incompatible with employment at “The Company”’.

Medical Evaluations, Interviews, and Drug Screening

In reviewing applicants' qualifications for certain positions and ensuring that currently employed
workers are fit and capable of performing the essential functions of their positions, SDC requires
certain individuals to undergo physical examinations, which can include drug tests. The general
purpose of these examinations is to determine whether the individuals being tested are physically
able to perform the essential functions of the job in question without creating a significant threat
to the safety or well being of themselves, other employees, or members of the public. All of these
examinations and tests are conducted on a nondiscriminatory basis and in conformance with the
requirements of the Americans with Disabilities Act and other federal, state, and local laws
guaranteeing fair treatment and equal employment opportunity to individuals with disabilities
and members of other protected groups.

SDC attempts to arrange reasonable accommodations that it is aware that an applicant or
employee needs to take a required physical examination or test. All examinations and tests are
scheduled by the location and conducted by physicians, medical or specialty trained personnel,
or testing laboratories selected by SDC. Results of these examinations or tests are reported to
SDC’s designated medical representative or the Director of Human Resources. The Human
Resource Director, in consultation with SDC’s designated medical representative, is responsible
for determining whether an applicant has satisfactorily completed the required examinations or
tests and whether the examination or test results demonstrate the individual's ability to perform
the essential functions of the job safely, with or without a reasonable accommodation.

All applicants and employees, who are required to undergo a physical examination, including a
drug test, are asked to sign a form consenting to the release to SDC all medical information from
their examination or medical records that is related to their fitness or ability to perform the
essential functions of the job in question,

SDC takes all necessary steps to safeguard the confidentiality of all medical information,
including physical examination and test results, relating to any applicant or employee required to
submit to an employment-related physical or medical examination or drug or alcohol test. Any
and all records containing medical information about an applicant or current or former employee
are maintained by the Director of Human Resources separate and apart from the organization's
general personnel or human resource files. Access to medical information in these separate files
is granted by the Human Resource Director only to individuals with a valid and documented
need to know. In such cases, the Human Resource Director grants access to only as much
information as is needed to satisfy the individual's specific need for information from the
medical information file.

All employees who have been absent from work for medical reasons for more than seven (7)

working days may be required, depending on the specific job involved, to take a fitness-for-duty
examination, including a drug test, before returming to work.
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All costs for required medical interviews or physicals will be borne by SDC.

Immigration Law Compliance

SDC is committed to employing only United States citizens and aliens who are authorized to
wotk in the United States and does not unlawfully discriminate on the basis of citizenship or
national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a
condition of employment, must complete the Employment Eligibility Verification Form I-9 and
present documentation establishing identity and employment eligibility. Former employees who
are rehired must also complete the form if they have not completed an I-9 with SDC within the
past three years, or if their previous I-9 is no longer retained or valid.

Employees with questions or seeking more information on immigration law issues are
encouraged to contact the human resource department. Employees may raise questions or
complaints about immigration law compliance without fear of reprisal.

Hiring of Relatives

The general policy of SDC is to hire, promote, and otherwise employ people on the basis of their
job qualifications and individual merit. SDC does not prohibit the employment of relatives. For
the purposes of this policy, relatives include the following: spouse, parent, child, sibling, in-law,
grandparent, grandchild, aunt, uncle, cousin, step-relative, or any individual with whom an
employee has a close personal relationship, such as a domestic partner, co-habitant, or significant
other.

The only instances in which restrictions can be imposed on such arrangements involve the following
situations:

A supervisor/subordinate relationship is created between two related persons within the same operating
tmit; or

A real or perceived conflict of interest exists because of the employment of individuals with close

relationships at certain levels of the company or in positions where one of the employees exercises or
appears to have influence over the other's compensation, performance evaluation, or job security.

Corrective Counseling and Performance Improvement

Corrective counseling may be initiated when company management believes that an employee's
performance problem can and will be resolved through adequate counseling. Corrective
counseling is completely at the discretion of company management. The company desires to
protect its investment of time and expense devoted to employee orientation and training
whenever that goal is in the Company's best interests. The Company expressly reserves the right
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to discharge "at will." Even if corrective counseling is implemented, it may be terminated at the
discretion of management. Management, in its sole discretion, may warn, reassign, suspend, or
discharge any employee "at will," whichever it chooses, at any time.

It is essential that all disciplinary action be adequately and appropriately supported by written
documentation to protect both the rights of the Company and the rights of the employee.

The supervisor/manager, with assistance of the personnel department, will determine the course
of action best suited to the circumstances. The possible steps in corrective counseling and
performance improvement are as follows:

Verbal/written counseling (Verbal counseling must be documented)
Various discipline actions, including but not limited to:

1. Probation.
2. Suspension.
3. Involuntary Termination.

The following definitions and classification of violations, for which corrective counseling,
performance improvement, or other disciplinary action may be taken, are merely illustrative and
not limited to these examples. A particular violation may be major or minor depending on the
surrounding facts or circumstances.

1. Minor violations - Less serious violations that have some effect on the continuity,
efficiency of work, safety, and harmony within the company. They typically lead to corrective
counseling unless repeated or when unrelated incidents occur in rapid succession. Some
examples of minor violations are as follows:

A. Excessive tardiness without prior approval or excuse;

B. Unsatisfactory job performance;

C. Defacing company property;

D. Interfering with another employee's job performance;

F. Failure to observe working hours such as the schedule of starting time, quitting time,
rest and meal periods;

G. Performing unauthorized personal work on company time;

H. Failure to notify the supervisor/manager of intended absence within 15 minutes of the
start of a shift;

I. Unauthorized use of the company telephone or equipment for personal business;

2. Major Violations - More serious violations. They include any deliberate or willful infraction
of company rules and may preclude continued employment of an employee. Following are
some examples of major violations:

A. Fighting, either verbal or physical, on company premises;

B. Repeated occurrences of related or unrelated minor violations depending upon the
severity of the violation and the circumstances;

C. Any act which might endanger the safety or lives of others;

D. Departing company premises during working hours for personal reasons without the
permission of the supervisor/manager;
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E. Bringing firearms, ammunition or weapons onto the company premises, also use of
company storage facilities (such as desks, lockers, etc.) for storage of firearms,
ammunition, and weapons;

F. Deliberately stealing, destroying, abusing, defacing or damaging company property,

tools, or equipment, through abuse, indifference, neglect or carelessness, or the

property of another employee or visitor;

Disclosure of confidential company information or trade secrets to unauthorized

persons;

Willfully disregarding company policies or procedures;

Willfully falsifying any company records;

Failing to report to work without excuse or approval of management;

Intentionally punching another employee’s time card;

. Reporting to work under the influence of alcohol or drugs;

M Failure to report an accident or act of harassment;

CfREEmQ

Terminations

All employees who are leaving their jobs with Stafford for any reason are asked to participate in
an exit interview with the Human Resource Department. On their last day of employment,
employees are required to return all company property to their supervisor. Final paychecks are
mailed to a worker's home address or directly deposited in the employee's direct deposit bank
account on the next regular payday, unless state or local law requires payment sooner. Stafford
makes every effort to ensure that all terminations and separations from employment are
conducted in accordance with all provisions and requirements of applicable federal and state
laws. Terminations are to be treated in a confidential, professional manner by all concerned.

All SDC employees are “at-will” employees, Inasmuch as an employee can terminate his or her
employment relationship with the Company, at any time, and for any or no reason SDC reserves
the same right and can terminate an employee at any time and for any or no reason. The
Company subscribes to the policy of "employment at will." Continued employment with the
Company is at the sole and exclusive option of company management. Permanent employment
or employment for a specific term cannot be guaranteed or promised. Should one of our
subsidiary companies be located in a state that does not recognize the “At-Will” Policy, a 90-day
performance period will apply; however, no promises or guarantees of permanent or specific-
term employment will be made to an employee of SDC by anyone, nor will such promises or
guarantees, if made, ever be adhered to by the Company or enforced by the employee.

Terminating employees are entitled to receive pay in the amount of a pro-rated portion of
accrued, but unused PDO when working out a two week notice in advance. Employees who are
terminated or who resign without working out a two week notice will forfeit any accrued and
unused PDO. Accrued PDO is defined as all unused carry over days from the previous year and
all days actually accrued and unused for the current year.

An employee must work 15 days in a month for that month to be counted as accrued, but unused
PDO time.
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Employment with the Company is normally terminated through one of the following actions:

1. Resignation - voluntary termination by the employee;
2. Dismissal - involuntary termination by the company for any or no reason at any time;
3. Layoff - termination due to reduction of the work force or elimination of a position;

Resignation procedures - An employee desiring to terminate employment, regardless of
employee classification, is asked, as a courtesy, to give as much notice as possible. Two weeks
or ten working days is generally considered to be sufficient notice to find a replacement.
Employees who are terminated or who resign without working out a two week notice will forfeit
any accrued and unused PDO. Resigning workers are provided with information about their
rights to continue participation in SDC’s group health pan.

Should an employee resign to join a competitor, if there is any other conflict of interest, or if the
employee refuses to reveal the circumstances of his or her resignation and the future employer,
the manager may require the employee to leave the Company immediately, rather than work
during the notice period. This is not to be construed as a reflection upon the employee’s integrity
but an action in the best interests of business practice.

Discharge procedures - An employee may be dismissed at any time, for any or no reason, at the
sole and absolute discretion of company management. In the case of dismissal, the Company will
endeavor, where possible, to give some notice of its intent to dismiss an employee, however, the
Company is not required to give any such notice. Employees are advised of their rights to
continue participation in the SDC’s group health plan.

Layoff procedures - If it becomes necessary to reduce the workforce for economic or
technological reasons, SDC will make every reasonable effort to give employees affected by the
reduction in force as much advanced notice as possible. Laid-off employees are entitled to the
following benefits:

¢ COBRA health insurance continuation. Laid-off employees can continue their
coverage under SDC’s group health plan by paying the monthly premium..

Rehiring Policy

SDC is pleased to consider applications for vacancies from former employees. Former
employees who were terminated for cause, who had poor service records, or who quit without
notice are not eligible for rehire. When evaluating an application from a former employee, SDC
considers whether the former employee gave at least two weeks' notice (four weeks for salaried
employees) before voluntarily terminating his or her position with SDC.

If you are rehired, you must complete the usual 90-day performance period. After this period,
you are eligible for participation in SDC’s employee benefit plan, including health care, dental,
and life insurance benefits.

SDC calculates any pension credit for prior service as required by the Employee
Retirement Income Security Act.
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Return of Property

Employees are responsible for items issued to them by SDC or in their possession or control,
such as the following:

Cell phones, client lists, computers, credit cards, equipment, keys, laptop computers, manuals,
pagers, printers, protective equipment, radios, tools, uniforms, vehicles, written material and etc.

Employees must return all SDC property immediately upon request or upon termination of
employment. SDC may withhold from the employee’s check or final paycheck the cost of any
items that are not returned when required. SDC may also take all action deemed appropriate to
recover or protect its property.

Employee Classifications

Proper classification of employees is important to administering salaries, determining eligibility
under SDC’s employee benefits plan, and complying with employment and tax laws.

SDC offers part-time, full-time, and temporary employment opportunities to meet a variety of
staffing requirements and accommodate employee needs and preferences. SDC also uses agency
temporaries and contract workers to respond flexibly to changing staffing requirements.

All employees—whether full time, part time, or temporary—are classified as exempt or
nonexempt for overtime and minimum wage requirements.

Basic employee classifications are as follows:

Full-time regular employees are employees hired to regularly work 30 or more hours each week.
Full-time regular employees can be exempt or nonexempt.

Part-time regular employees are employees hired to regularly work fewer than 30 hours per
week. Part-time employees can be exempt or nonexempt. In general, employees who are
regularly scheduled to work 30 or more hours per week are eligible to participate in SDC’ s
employee benefits programs.

Temporary employees are part-time or full-time employees hired by SDC to work for the
duration of specific projects or assignments. Temporary assignments generally do not extend
beyond a 12-month period, unless approved by the Chief Executive QOfficer or Human Resources
Director. Temporary employees can be exempt or nonexempt.

Contract employees are employees of firms with which SDC has contracted for services or self-
employed individuals with which SDC has contracted directly.

SDC classifies each employee or position as exempt or nonexempt:
Exempt employees are not subject to federal and state overtime requirements. An employee is

exempt if determined to be an executive, administrative, or professional employee or outside
sales representative as defined by the Fair Labor Standards Act.
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Nonexempt employees are entitled to overtime time pay of at least one-and-one-half times their
regular rate for hours worked in excess of 40 hours in any workweek. Overtime is never at the
employee's discretion. It shall only be incurred and paid at the request of the company through
the employee's supervisor/manager. Supervisors/managers shall ensure that no unauthorized,
overtime hours are worked. Any employee who is not classified as exempt is nonexempt.

Position Descriptions

Position descriptions are available in the personnel department for all positions in the Company.
The items included in each position description are the following:

1. Job identification;

2. Job qualifications;

3. Summary statement;

4. Assigned responsibilities or duties; and
5. Supervisor

Position descriptions are used to determine employee selection, job requirements, performance
appraisals, organizational structure, and the relative worth of jobs in relation to each other.
Company management annually reviews all company positions to ensure equity and consistency
in our human resource system.

Overtime

Non-exempt, employees will be paid at the rate of one and one-half times their regular hourly
rate of pay for all time worked in excess of 40 hours in any one week.

Holiday pay will be counted as hours worked for the purposes of determining whether overtime
pay is owed.

Overtime is never at the employee's discretion. It shall only be incurred and paid at the request of

the company through the employee's supervisor/manager. Supervisors/managers shall ensure that
no unauthorized, overtime hours are worked.

Pay Increases

Pay increases are usually based on individual merit and improvement. We periodically review
all employees’ pay scale and compensation.

Work Day, Payday and Pay Advances

The normal workweek for hourly and “non-exempt” employees shall generally not exceed 40
hours. The normal, weekly schedule is five days a week, Monday through Friday.

Hourly and “non-exempt” employees may not work more than 40 hours per week without the
prior approval of their supervisor.
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Hire date Month End of 6 months PDOQ available

January - March July — September 6 days to be taken by Dec 31
April - June October — December 4 days to be taken by Dec 31
July — September January — March 10 days to be taken by Dec 31
October — December April — June 8 days to be taken by Dec 31

After the calendar year in which the six months of continuous service requirement is met, full-
time employees are eligible for fifteen (15) days of PDO per each following calendar year.
Vacation may not be granted for more than five successive days unless approved by your
supervisor, and only in very special circumstances.

Employees are expected to schedule their vacations with their supervisors as early as possible;
however, all requests for the current year’s vacation should be made to your supervisor no later
than October 1. You can carry over two (2) days of unused PDO from one calendar year to the
next. Any remaining unused PDO will be forfeited if not used by the end of the pay period that
included December 31(i.e., if December 31 falls on a Wednesday then you have until the
following Sunday to use any remaining PDO.) Any carryover days, will be used prior to using
eligible personal time in the new calendar year.

Furthermore, all sick days must be called in by the official start time. The Company may require
certification from your health care provider for sick leave absences.

Personal time off is paid at the employee’s base pay rate. It does not include overtime or any
special forms of compensation such as incentives, commissions, bonuses, or shift differentials.

Terminating employees are entitled to receive pay in the amount of a pro-rated portion of
accrued, but unused PDO when working out a two week notice in advance. Employees who are
terminated or who resign without working out a two week notice will forfeit any accrued, but
unused PDO. Accrued PDO is defined as all unused carry over days from the previous year and
all days actually accrued and unused for the current year, which will be pro-rated for the number
of months completed upon termination in that calendar year.

ATTENDANCE POLICY

Stafford is providing important and valuable products and services to people. In order to
accomplish this mission, it is imperative that every employee be present when scheduled to
fulfill their job expectations.

The Company awards its employees with sufficient holiday and vacation days throughout the
year. Vacation must be scheduled with one’s supervisor in advance.
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This policy details how unexcused absences are counted for the purposes of maintaining
excellent customer service throughout the business day and job performances of your co-workers
affected by your absence.

UNEXCUSED ABSENCES

Prescheduled times away from work using PDO days, and holidays are not considered unexcused
absenteeism for the purpose of this policy.

An unexcused absence occurs when an employee fails to notify his/her immediate supervisor that
they will not be attending work no later than the official start time of the same morning. If an
employee fails to report that they will be absent from work, the immediate supervisor will follow
the step disciplines as noted below.

STEP DISCIPLINE

Unexcused absences will be disciplined as follows:

STEP ONE: After the first unexcused absence not reported to your immediate supervisor, it will
be documented in the employee’s personnel file.

STEP TWO:An additional unexcused absence without notification is cause for termination of
employment.

NO CALL/NO SHOW: If the employee has already begun the step discipline process for
absenteeism when a no call/no show occurs the disciplinary process may be accelerated to the
final step.

Any no call/no show lasting three days is considered job abandonment and will result in
immediate termination of employment.

Management may consider extenuating circumstances when determining discipline for a no

call/no show (for instance, if the employee is in a serious accident and is hospitalized) and has
the right to exercise discretion in such cases.

PROCEDURES

Discipline will be delivered by the immediate supervisor, manager, or Human Resources as
circumstances require.

Management reserves the right to use its discretion in applying this policy under special or
unique circumstances.

Management reserves the right to amend or discontinue this policy at any time without notice.
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EMPLOYEE RESPONSIBILITY

It is the responsibility of the employee to contact your immediate supervisor to inform him/her
before the official start time of the same morning that you will not be working that day. When
an employee returns to work, it is also the responsibility of the employee to provide the
immediate supervisor with a signed PDO form documenting the dates and hours taken off.
Failure to report PDO time to your supervisor will be disciplined the same as an unexcused
absence through the Step Discipline procedure.

SUPERVISOR RESPONSIBILITY

It is the responsibility of the immediate supervisor to follow the above procedures for unexcused
absences. It is also the responsibility of the immediate supervisor to turn in any PDO time taken
by the employee immediately to the payroll department. This form must contain dates and hours
taken and also the signature of the supervisor approving PDO time and the signature of the
employee acknowledging the time taken. Failure to report PDO forms to payrol/HR within the
payroll cycle to which it applies will be addressed on an individual basis by the Human Resource
Department.

Jury Duty

SDC will grant employees time off for mandatory jury duty or court appearances as a witness
when the employee must serve or is required to appear as a result of a court order or subpoena. A
copy of the court order or subpoena must be supplied to the employee's supervisor/manager
when requesting time off, The employee is entitled to full pay for each day of jury duty or
service as a witness up to a maximum of (10) days per year in addition to any other paid leave.
However, time off for court appearances as a party to any civil or criminal litigation shall not be
compensated by SDC, and the employee must arrange for time off without pay or use accrued
PDO or personal leave for such appearances.

Time Off to Vote

Time off to vote will be permitted in accordance with all applicable laws.
Bereavement Leave

The Company will provide time off for employees to attend the funerals of family members and
friends. Your supervisor will approve whatever period of time is necessary and appropriate under
the circumstances.

If the conditions warrant, and the supervisor agrees, paid leave will be granted; but the amount of
paid leave time will not exceed three days at regular straight-time wages. Such leave is in
addition to all other paid leave time. Paid leave is reserved for the death of an employees spouse,
mother, father, grandmother, grandfather, sister, brother, son, daughter, stepson, stepdaughter
and adopted children.
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Bereavement pay is calculated based on the base pay rate at the time of absence and will not
include any special forms of compensation, such as incentives, commissions, bonuses, or shift
differentials.

Emergency Closings

At times, emergencies such as severe weather, fires, power failures, or earthquakes, can disrupt
company operations. In extreme cases, these circumstances may require the closing of a work
facility.

When operations are officially closed due to emergency conditions, the time off from scheduled
work will be unpaid. However, with supervisory approval, employees may use available paid
leave time, such as unused personal day benefits.

In cases where an emergency closing is not authorized, employees who fail to report for work
will not be paid for the time off. Employees essential in operations may be asked to work on a
day when operations are officially closed. In these circumstances, employees who work will
receive regular pay.

Time Off Without Pay

From time to time employees want time off without pay when they have no PDO left. Due to the
seasonal nature of our business, this request must be evaluated by your supervisor to ensure the
workforce is adequate for the seasonal business needs. Time off without pay is normally not
allowed but will be evaluated on a case-by-case basis.

Performance Evaluation

Supervisors and employees are strongly encouraged to discuss job performance and goals on an
informal, day-to-day basis. Additional formal performance evaluations may be conducted to
provide both supervisors and employees the opportunity to discuss job tasks, identify and correct

weaknesses, encourage and recognize strengths, and discuss positive, purposeful approaches for
meeting goals.

We periodically review all employees’ pay scale and compensation.

An overview of your performance and goals may be done mid-year and a final evaluation of your
performance and goals may be completed at year-end.

Merit-based pay adjustments are awarded by SDC in an effort to recognize truly superior
employee performance. The decision to award such an adjustment is dependent upon numerous
factors, including the information documented by this formal performance evaluation process.

Job Posting and Emplovee Referrals

As a member of the SDC team, we want you to stay happy and motivated and grow with us. If
you’re promoted, you will have a chance to earn more money and receive more benefits.
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SDC provides employees an opportunity to indicate their interest in open positions and advance
within the organization according to their skills and experience.

To apply for an open position, employees should submit a job posting application to the Manager
listing job-related skills and accomplishments. It should also describe how their current
experience with SDC and prior work experience and/or education qualifies them for the position.

SDC also encourages employees to identify friends or acquaintances that are interested in
employment opportunities and refer qualified outside applicants for posted jobs. Employees
should obtain permission from the individual before making a referral or sharing their knowledge
of our organization, and they should not make commitments or oral promises of employment.

An employee should submit the referral’s resume and/or completed application form to the
Manager for a posted job. If the referral is interviewed the referring employee will be notified of
the initial interview and the final decision.

Leave of Absence

Family Medical Leave

SDC is aware of and complies with all provisions of the Family and Medical Leave Act. In that
light, Stafford provides eligible employees up to 12 work weeks of leave in a 12-month period
for the care of certain family members with a serious health condition, because of the birth or
adoption of a child, or because of the employee’s own health condition. SDC will also provide
up to 26 weeks of FMLA leave to eligible employees for the care of recovering injured or ill
military service members.

Employees with at least 12 months of service and with at least 1250 hours of service in the last
12 months are eligible for family leave.

Employees who believe they are eligible for family or medical leave should request a leave form
from Human Resources at least 30 days in advance of a foreseeable family or medical leave
need. If the initial period of approved absence proves insufficient, consideration will be given to
a request for any extension. With the supervisor’s approval, employees must take any vacation
leave or sick leave as part of the approved period of leave, to run simultaneously.

If the leave is not foreseeable, employees must give as much notice as possible.

A physician’s statement may be required verifying the medical disability and its beginning and
expected ending dates. Any changes in this information should be promptly reported to the
employer. Employees returning from medical leave may be required to provide a physician’s
verification of their fitness to return to work.

Eligible employees are normally granted leave for the period of the disability, up to a maximum

of 12 weeks of leave during any 12-month period. The 12-month period begins on the first day
of leave.
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Stafford will continue to provide health insurance benefits for the full period of the approved
medical leave (not to exceed 12 weeks). Eligible employees must pay the premium on their
medical plan policy during their leave, under the regular schedule for such payment. Stafford is
not required to maintain group health coverage following the end of the 12-week period.

Employees who sustain work-related injuries are eligible for a medical leave of absence for the
period of disability in accordance with all applicable laws covering occupational disabilities.

Benefit accruals, such as vacation or holiday benefits, will be suspended during the leave and
will resume upon return to active employment.

When a medical leave ends, the employee is entitled to be returned to the position the employee
held immediately prior to the leave or be restored to an equivalent position. Except when legally
required, Stafford cannot guarantee reinstatement in all cases.

If an employee fails to report to work promptly at the end of the family or medical leave,
Stafford will assume that the employee has resigned.

Military Leave

SDC complies with all federal and state laws concerning military leave; and, SDC will grant
military leave to individuals who request it, and are eligible for it, under the various veterans’
rights statutes.

In general, employees who foresee a need for military leave must request such leave in writing at
least 30 days prior to the beginning of the requested leave. Such a leave will be granted to
regular, full-time and part-time employees, to attend scheduled drills or training or if called to
active duty with the U.S. armed services.

Employees may use any available, paid time-off for a military leave of absence. Subject to the
terms, conditions, and limitations of the applicable plans for which an employee is otherwise
eligible, health insurance benefits will be provided by SDC for leaves of two weeks or less. An
employee may, at his or her option, continue coverage, again, subject to the terms, conditions,
and limitations of the applicable plans, by being responsible for the full cost of such
continuation.

Every reasonable effort will be made to return eligible employees to their previous position or a
comparable one. They will be treated as though they were continuously employed for purposes
of determining benefits based on length of service, such as the rate of PDO accrual and job
seniority rights.

Other Medical or Personal Leave

Leaves of absence without pay may at times be requested by employees even though the leave is
not qualified under the FMLA or is not military leave as outlined above. In those cases, an
employee must submit a request in writing to his or her supervisor/manager. Managers will
forward the request for final approval to the personnel department accompanied by the
supervisor's/manager's recommendation. The employee is expected to request leave with as
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much advance notice as possible. Leaves of absence will not be granted for periods less than two
weeks in duration. Vacation or:sick leave should be used first for such absences.
The reason for leave should fall into one of the following categories:

1. Medical or family (not qualified for FMLA).
2. Military (not required by veterans’ rights statutes).
3. Personal.

The employee has the responsibility to keep management and bookkeeping advised of the leave
situation and to contact his or her supervisor/manager at least two weeks prior to the expiration
of the approved leave to discuss return to work. If the employee desires voluntary termination,
this should be reported as soon as possible. SDC will make a reasonable effort, consistent with
good business practices and company needs to reinstate an employee to the same position he or
she previously occupied, or to a similar position, following a leave of absence. However, in the
case of leaves over twelve weeks, the company cannot guarantee that the same or a similar
position will be available at the time an employee desires to return to work, or thereafter. If this
situation occurs, SDC reserves:the right to offer the employee a lower-level position, if one is
available, at the appropriate salary for such a position. An exception to this rule is where an
employee is guaranteed re-employment rights under federal or state laws.

Benefits Determination

1. Holidays. To be paid for a holiday, a full time employee must be in active pay status
the day before and the day after the holiday. Employees are not eligible to receive pay
for any holiday during the leave period.

2. Vacation. No vacation hours are accrued during the leave period. Employees
requesting a leave of absence for medical or military reasons may choose to use all
accrued vacation before beginning leave of absence. Employees requesting personal
leave of absence must use all accrued vacation before beginning leave of absence.

3. Sick or Personal. No sick or personal hours are accumulated during
the leave period. Permissive or mandatory use of accumulated sick
or personal leave is governed by the rules in paragraph 2, above.

4. Insurance. The company will continue the employee's insurance
benefits on leave of absence approved for only medical reasons
The employee will be required to continue to pay their portion of
premium to SDC on a Bi-weekly basis.

In the case of military leaves, insurance benefits will be continued
for up to 10 working days per year starting with the day military
leave begins. It is understood that the employee will pay the entire
premium to Stafford Development before the premium becomes due.

5. Profit Sharing. An otherwise eligible employee will be entitled to profit-sharing
while on leave of absence in accordance with the rules of the profit sharing plan and
related policy. If the leave began before eligibility was established, eligibility will be
postponed until the employee returns to work.

Notwithstanding the above, an. employee on leave of absence who fails to return to work will be

terminated, as a voluntary quit, effective his or her last day of work or paid leave (vacation, sick,
or PDQ), whichever is later.
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Profit Sharing Plan

SDC currently offers a 401(k) profit-sharing plan. All full-time employees completing 90 days
of continuous service, and having attained the age of 21, are eligible to enroll at the first of each
quarter. Details of this plan are in the Summary Plan Description that is provided to you upon-
satisfaction of eligibility requirements.

Business Gifts

The Company prohibits employees from accepting gifts or special favors from those individuals
or firms with whom we do business. We feel that such activity is un-business like and
unprofessional and could place us in compromised positions that are not in the best interest of the
Company. From time to time certain sales incentives are offered by various vendors to be paid
to sales personnel. The general manager must approve all vendor incentive programs.

Dispute Resolution Policy

The following dispute resolution procedure is available to all regular status employees who are
not covered by a union contract. The intention of the dispute resolution procedure is to ensure
employees fair treatment and prompt resolution of disputes. Employees are encouraged to
discuss any work-related problem or dispute with management and are promised that no
retaliation is taken for using this procedure.

SDC will process Disputes under a Step-review System. The following Steps should be taken:
Step 1: Problems and disputes should be discussed with the employee's supervisor.

Step 2: If the employee and supervisor are unable to settle their differences, the employee
should submit a written description of his or her complaint to the department head within five
working days. The written complaint must include all details, a full explanation of why the
employee believes the situation or disciplinary action is unfair, and the remedy the employee
secks. The department head must conduct an immediate investigation. The department head must
meet with the employee to discuss the problem. If appropriate, the department head meets with
the employee and supervisor tagether to attempt to resolve the dispute. The department head
must issue a written decision within five working days after the meeting.

Step 3; If the employee is not satisfied with the department head's decision, the employee can
appeal to the Human Resources Director, submitting the step two written complaint and any
additional information within five working days. The Human Resources Director must meet with
the employee within five working days of the request for the meeting. The Human Resources
Director must respond within 10 working days of the meeting.

Step 4: If you are still unsatisfied with decisions made by following, Steps 1, 2 and 3 your

complaint will be referred to a Senior Executive Officer who will render a final decision with 10
working days.
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Grievance Procedure

In coordination with the "Corrective Counseling” policy, an employee may express a verbal
grievance to his or her immediate supervisor. If the concern is not resolved to the employee's
satisfaction within one week, the employee may put in writing the details of his or her grievance
and submit the grievance to the immediate supervisor. The written statement will be reviewed by
the appropriate personnel, who may appoint an independent person to resolve the matter or take
any other action as may be warranted in the circumstances. The employee and his or her
supervisor may request a hearing with the appointed person for resolution of the problem. In
such case, the problem will be discussed in the presence of the employee and supervisor.
Decisions will be reduced to writing, a copy given to the employee and supervisor, with the
original kept by the personnel director. A copy will be filed in the employee's personnel file
when appropriate. '

Employee Privacy

SDC recognizes our employees' rights to privacy. In achieving this goal, the company adopts
these basic principles:

1. The collection of employee information will be limited to that needed by the
company for business and legal purposes.

2. The confidentiality of all personal information in our records will be protected.

3. Allin-house employees involved in record keeping will be required to adhere to these
policies and practices. Violations of this policy will result in disciplinary action.

4. Internal access to employee records will be limited to those employees having an
authorized, business-related "need-to-know." Access may also be given to third
parties, including gévernment agencies, pursuant to court order or subpoena.

5. The Company will refuse to release personal information to outside sources without
the employee's written approval unless legally required to so do.

6. Employees are permitted to see the personal information maintained about them in
the company records. They may correct inaccurate factual information or submit
written comments in disagreement with any material contained in their records.

Computer and E-mail Usage

Because SDC provides the E-Mail system to assist you in the performance of your job; these
systems are for official Company business. Incidental and occasional personal use of e-mail is
permitted by the Company, but these messages will be treated as other messages. Any personal
use of E-Mail is to be conducted during non-working time. Because the company’s computer
network, individual hard drives, and E-Mail systems are Company property, your personal
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message can be accessed by Company management without prior notice. Thus, there is no
expectation of privacy in the use of these systems, and you should not use E-Mail to transmit any
messages you would not want tead by a third party. Accordingly, take care to ensure that your
messages are courteous, professional, and businesslike.

Because computers, computer files, the E-Mail system, and software furnished to employees are
Company property intended for business use, employees should not use a password, access a file
or retrieve any stored communications, or load any software (including screen savers) onto a
computer without prior authorization from Company management. To ensure compliance with
this policy, computer and E-Mail usage may be monitored.

SDC strives to maintain a workplace free of harassment and respectful of the diversity of its
employees. Therefore, the Company prohibits the use of computers and the E-Mail system in
ways that are disruptive, offensive to others, or harmful to morale.

For example, the display or transmission of sexually explicit images, messages, and cartoons is
not allowed. Other such misuse includes, but is not limited to: ethnic slurs, racial comments,
off-color jokes, or anything that may be reasonably construed as harassment or showing
inappropriate disrespect for others.

General Company E-Mail may not be used to solicit others for non-business matters. However,
to the extent the Company provides electronic bulletin board folders, these folders may be
utilized to communicate selectéd non-business solicitation, such as cookies/candy sales in
support of a civic organization. All such messages are subject to review and deletion if deemed
inappropriate by Company management.

SDC purchases and licenses the use of various computer software for business purposes and does
not own the copyright to the sdftware license agreement. The Company prohibits the illegal
duplication of software and its related documentation.

Employees should notify their immediate supervisor or any other member of management upon
learning of violations of this pdlicy. Employees who violate this policy will be subject to
disciplinary action, up to and including termination of employment.

Because of the risk of computer viruses, employees should consult with Company management
before opening an unknown file attached to an E-Mail or sent from an unknown, unfamiliar or
unsolicited source.

Company Supplies, Equipment, and Telephone Policy

Company supplies and equipment such as postage meters, copiers, and fax machines etc., are
intended for use on company business only. Personal use of these supplies and equipment is
permitted only with management approval and by filling out and signing all required paper work.
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A large percentage of the company's business is transacted by telephone. The telephone
equipment of the company is provided for the purpose of providing service to our customers;
therefore, it is necessary to limit your personal calls to an absolute minimum number. Personal
calls should only be made in case of absolute necessity or emergency. If non-emergency personal
calls must be made, please arrange to make them during your break or lunch period. No long-
distance, personal calls may be made on company phones.

Internet Usage

Internet access to global electronic information resources on the World Wide Web is provided by
SDC in order to assist employdes in obtaining work-related data and technology. The following
guidelines have been established to help ensure responsible and productive Internet usage.

While Internet usage is intended for job-related activities, personal use is permitted ONLY
during non-business hours (before 8:00 a.m. or after 6:00 p.m. — Monday through Friday).
Lunchtime use of the internet for personal reasons is not permitted.

All Internet data that is composed, transmitted or received via our computer communications
systems is considered to be part of the official records of the Company and, as such, is subject to
disclosure to law enforcement or other third parties. Consequently, employees should always
ensure that the business information contained in Internet E-Mail messages and other
transmissions is accurate, appropriate, ethical, and lawful. There is no expectation of privacy in
use of the Company’s Internet access.

The equipment, services and technology provided to access the Internet remain at all times the
property of the Company. As such, the Company reserves the right to monitor Internet traffic,
and to retrieve and read any data composed, sent or received through our online connections and
stored in our computer systems.

Data that is composed, transmitted, accessed, or received via the Internet must not contain
materials that could reasonably be considered discriminatory, offensive, obscene, threatening,
harassing, intimidating or disruptive to any employee or other person. Examples of unacceptable
content may include, but are not limited to: sexual comments or images, racial slurs, gender-
specific comments, or any other comments or images that could reasonably offend someone on
the basis of race, age, sex, religious or political beliefs, national origin, disability, sexual
orientation or any other characteristic protected by law.

The unauthorized use, installation, copying or distribution of copyrighted, trademarked, or
patented material on the Internet is expressly prohibited. As a general rule, if an employee did
not create material, does not own the rights to it, or has not gotten authorization for its use, it
should not be put on the Internet. Employees are also responsible for ensuring that the person
sending any material over the Internet has the appropriate distribution rights.

Internet users should take the necessary anti-virus precautions before downloading or copying

any file from the Internet. All downloaded files are to be checked for viruses; all compressed
files are to be checked before and after decompression.
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Abuse of the Internet access provided by the Company in violation of the law or Company
policies will result in disciplinary action, up to and including termination of employment.
Employees may also be held personally liable for any violations of this policy. The following
behaviors are examples of previously stated or additional actions and activities that are
prohibited and can result in disciplinary action:

Sending or posting discriminatory, harassing or threatening messages or images

Using the organization’s time and resources for personal gain

Stealing, using, or disclosing someone else’s code or password without authorization

Copying, pirating, or downloading software and electronic files without permission

Sending or posting confidential material, trade secrets, or proprietary information outside

of the organization

Violating copyright law

» Failing to observe licensing agreements

» Engaging in unauthorized transactions that may incur a cost to the organization or initiate
unwanted Internet services and transmissions

* Sending or posting messages or material that could damage the organization’s image or

reputation _

Participating in the viewing or exchange of pornography or obscene materials

Sending or posting messages that defame or slander other individuals

Attempting to break intp the computer system of another organization or person

Refusing to cooperate with a security investigation

Sending or posting chain letters, solicitations or advertisements not related to business

purposes or activities

= Using the Internet for political causes or activities, religious activities, or any sort of

gambling

Jeopardizing the security of the organization’s electronic communications system

Sending or posting messages that disparage another organization’s products or services

Passing off personal views as representing those of the organization

Sending anonymous E-Mail messages

Engaging in any illegal:activities

Workplace Monitoring

Workplace monitoring may be conducted by SDC to ensure quality control, employee safety,
security, and client satisfaction, SDC wishes to maintain a work environment that is free of
illegal drugs, alcohol, firearms, explosives or other improper materials. To this end, SDC
prohibits the possession, transfer, sale or use of such materials on its premises. SDC requires the
cooperation of all employees in administering this policy.

Computers fumished to employees are the property of the Company. As such, computer usage
and files may be monitored or accessed.

Desk, lockers, and other storage devices may be provided for the convenience of employees but
remains the sole property of SDC. Accordingly, they, as well as any articles found within them,
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can be inspected by any agent or representative of SDC at any time, either with or without prior
notice.

SDC likewise wishes to discourage theft or unauthorized possession of the property of
employees, SDC, visitors, and customers. To facilitate enforcement of this policy, SDC or its
representative may inspect not only desks and lockers but also persons entering and/or leaving
the premises and any packages or other belongings. Any employee who wishes to avoid
inspection of any articles or materials should not bring such items onto SDC’S premises.

Every effort will be made to guarantee that workplace monitoring is done in an ethical and
respectful manner.

Grooming

It is the policy of SDC to not allow facial hair other than a neatly trimmed and groomed
mustache, and the mustache must stay at or above the lip line. Exceptions to this policy may be
granted upon request for medical, ethnic, or religious reasons.

An employee that requests an éxception to this rule must provide the necessary documentation
(i.e. Doctors’ note, religious documentation, etc). If an exception is granted all facial hair must
be neatly trimmed and groometl and shall not exceed in length of more the 2 inches.

Any employee that is required to wear protective gear where facial hair will interfere with the
effective operation of the equipment and the safety of the employee will be required to remove
all obstructive facial hair.

Dress Code

Stafford's dress code is business casual Monday through Thursday. Blue jeans are allowed only
on Fridays. However, all Stafford employees should use appropriate judgment when visitors are
expected or when they are visiting other offices.

It is impossible to define all apparel, which is suitable, or unsuitable under our dress code, and as
members of the same team, we should all strive to uphold the highest standards of appearance.
However, to assist all of us, Stafford has identified some general guidelines for dress, both
during the week and on jean day, as follows:

1. The following clothing is unacceptable under any circumstances:

Blue jeans (except on Fridays); shorts on men; clothing which contains holes, is faded or is
otherwise in disrepair; absence.of socks on men; see-through tops; tank tops; "short-shorts"; t-
shirts for men or any t-shirt for- women which contains advertising or slogans; hats; sweatpants;
sweatshirts; warm-up or jogging suits; spandex; "micro” miniskirts; tops or dresses with
spaghetti straps; halter or tube tops; oversized or "grunge” clothing; thong slippers; athletic shoes
or other exercise shoes; extreme hair or make-up; and jewelry which pierces any visible body
parts (except for ears).

2. The following clothing is acceptable as business casual clothing.

Updated April 1, 2008 33



The absence of hosiery for women (provided long skirts/dresses that are a minimum of seven (7)
inches below the knee or pants:are worn); knee length skorts; leggings/stirrup pants with a long
top; casual slacks (such as khakis or jeans in any color but denim); and golf shirts.

3. The following clothing is cansidered appropriate as business casual or when the presence of
visitors or other circumstances calls for more formal business attire.

Dress pants for women; knee-length dress shorts or culottes if part of a suit; and open-toed shoes
or dress sandals for women.

To avoid further questions on the issues of hosiery:

* Men must wear socks at all times.
* Women must wear hosiery at'all times except when dresses/skirts are a minimum of 7 inches
below the knee or pants are worn.

This list cannot possibly detail every type of apparel, and everyone is subject to review for
appropriateness of dress whether or not the item is listed herein. Additionally, exceptions to these
rules will be made in the case df medical need, special individual circumstances, or other
accommodation required by law. If any employee believes s/he is unable to follow the dress code
policy for such a reason, s/he should contact Human Resources. A doctor's excuse also may be
required. Ultimately, it will be the responsibility of President of the Company (or individuals
appointed by the President) to enforce these rules. Complaints of a potential violation should be
made to Human Resources, which will then be forwarded to the manager in charge.

In the event that a dress code violation exists, one or more of the following disciplinary steps
may be pursued:

1. A formal oral warning, which is recorded in the employee's personnel file;

2. Requiring the employee to ghange (including by way of going home) to correct the
violation, and a written warning placed in the employee's file;

3. Placement on thirty-day probation;

4. Termination.

Although no formal dress codeé exists, you are asked to wear articles of clothing suitable to the
type of work you do and the environment in which you work. Uniforms should be clean, neat
and shirt tales tucked in wom with a belt.
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Conflict of Interest

Employees have an obligation to conduct business within guidelines that prohibit actual or
potential conflicts of interest. 'iThis policy establishes only the framework within which SDC
wishes the business to operate.. The purpose of these guidelines is to provide general direction so
that employees can see further clarification on issues related to the subject of acceptable
standards of operation. Contadt the general manager for more information or questions about
conflicts of interest.

Transactions with outside firms or individuals must be conducted within a framework established
and controlled by the executive level of SDC. Business dealings with outside firms should not
result in unusual gains for those firms or individuals. Unusual gain refers to bribes, product
bonuses, special fringe benefits, unusual price breaks, kickback, substantial gift, special
consideration and other windfalls designed to ultimately benefit either the employer, the
employee or both. Promotional plans that could be interpreted to involve unusual gain require
specific executive-level approval.

SDC’S Conflict of Interest polilcy also highlights a number of ways and situations in which a
conflict could develop between SDC and an employee. Some examples of such conflict may
include:

1. Disclosing confidentialior “inside” information to unauthorized individuals.

2. Accepting gifts or favors from someone who does business, or wants to do business with
SDC. :

3. Working for a businessithat competes with SDC.

4. Qutside or dual employment that in any way interferes with the performance of an
employee’s duties and tesponsibilities is not permitted.

5. An employee in a position to influence a decision that may result in a personal gain for
that employee or a relative as a result of SDC’S business dealings.

Non-Disclosure

The protection of confidential business information and trade secrets is vital to the interest and
the success of SDC. Such confidential information includes, but is not limited to, the following
examples. '

Compensation data.

Computer processes.

Computer programs and codes.

Customer lists. :

Customer preferences.

Financial information, including margins, incentives and all other private financial data
and statistics.

Marketing strategies.

New materials research;

Pending projects and proposals.

Sk wh e~
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All employees may be required to sign a non-disclosure agreement as a condition of
employment. Employees who iimproperly use or disclose trade secrets or confidential business
information will be subject to disciplinary action, up to and including termination of employment
and legal action, for damages and injunctive relief even in situation where they do not actually
benefit from the disclosed information.

Outside Employment

Employees may hold outside jobs as long as they meet the performance standards of their job
with SDC. All employees will be judged by the same performance standards and will be subject
to SDC scheduling demands, regardless of any existing outside work requirements.

If SDC determines that an em :1oyee’s outside work interferes with their performance or the
ability to meet the requirements of SDC as they are modified from time to time, the employee
may be asked to terminate the outside employment if he or she wishes to remain with SDC.

Outside employment that constitutes a conflict of interest is prohibited. This specifically
includes but is not limited to, farming and equipment repairs. If you plan to accept part time
employment that may create a tonflict of interest with SDC, you should submit a written request
for prior approval through your supervisor to the general manager. The following information
should be submitted in the request:

Daily hours to be worked ;i:er week

Place of employment and é descnptlon of the business of such other employer.

Job title.

Duration of employment.

Type of work.

kWM~

It is not the intention of SDC t¢ deny any reasonable request made in this manner. Since you are
being paid for a full work week here, you should understand that no outside employment should

interfere with the performance iof your duties with SDC, and it should not create any conflicts of
interests with the business of SDC

Employee Purchases

As soon as you become a SDCé employee you are eligible to purchase parts and advertisement
products (boots, hats, jackets, shirts, etc.) for personal usage at cost plus ten percent. The general
manager must approve major items such as the purchase of new and used equipment.

Only you and your spouse can use your discount.

Purchases by you for your non-dependants, such as your parents, siblings and other friends or
relatives are not eligible for your discount. Also, you can’t use your discount to buy:

A. Merchandise for anyon¢ who is going to pay you back.

B. Items you sell or exchange for a profit.
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Solicitation

In an effort to ensure a productive and harmonious work environment, persons not employed by
SDC may not solicit or distribute literature in the workplace at any time for any purpose.

SDC recognizes that employees may have interests in events and organizations outside the
workplace. However, employées may not solicit or distribute literature concerning these
activities during working time., (Working time does not include lunch periods, work breaks, or
any other periods in which employees are not on duty.)

In addition, the posting of written solicitations on company bulletin boards is restricted. These
bulletin boards display importdnt information, and employees should consult them frequently
for: '

Affirmative Action Statements.

Employee announcemepts.

Internal memoranda.

Job openings. :

Organization announcements.

Payday notice.

Worker’s compensation insurance information.

State disability insuranc:,:e/unemployment insurance information.

Other information as may be required by law.

e e Al

If employees have a message oif interest to the workplace, they may submit it to the Manager for
approval. All approved messages will be posted by the Manager.

Safe Workplace

Safety is a very important part of your job, and some duties require the wearing or the use of
safety equipment. We are con¢erned with your safety and continually review our safety
regulations in an effort to help :avoid injury. Each month a safety meeting will be conducted at
each location. A training log indicating the topic covered, person conducting the training, date of
training and employees attending the safety meeting will be documented.

Some of the best safety improvement ideas come from employees. Those with ideas, concerns,
or suggestions for improved safety in the workplace are encouraged to raise them with their
supervisor, or with another supervisor or manager, or bring them to the attention of the safety
director. Reports and concerns about workplace safety issues may be made without fear of
reprisal.

The following safety rules have been established in an effort to make SDC a safe place to work.
Please familiarize yourself with these rules and be on guard so that accidents will be avoided.
1. Clean up all spills, keep floors clean and clutter-free. This will help prevent slips and
falls.
2. Exercise caution when lifting or handling weight. Remember to ask for help where
necessary when lifting. This will help prevent strains and sprains.
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Use extreme caution when handling flammables.

No loose clothing, especially loose shirttails.

Only authorized personmel may operate power equipment, power cranes, or welding

equipment.

6. Observe any and all warning 31gns

7. Use eye protection at all times in work area. Wear goggles while grinding and proper
helmet and gloves while welding.

8. Running and horseplayiis prohibited at all times on company property.

9. Use caution when using booms and winches — observe the surrounding area for hazards
during use.

10. Familiarize yourself w1th fire extinguisher locations, exits, eye wash station and first aid
kits.

11. Keep eyewash unobstricted and in good working condition.

12. Don’t climb part shelvqs We don’t want you to fall and get hurt.

13. Use ladders and lifts that are properly designed for the type of job you are doing.

14. Don’t ride on pallet jac}(s forklifts, and carts. It’s dangerous!

15. Keep all equipment in perfect working order.

16. Make sure all guards and safety devices are left in place.

17. When cleaning equipment, make sure it is reassembled correctly.

18. Must be 18 to use power equipment, and approved by your supervisor on its use.

19. Use good personal hygiene — be sure to wash hands prior to handling or eating food.

Avoid contamination of food from chemicals you have handled.

bl

Each employee is expected to (j)bey safety rules and to exercise caution in all work activities.
Employees must immediately teport any unsafe condition to the appropriate supervisor.
Employees who violate safety standards, who cause hazardous or dangerous situations, or who
fail to report or, where appropriate, remedy such situations, may be subject to disciplinary action,
up to and including terminatioril of employment.

It is required that all accidents that result in injuries be reported to the employee’s supervisor at
the time they occur regardless pf how minor or insignificant the injury may seem. Such reports
are necessary to comply with laws and initiate insurance and workers’ compensation benefits
procedures.

How to Report an Accident
General Liability Reporting Pi_} ocedures

If a customer complains of injuries or sicknesses that occur on our property or from a product we
provide, it is very important that we obtain the necessary information, so that the problem can be
taken care of in a timely and efficient manner.

When a customer notifies any ¢mployee of a problem such as a slip or fall or food illness, please
listen to the customer and writ¢ down everything the customer says without making any
comments about the accident to the customer.
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Vehicle Accident Reporting P¢ ocedures

With the possible exception oflincidents involving serious injuries to the employee, an initial
report of all vehicle accidents should be communicated to the Human Resources Coordinator
within twenty-four hours.

Weorker’s Compensation Insg’rance

All employees are covered by Worker’s Compensation Insurance, as required by law. SDC
provides a comprehensive workers’ compensation insurance program at no cost to employees.
This program covers any injury or illness sustained in the course of employment that requires
medical, surgical, or hospital treatment. Subject to applicable legal requirements, workers’
compensation insurance provides benefits after a short waiting period or, if the employee is
hospitalized, immediately.

Awards are limited to "disability or death" sustained while in the performance of the employee's
duties with SDC, but not caused willfully by the employee or by intoxication. The act covers
medical expenses due to the disability and may require the employee to undergo job re-training.
A disabled employee receives that salary benefits as required by law during the disability and
may receive more for permanent physical injuries, or if he or she has dependents. The act
provides compensation for survivors of employees who are killed. The act is administered by the
Office of Workers' Compensation Programs.

If you have a covered injury and are not immediately released to full duty by the doctor, SDC
may require you to participate in a “light duty program”. Your failure to participate in an
assigned “light duty” program could cause you to forfeit some or all of your benefits.

Report any “on the job” injury or incident immediately to your supervisor. No matter how minor
an on-the-job injury may appear, it is important that it be reported immediately. Failure to
immediately report “on the job” injury or incident may jeopardize any claims for benefits.

Neither SDC nor the insurancei carrier will be liable for the payment of workers’ compensation
benefits for injuries that occur during an employee’s voluntary participation in any off-duty
recreational, social, or athletic activity sponsored by SDC.

Visitors in the Workplace

To provide for the safety and sgcurity of employees and the facilities at SDC, only authorized
visitors are allowed in the workplace. Restricting unauthorized visitors helps maintain safety
standards, protects against theﬁt, ensures security of equipment, protects confidential information,
safeguards employee welfare, and avoids potential distractions and disturbances.

All visitors should enter SDC #t the main entrance. Authorized visitors will receive directions or

be escorted to their destination. Employees are responsible for the conduct and safety of their
visitors. :
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If an unauthorized individual i$ observed on SDC premises, employees should immediately
notify their supervisor or, if netessary, direct the individual to the main entrance.

Parking

If you drive to work: i
e Park in the designated dreas for SDC employees.
» Always lock your car. |
¢ SDC is not responsible if your car or its contents are stolen or damaged while in the
parking lot. '

Make sure our customers have adequate parking available.
Right-to Know — MSDS

SDC sells a lot of chemicals, at:arosols, hydraulic oil, motor oil, brake fluid, coolants, etc. SDC
uses a lot of chemicals also from cleaners to paint.

The federal government says you have the right to know about any hazardous or non-hazardous
chemicals we use, We agree.

Material Safety Data Sheets (MSDS) are available for products we use — This information is kept
at every operation, please famijjaﬁze yourself with its location and how to use the information.

Company Tools

In our business it is necessary that we have a wide variety of specialized tools. We have made a
substantial investment in those tools — an investment that has resulted in doing work on our
customer’s machines in a shortgr time frame and with even more precision and accuracy. We
keep abreast of out tool requirements and do not hesitate to purchase new tools if they meet the
criteria of efficiency. :

These tools are to be used by ojir service technicians who check them out of the tool storage
room. At the completion of a repair job or at the end of the workday these tools are to be
returned clean and in perfect working order. Any special tool malfunctions or breakage is to be
reported to the service foreman or supervisor.

Emplovee Tools

The technician’s hand tools areithe employees’ own property and responsibility. All employees’
tools are insured while on SDC’S property, subject to the following conditions:

1. A complete list of toolsclaimed must be on file prior to loss or damage.

2. All claims will be subjert to the appropriate deductibles.

3. Employee may be asked for proof of cost for past and recent purchases.
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Use of Company Property

The use of company property is a common courtesy to be respected by you the employee. It is
important that all employees take good care of all company property and use it as the
manufacturer intended. Rem%ﬁber taking good care of company property will extend its life
expectancy; therefore the company will have more money to invest in its number one asset “you
the employee”. To insure maxjmum efficiency and safety follow the following rules:

1. Company property refets to all items owned by the company; this includes vehicles,
parts, new equipment, used equipment, shop tools, office equipment, building facilities
and etc.

2. Inspect all equipment ahd vehicles for proper operating conditions (oil level, radiator, oil
pressure and etc.) and perform any daily maintenance or repairs that are required prior to
using.

3. Should you find or 1ncqr any damage to company property inform your supervisor of this
situation immediately. :

4. Company property may not be used for personal use unless special arrangements are
made in advance with the general manager.

5. Operating any companjr property in an unsafe, negligent and /or abusive manner will be
grounds for dismissal or suspension.

6. We are required to pay sales tax on all materials used for the enhancement or repairs of
company property, pledse make sure all materials used for this purpose are properly
identified.

7. Schedule all malntenanpe requirements through the service department of local dealer.

Receipts are required for all pujrchases related to company property. This is so proper
accounting, payment allocatlotis and reimbursements can be made.

Business Use of Personal VeQicle

SDC will reimburse for approvied use of a personal vehicle at the current IRS mileage allowance
rate to a de mimimis user. If ybu use your personal vehicle it must have insurance coverage
equal to or in excess of federal jand state liability limits. However, we recommend the use of
company vehicles first whenevbr possible.

If you use your personal vehlclb for business use, SDC will not be responsible for any damage to
personal property or non company vehicle, or any violations, fines, towing fees, etc.

Employees holding jobs requi ng regular driving for business as an essential job function and
using their own personal vehicle, must be able to meet the driver approval standards at all times
and maintain the following requlrements

Any person operating a personal vehicle for any Company purpose must:

1. Possess a valid United $tates driver's license issued by the Department of Motor Vehicles
from the driver’s statd of residence, relevant for the lawful operation of the particular
vehicle to be used;

2. For any personal vehicle, you must have the following minimum limits of liability:

A. Bodily Injury and Property Damage $300,000 Combined Single Limit
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3.

5

Medical Payments $1,000
-==-Ql--=-=- :
B. Bodily Injury - $100,000 each person/$300,000 each accident
Property Damage - $100,000
Medical Payments $1,000
Waived for employees with de minimis use only. These users are subject to the states
insurance requirements and laws.
For any vehicle use, you must provide the following items initially upon hire and on an
annual basis to the HR Dept;

1. Required Proofi A) Certificate of Coverage from your insurance company; B)
Copy of Valid Insurance Card; C) Valid Driver's License

2. Motor Vehicle Record Verification: Give consent for a MVR check upon hire
and annually thereafter.

3. The above information must be submitted to the HR department annually. If you
have any insurance carrier or coverage changes throughout the year, please make
sure that you notify us. To save you time, provide your insurance carrier our
name and address and they can provide us with your information directly.

Stafford Develqpment Company, PO Box 269, Tifton, GA 31793
Understand that you will be subject to termination of employment if driving is a
requirement of your job and the insurance company denies you coverage. This also
applies to any employee that is not approved by our insurance carrier to operate
vehicles. -

. Report all license suspensions_and revocations to the Human Resources within one
working day of any such violation or change.
6. Agree to operate the vehicle in accordance with all applicable laws;

7. Agree that all traffic viglations and citations are the sole responsibility of the driver; and

8.

Agree to notify The IStafford Companies HR Dept of any accidents, theft, damage
incurred while on company business and during business hours (personal vehicle used
for business purposes or a company vehicle) within the next business day.

The commission of any of thei following events while operating a personal vehicle for business
use or a company provided vebicle may result in discipline, up to and including the termination
of employment: j

1.

ANl ol ol

Operating a vehicle without an appropriate and valid driver's license or after a license has
been suspended or revoked;

Failing to obey all applicable traffic regulations while operating a vehicle,

Operating a motor vehi¢le in a reckless or unsafe manner,

Failing to immediately report an accident,

Transporting passengers who have not secured seatbelts,

Operating a motor vehi¢le while impaired by or under the influence of alcohol or drugs.

When using any personal vehicle for a Company-sponsored activity, the employee acknowledges
that the employee’s automobile liability insurance is primary with respect to coverage for
damages and personal injury in connection with any accidents involving the personal vehicle,
even if the accident occurs in connection with a Company-sponsored activity. Moreover, the
employee acknowledges that the Company’s insurance does not provide coverage for any
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damage to the employee’s mot:br vehicle, either on a primary or excess basis.

IF urther Explanations/Definitions:

Company Provided Vehlcles-| includes vehicles that are provided to an employee to use for
company business purposes with no expense to the employee, and rental cars. Personal use of
company vehicles is not ﬂlowéd'

Rental cars — when renting a car for business use, you are excepting personal liability the same as
if using your personal vehicle ?{gr business purposes.

De Minimis Use — Use of a personal vehicle for business purposes that is not consistent or on a
regular basis. This type of use|does not require you to keep the required insurance limits on your
vehicle. You are the exception to this policy.

Business Use — any utilizationi of a vehicle that benefits the company. This includes company-
sponsored activities. The comﬂ)any has the discretion to determine the requirements of business
use.

Driver Safety Policy Statibment

Minimum driver gualificat_fl ons for Stafford Employees have been established. These

qualifications apply to those employees who drive Company owned vehicles and employees who
drive personal vehicles on Company business. Some of these minimum qualifications have been
established by the State of Geo;rgia:

o Be at least 18 years of agc to operate a passenger vehicle,
¢ Have at least 2 years of verifiable experience in the type of vehicle to be operated.
¢ Meet Stafford’s point chtena for authorized drivers.

Driver Conduct Reguiremeg:ts

Drivers of Company owned \;fehicles, or vehicles leased or rented for Company business, or
personal vehicles used for Company purposes must comply with the following:

* Ensure that all passenggrs are properly restrained, including all back seat passengers.
Ensure that the passengbrs do not exceed the vehicle’s seating capacity;

e Never operate a vehlcld when the ability to do so is impaired by alcohol, drugs,
medication, illness, fatlgue or injury.
Drivers must have an a¢ceptable points score .

¢ Plan trips. Drivers should select the safest route, allow sufficient time so as not to be
required to speed, alldw for weather contingencies and when visiting new areas, be
familiar with local regulations.

¢ Immediately notify theirr supervisor in the event that their operator’s license is revoked,
canceled, denied, suspehded or restricted in some manner which would affect their legal
right to drive.
Obey all applicable lawL; codes, and regulations.

Drive defensively, anth:lpatmg and taking appropriate actions to avoid situations where
incidents are likely to occur
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Handling Distractions; Your only job, when operating a vehicle should be safe driving.
Distractions draw our attention away from the road and our reaction time to emergencies is
diminished. Eating, drinking] using cell phone, or 2 way radios distract you from your
responsibility for safe operation of the vehicle that you are driving. If you need to eat, use a
radio or phone, look at directions, etc. we expect you to pull off the road until you can
again give driving your full attention.

Report all incidents or crashes that involve Company owned vehicles, vehicles leased or rented
for company business, or persgnal vehicles used for Company business, to his or her supervisor
or to the person or department 'Flesignated to receive such information. All traffic tickets must
also be reported to the Company.

Use of Company Vehicles

The use of company vehicle isja common courtesy to be respected by you the employee. It is
important that all employees take good care of all company vehicles and use it as the
manufacturer intended. Remember taking good care of company property will extend its life
expectancy; therefore the company will have more money to invest in its number one asset “you
the employee”. To insure maximum efficiency and safety follow the following rules:

1. Company vehicles refef to all vehicles owned by SDC, this includes cars, pickup trucks,
strait trucks, trailers, tractor-trailers and any federal or state item titled for on road use.

2. Inspect all vehicles for proper operating conditions (oil level, radiator, oil pressure and
etc.) and perform any dpily maintenance or repairs that are required prior to using.

3. Should you find or incur any damage to a company vehicle inform your supervisor of this
situation immediately. |

4. Company vehicles maynot be used for personal use unless special arrangements are
made in advance with qle general manager.

5. If while operating any company vehicle you are stopped for any moving violation, you
will be responsible for $Il fines and penalties.

6. Operating any company vehicle in an unsafe, negligent and /or abusive manner will be
grounds for dismissal (:?L suspension.

7. We are required to pay sales tax on all materials used for the enhancement or repairs of
company vehicles, please make sure all materials used for this purpose are properly
identified.

8. While operating any company vehicle all riders are required by law to wear seat belts.
Any individual stopped for failure to observe the seat belt law will be liable for all fines
and penalties. Any indeidual failing to use a seat belt in the event of an accident may
forfeit all rights to colleict medical or liability benefits due to changes in insurance
company regulations.

9. Only designated, propetly licensed personnel are authorized to operate company vehicles.

10. Initial and annual driver record check for all drivers of company vehicles.

11. Schedule all maintenan¢e requirements through the service department of local dealer.

12. The operator of company vehicles must file mileage and expense reports weekly.

13. Receipts are required for all purchases related to company vehicles. This is so proper
payment; allocation and reimbursement can be made.

14. For business reasons, cértain employees have been designated to drive a company owned
vehicle to and from their residence. This shall be the only authorized personal use of the
vehicle. Individuals driving company vehicles may have occasions where an incidental
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stop is necessary between business stops. Such use shall not be considered to be in
violation of this policy.

15. The company requires that no personal items other than incidentals be stored in or on the
company vehicle. The yehicle is to be locked each night with work articles stored either
in the lock box or trunk when vehicle is not in use.

16. If an employee makes ¢hanges, or improvements to a SDC vehicle at their expense, such
changes, and improvements become the property of SDC. Should you damage the SDC
vehicle in an attempt to remove such changes or improvements from a SDC vehicle, you
are responsible for such damage, in ADDITION to the value of the item you removed
and such damages may be withheld by the company from your final paycheck.

Business Travel Expenses

SDC will reimburse employee | ffor reasonable business travel expenses incurred while on
assignment away form the nonhal work location. The supervisor must approve all business
travel in advance.

Employees whose travel plans ihave been approved should make all travel arrangements through
SDC’S designated travel agendy.

reimbursement on meals), lodging and other expenses directly related to accomplishing business
travel objectives will be reimbursed by SDC. Employees are expected to limit expenses to
reasonable amounts. i

When approved, the actual cos%;;)f travel, meals (in general an overnight stay is required for

Reimbursement for Business |eals will be allowed as long as the intent was to further and
enhance SDC business relationships and opportunities. Business meals are as follows:
[
1. Taking appropriate customers to lunch to discuss, purchase or finalize a sale.
2. Meetings to discuss company policies and procedures.

While traveling on company sdnctioned business, it is the company’s policy to reimburse
employees for meals while traveling. This policy applies to all employees not currently on an
approved expense account,

The company will allow a maximum expenditure of $25.00 per day for meals. These meals will
be accounted for on the proper expense report supported by original meal receipts. At no time
will the Company reimburse employees for alcohol purchases while traveling on Company
sanctioned business.

Any deviation to this policy must be approved in writing prior to the employees planned travel
date by your respective Vice President, COO or President of the Company.

Employees who are involved in an accident while traveling on business must promptly report the
incident to their immediate supervisor. Vehicles owned, leased, or rented by SDC may not be
used for personal use without prior approval.
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With prior approval, employeeis on business travel may be accompanied by a family member or

friend, when the presence of a
business objectives. Generally
business travel, as long as time

companion will not interfere with successful completion of

, employees are also permitted to combine personal travel with
away from work is approved. Additional expenses arising from

such non-business travel are the responsibility of the employee.

When travel is completed, emp
timely fashion. Reports should

Employees should contact theit
travel arrangements, expense r
travel issues. The manager mu

loyees should submit completed travel expense reports within a
| be accompanied by receipts for all individual expenses.

* supervisor for guidance and assistance on procedures related to

orts, reimbursement for specific expenses, or any other business
st approve any exception to this policy.

Abuse of this business travel e pense policy, including falsifying expense reports to reflect costs

not incurred by the employee,
termination of employment.

Employee Training Assistanc

SDC recognizes that the skill a

!

an be grounds for disciplinary action, up to and including

¢ Program

nd knowledge of its employees are critical to the success of the

organization. The Training assistance program encourages personal development through formal

education so that employees ¢
to compete for reasonably attai

maintain and improve job-related skills or enhance their ability
nable jobs within SDC.

SDC may provide Training assfstance to eligible employees who wish to enroll in a job related
course, in an effort to improve his or her qualifications. Individual courses or courses that are
part of a degree, licensing, or cgrtification program must be related to the employee’s current job
duties or a foreseeable-future ppsition in the organization in order to be eligible for Training

assistance. SDC has the sole

scretion to determine whether a course relates to an employee’s

current job duties or a foreseeable-future position.

These courses may be formal ciollege courses, seminars or supplier-sponsored courses, If a “C”
average or better is achieved, the company will pay for the cost of the course. Prior approval of

the general manager is required.

1. In-house training will b
2. Regional schools are he
selects a person to atten

a. Transportation -
reimbursed for {

rate. 1

b.
c.

d.

Lodging — Mote
Fees and tuition

Receipts for all expenses are toi

e conducted on company property during regular working hours.
Id within our territory or sales division. When managements

d, the company pays for travel and related expenses as follows:

- vehicles are provided if available: if not the employee will be
he use of a personal vehicle at the current IRS mileage allowance

Food - Reasonaljxle cost for meals.

| rooms are covered based on a single room rate.
— Company paid with passing grade.

be retained and an expense report filled out upon return. Normal

compensation is paid for in-house, regional or sales division training. Compensation is paid at

the employee’s base rate at the
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per day (no Overtime) schedulé. Tt does not include overtime or any special forms of
compensation such as incentives, commissions, bonuses, or shift differentials.

abilities, SDC cannot guarantee that participation in formal education will entitle the employee to

o :
While Training assistance is e}pected to enhance employee’s performance and professional
automatic advancement, a diff

rent job assignment, or pay increase.

SDC invests in Training assistance to employees with the expectation that the investment be
returned through enhanced job performance. However, if an employee voluntarily separates
from SDC’S employment within one year of the last Training assistance payment, the amount of
the payment will be considered only a loan. Accordingly, the employee will be required to repay
up to 50 percent of the original Training assistance payment and if possible, this will be deducted
from the employees last check.

Disability Accommodations

SDC is committed to complying fully with the Americans with Disabilities Act {ADA) and
ensuring equal opportunity in employment for qualified persons with disabilities. All
employment practices and activities are conducted on a non-discriminatory basis.

Hiring procedures have been reviewed and provide persons with disabilities meaningful
employment opportunities. Pr¢-employment inquiries are made only regarding an applicant’s
ability to perform the duties of|the position.

Post-Offer medical examinations are required only for those positions in which there is a bona
fide job-related physical requirEment. They are given to all persons entering the position only
after conditional job offers. Mgdical records will be kept separate and confidential.

Reasonable accommodation is iavailable to all disabled employees, where their disability affects
the performance of job functions. All employment decisions are based on the merits of the
situation in accordance with d Iﬁned criteria, not the disability of the individual.

Qualified individuals with disabilities are entitled to equal pay and other forms of compensation
(or changes in compensation) as well as in job assignments, classifications, organizational
structures, position descriptions, lines of progression, and seniority list. Leave of all types will
be available to all employees on an equal basis.

|

|
SDC is also committed to not discriminating against any qualified employees or applicants
because they are related to or agsociated with a person with a disability. SDC will follow any
applicable state or local law thzlit provides individuals with disabilities greater protection than the
ADA.

necessary to ensure equal employment opportunity for persons with disabilities in accordance

This policy is neither exhausti e nor exclusive. SDC is committed to taking all other actions
1
with the ADA and all other applicable federal, state and local laws.
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Life-Threatening Illness in tﬂ ¢ Workplace

Employees with life-threatening illnesses, such as cancer, heart disease and AIDS, often wish to
continue their normal pursuits,jincluding work, to the extent allowed by their condition. SDC
supports these endeavors as long as employees are able to meet acceptable performance
standards. As in the case of other disabilities, SDC will make reasonable accommodations in
accordance with all legal requirements, to allow qualified employees with life-threatening
illnesses to perform the essential functions of their jobs.

Medical information on individual employees is treated confidentially. SDC will take reasonable
precautions to protect such information from inappropriate disclosure, Managers and other
employees have a responsibility to respect and maintain the confidentiality of employee medical
information. Anyone inappropriately disclosing such information is subject to disciplinary
action, up to and including terﬂﬁnation of employment.

Employees with questions or ctncems about life-threatening illnesses are encouraged to contact

the Human Recourses department for information and referral to appropriate services and
|
resources. ’
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STAFFORD EQUIPMENT COMPANY
CONTACT INFORMATION

MAIN LINE {(229) 382-4400
STAFFORD EQUIPMENT COMPANY HUMAN RESOURCE OFFICE (229) 386-0552 EXT 1942
STAFFORD EQUIPMENT COMPANY PAYROLL OFFICE (229) 386-0552 EXT 1955
STAFFORD INSURANCE DEPARTMENT (229) 382-9980



