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Workplace Conduct
Complaint Policy

Pannier Corporation expects all employees to create an atmosphere free of discrimination and respect the rights of their co-workers.

In the event an employee experiences any job-related discrimination or harassment based on race, color, religion, gender, sexual
orientation, national origin, age, disability, marital status, amnesty, veteran-status, or believe they have been treated in an unlawful,
discriminatory manner or have been unlawfully harassed, promptly report the incident to a supervisor. If an employee believes it
inappropriate to discuss the matter with their supervisor, it should be directly reported to human resources. Once made aware of your
complaint, Pannier Corporation is committed to commence an immediate, thorough investigation of the allegations. Complaints will be
kept confidential to the maximum extent as possible.

If, at the completion of an investigation, Pannier Corporation determines that an employee is guilty of discriminatory or harassing
behavior, appropriate disciplinary action will be taken against the offending employee.

Pannier Corporation prohibits any form of retaliation against any employee for filing a bona fide complaint under this policy, or for
assisting in the complaint investigation. However, if, after investigating any complaint of unlawful discrimination, Pannier Corporation

determines that an employee intentionally provided false information regarding the complaint, disciplinary action may be taken against

the one who gave the false information.

Disciplinary Action Policy

Pannier Corporation reserves the right to terminate an employee at any time for any lawful reason with or without prior disciplinary
counseling or notice. Nothing in this Handbook or any other Pannier Corporation document is intended to:

= Modify this “at-will” employment,
=  Promise progressive discipline or disciplinary counseling,
= Promise notice in circumstances where Pannier Corporation considers immediate termination or discipline to be appropriate.

Disciplinary actions may entail verbal, written, final warnings, suspension, or termination. All of these actions may not be followed in
some instances. Pannier Corporation reserves the right to exercise discretion in discipline. Prior warning is not a requirement for
termination. If you are disciplined in writing, copies of your warnings are placed in your personnel file.

Pannier Corporation reserves the right to take any disciplinary action it considers appropriate, including termination, at any time. In
addition to those situations discussed elsewhere in this handbook, listed below are some other examples where immediate termination
could result. This list is general in nature and is not intended to be all-inclusive:

= Discourtesy to a customer, provider, or the general public resulting in a complaint or loss of good will.

= Refusal or failure to follow directives from a supervisor, manager, or Pannier Corporation officer.

=  Breach of confidentiality relating to employer, employee, and customer, or provider information.

= Altering, damaging, or destroying Company property or records, or another employee’s property.

= Dishonesty.

=  Providing false or misleading information to any Pannier Corporation representative or on any Pannier Corporation records
including the employment application, benefit forms, time cards, expense reimbursement forms, etc.

=  Fighting or engaging in disorderly conduct on Pannier Corporation’s or customer’s premises.

=  Violations of any of Pannier Corporation’s employment policies including, but not limited to, confidentiality, security,
solicitation, insider trading, conflict of interest, and code of conduct.

= Conduct or performance issues of a serious nature.

=  Failure of a drug or alcohol test.
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Pannier Corporation recognizes that personal issues can sometimes affect your performance. The Employee Assistance Program
(EAP) is available to employees and their families to provide confidential help with a wide variety of personal problems, issues, and
concerns.

~ Disciplinary Action Policy ~

Use of EAP services, however, does not excuse you from complying with Company policies
or procedures, or from achieving job requirements or expectations during or after receiving EAP assistance. Nor will participation in
the EAP prevent Pannier Corporation from taking disciplinary action when warranted.

Drug-Free Workplace Policy

We recognize alcohol and drug abuse as potential health, safety and security problems. It is expected that all
employees will assist in maintaining a work environment free from the effects of alcohol, drugs or other
intoxicating substances. Compliance with this substance abuse policy is made a condition of employment.

Employees are prohibited from the following when reporting for work, while on the job, on Company or
customer premises or surrounding areas, or in any vehicle used for Company business:

e The unlawful use, possession, transportation, manufacture, sale, dispensation or other distribution of an
illegal or controlled substance or drug paraphernalia;

e The unauthorized use, possession, transportation, manufacture, sale, dispensation or other distribution of
alcohol; and

« Being under the influence of alcohol or having a detectable amount of an illegal or controlled substance in
the blood or urine (“controlled substance” means a drug or other substance as defined in applicable federal
laws on drug abuse prevention).

Any employee violating these prohibitions will be subject to disciplinary action up to and including termination.

Any employee convicted under any criminal drug statute for a violation occurring while on the job, on Company
or customer premises, or in any vehicle used for Company business must notify the Company no later than 5
days after such a conviction. A conviction includes any finding of guilt or plea of no contest and/or imposition
of a fine, jail sentence, or other penalty.

Drug and alcohol testing will be carried out in compliance with any applicable state and federal laws and
regulations.

We recognize that employees suffering from alcohol or drug dependence can be treated. We encourage any employee to seek
professional care and counseling prior to any violation of this policy.

Violence-Free Workplace

It is Pannier Corporation’s policy to provide a workplace that is safe and free from all threatening and intimidating conduct.
Therefore, Pannier Corporation will not tolerate violence or threats of violence of any form in the workplace, at work-related functions,
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or outside of work if it affects the workplace. This policy applies to Pannier Corporation employees, clients, customers, guests,
vendors, and persons doing business with Pannier Corporation.

It will be a violation of this policy for any individual to engage in any conduct, verbal or physical, which intimidates, endangers, or
creates the perception of intent to harm persons or property. Examples include but are not limited to:

o  Physical assaults or threats of physical assault, whether made in person or by other means (i.e., in writing, by phone,
fax, or e-mail).

«  Verbal conduct that is intimidating and has the purpose or effect of threatening the health or safety of a co-worker.

o Possession of firearms or any other lethal weapon on Company property, in a vehicle being used on Company
business, in any Company owned or leased parking facility, or at a work-related function.

« Any other conduct or acts which management believes represents an imminent or potential danger to work place
safety/security.

Anyone with questions or complaints about workplace behaviors which fall under this policy may discuss them with a supervisor or a
Human Resources representative. Pannier Corporation will promptly and thoroughly investigate any reported occurrences or threats of
violence. Violations of this policy will result in disciplinary action, up to and including immediate termination of employees. Where
such actions involve non-employees, Pannier Corporation will take action appropriate for the circumstances. Where appropriate
and/or necessary, Pannier Corporation will also take whatever legal actions are available and necessary to stop the conduct and protect
Pannier Corporation employees and property.

Workplace Harassment Policy

Pannier Corporation’s policy is to provide a work environment that is free from harassment. Therefore Pannier
Corporation will not tolerate harassment based on age, race, gender, color, religion, national origin, disability,
marital status, covered veteran status, sexual orientation, status with respect to public assistance, and other
characteristics protected under state, federal, or local law. Such conduct is prohibited in any form at the
workplace, at work-related functions, or outside of work if it affects the workplace. This policy applies to all
Pannier Corporation employees, clients, customers, guests, vendors, and persons doing business with Pannier
Corporation.

Sexual harassment, one type of prohibited harassment, warrants special mention. Sexual harassment has been
defined according to Pannier Corporation guidelines as:

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature
when:

« Submission to such conduct is made a term or condition, either explicitly or implicitly, of an
individual’s employment;

« Submission to or rejection of such conduct by an individual is used as a factor in decisions
affecting that individual’s employment, or

o Such conduct has the purpose or effect of interfering with an individual’s work performance or
creates an intimidating, hostile, or offensive working environment.
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Examples of conduct prohibited by this policy include, but are not limited to:

Unwelcome sexual flirtation, advances, or propositions;

Verbal comments related to an individual’s age, race, gender, color, religion, national origin,
disability, or sexual orientation;

Explicit or degrading verbal comments about another individual or his/her appearance;

The display of sexually suggestive pictures or objects in any workplace location including
transmission or display via computer;

Any sexually offensive or abusive physical conduct;

The taking of or the refusal to take any personnel action based on an employee’s submission to or
rejection of sexual overtures; and

Displaying cartoons or telling jokes which relate to an individual’s age, race, gender, color, religion,
national origin, disability, or sexual orientation.

~ Workplace Harassment Policy ~

If you believe that you are being subjected to workplace harassment, you should:

1.

3.

Tell the harasser that his or her actions are not welcome and they must stop, if you feel comfortable
enough to do so.

Report the incident immediately to your supervisor/manager, the site Human Resources
representative, or the Employee Relations Department.

Report any additional incidents or retaliation that may occur to one of the above resources.

Any reported incident will be investigated immediately and thoroughly. Complaints and actions taken to
resolve complaints will be handled as confidentially as possible, given Pannier Corporation’s obligation to
investigate and act upon reports of such harassment. Appropriate actions will be taken by Pannier Corporation
to stop and remedy any and all such conduct, including interim measures during a period of investigation.

Retaliation of any kind or discriminating against an employee who reports a suspected incident of harassment or
who cooperates in an investigation is prohibited. An employee who violates this policy or retaliates against an
employee in any way will be subject to disciplinary action up to and including immediate termination.




