to commit a violent act against any person while on Company premises will be subject to
immediate discharge.

Employees within the Company share the responsibility in identification and alleviation
of threatening or violent behaviors. Any employee who is subjected to or threatened with
violence, or who is aware of another individual who has been subjected to or threatened
with violence, should immediately report this information to their supervisor, manager or
designee. Any threat reported will be carefully investigated and employee confidentiality
will be maintained to the fullest extent possible.

DRIVING SAFETY

The safety and well-being of our employees is of critical importance to the Company. We
therefore each have a responsibility to not only protect ourselves when on the road but
also should do our part to protect those around us. Employees that are required to drive
on Company business will be expected to consistently follow all the safety procedures
below.

1. All employees are expected to wear seat belts at all times while in a moving
vehicle being used for Company business, whether they are the driver or a
passenger.

2. Strictly follow all state and local vehicle codes. Please note that current
California laws requires the use of a hands-free headset when using a cell phone
while driving and prohibit any type of texting while driving. All such state or
local laws take precedence over this policy.

3. Use of handheld devices, whether personal or Company-owned, while behind
the wheel of a moving vehicle is strictly prohibited. This includes the use for
making or receiving phone calls, sending or receiving text messages or e-mails,
and downloading information from the web. If an employee needs to engage in
any of these activities while driving, they must pull over to a safe location and
stop the vehicle prior to using any device.

4. In accordance with California state law, employees who are required to use a
company issued cell-phone to conduct Company business while driving, must
do so with a handsfree device.

5. Employees are required to turn off cell phones or put them on vibrate or silent
mode before starting their car. Employees may consider changing their
voicemail message to indicate that they are unavailable to talk, as they are
driving. Employees are permitted and encouraged to communicate to clients,
associates, and business partners of the policy as an explanation as to why calls
may not be returned immediately.

6. Although use of cell phones for non-Company related business is strongly
discouraged while driving, the use of hands-free technology may be warranted
in emergency circumstances only.

45



7. The use of other handheld electronic devices, such as iPads, iPods, laptops,
electronic readers, and the like are strictly prohibited while driving a vehicle on
Company business.

8. Engaging in other distracting activities including, but not limited to, eating,
putting on makeup, reading, or changing radio stations or music is also strongly
discouraged while driving, even when in slow-moving traffic.

9. The use of alcohol, drugs, or other substances including certain over-the-
counter cold or allergy medications that in any way impair driving ability is
prohibited.

10. All employees are expected to follow all driving laws and safety rules, such as
adherence to posted speed limits and directional signs, use of turn signals, and
avoidance of confrontational or offensive behavior while driving.

11. All passengers must be approved by management in advance of travel.

12. Employees should never allow anyone to ride in any part of the vehicle not
specifically intended for passenger use and/or any seat that does not include a
working seat belt.

13. Employees must promptly report any accidents to local law enforcement as well
as to the Company in accordance with established procedures.

14. Employees are also required to report any moving or parking violations received
while driving on Company business and/or in Company vehicles.

15. Insurance must be maintained current as a term and condition of continuing
employment in positions that require driving.

Employees are not to drive a personal vehicle for Company business unless authorized to
do so. If the job requires an employee to operate their personal vehicle, the employee
shall be required to submit proof of a current and valid state driver’s license. If employees
use their own vehicle, either by authorization or requirement to carry out the business of
the Company, they must submit a photocopy of the cover page of their insurance policy
covering that vehicle as proof of insurance.

If an employee is involved in an automobile accident while on Company business (in a
personal or Company vehicle) they must report the accident to their supervisor or
manager immediately. Employees should request and obtain a police report and police
investigation at the scene of the accident. Employees should not admit liability or guilt
and should not apologize or say they are sorry under any circumstances, even if they
believe they are at fault.

INCLEMENT WEATHER

This policy establishes guidelines for Company operations during periods of extreme
weather and similar emergencies. The Company will remain open in all but the most
extreme circumstances. Unless an emergency closing is announced, all employees are
expected to report to work. However, the Company does not advise employees to take
unwarranted risks when traveling to work in the event of inclement weather or other
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