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EMPLOYEE RELATIONS POLICY WITH ACKNOWLEDGMENT

A. POLICY AGAINST DISCRIMINATION.

(the “Company”) is committed to providing a work environment that
is free of discrimination. In keeping with this commitment, the Company maintains a strict
policy prohibiting unlawful discrimination. This policy applies to all employees of the
Company, including supervisors and non-supervisory employees. The policy also, applies to
non-employees of the Company including clients, customers, vendors and any other person
doing business with the Company.

All aspects of employment with the Company will be governed on the basis of merit,
competence and qualifications and will not be influenced in any manner by an individual's race,
ancestry, color, religion, national origin, marital status, sex (including sexual harassment and
gender identity), pregnancy, sexual orientation, disability (physical or mental including
HIV/AIDS diagnosis), medical condition (cancer and genetic characteristics), age or exercising
the right to any legally provided leave of absence in the application of any policy, practice, rule
or regulation.

All decisions made with respect to recruiting and hiring, evaluations and promotions for
all job classifications will be based solely on individual qualifications as related to the
requirements of the position. Likewise, all other personnel matters such as compensation,
benefits, transfers, lay offs, training, educational opportunities and programs will be
administered free from any illegal discriminatory practices.

B. POLICY AGAINST HARASSMENT, INCLUDING SEXUAL
HARASSMENT.

The Company is also committed to providing a work environment that is free of
harassment, including sexual harassment.

Sexual harassment includes:

1. Unwanted sexual advances;
2. Offering employment benefits in exchange for sexual favors;
3. Making or threatening reprisals after a negative response to sexual
advances;
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4. Visual conduct: leering, making sexual gestures, displaying of sexually
suggestive objects or pictures, cartoons or posters;

5. Verbal conduct: making or using derogatory comments, epithets, slurs,
and jokes;

6. Verbal sexual advances or propositions;

7. Verbal abuse of a sexual nature, graphic verbal commentaries about an

individual's body, sexually degrading words used to describe an
individual, suggestive or obscene letters, notes, or invitations; and

8. Physical conduct: touching, assault, impeding or blocking movement.

C. COMPLAINT AND INVESTIGATION PROCEDURE.

Any form of discrimination or harassment, including sexual harassment, is absolutely
prohibited. Any incident of possible discrimination or harassment should be brought
immediately to the attention of the Human Resources Department of the Company which will
thoroughly investigate the matter in confidence. After reviewing all the evidence, the Company
will make a determination concerning whether reasonable grounds exist to believe that
harassment has occurred.

Disciplinary action, up to and including discharge, will be taken against any employee
who is found to have engaged in harassment.

No employee shall be subjected to any form of retaliation for reporting any violation of
this policy truthfully and in good faith.

HARASSMENT BY NON-EMPLOYEES

In addition, the Company will take all reasonable steps to prevent or eliminate sexual
harassment by non-employees including customers, clients and suppliers who are likely to have
workplace conduct with our employees.
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EMPLOYEE RELATIONS POLICY ACKNOWLEDGMENT

I have read and received a copy of the Company’s Employee Relations Policy,
including the policies against discrimination and harassment, including sexual harassment, and fully
understand my obligations and responsibilities as outlined therein.

Signed: Date:
Witness: Date:
P:\EHForms\EmployeeRelationsPolicy.wpd Page 3

LBLI rev.4.2009

Page 3



POLITICA DE RELACIONES DE EMPLEADOS CON RECONOCIMIENTO

A. POLITICA CONTRA LA DISCRIMINACION

La Compaiiia estd comprometida a proveer un ambiente libre de discriminacion. Para
cumplir con este compromiso, la Compafiia mantiene una politica estricta prohibiendo la
discriminacién ilegal. Esta politica se aplica a todos los empleados de la Compafiia, incluyendo
supervisores y empleados que no son de supervision. La politica también se aplica a personas
que no son empleadas por la Compaiiia, incluyendo clientes, suministradores y cualquier otra
persona que tenga contacto de trabajo con la Compaiiia.

Todo aspecto de empleo con la Compatfiia sera gobernado a base de mérito, aptitud y
capacidades y no sera influenciado de ninguna manera por raza, ascendencia, color, religion,
origen nacional, estado marital, sexo (incluyendo acoso sexual e identidad de género), embarazo,
orientacion sexual, incapacidad (fisica o mental incluyendo diagnéstico de HIV/SIDA),
condicion medica (cancer y caracteristicas genéticas), edad o por ejercer el derecho a cualquier
ausencia legal en la aplicacion de cualquier politica, practica, regla o regulacion.

Todas las decisiones hechas acerca de reclutamiento y empleo, evaluaciones y
promociones para todas las clasificaciones de trabajo seran basadas solamente en las capacidades
individuales relacionadas a los requisitos de la posicion. Igualmente, todos los demds asuntos
del personal como compensacion, beneficios, transferencias, despido temporal, entrenamiento,
oportunidades y programas educativos seran administrados libre de cualquier practica
discriminatoria ilegal.

B. POLITICA CONTRA EL HOSTIGAMIENTO, INCLUYENDO ACOSO
SEXUAL

La Compafifa también esta comprometida a proveer un ambiente de trabajo libre de
hostigamiento, incluyendo acoso sexual.

Acoso sexual incluye:

1. Avances sexuales no deseados;

2. Ofrecer beneficios de empleo a cambio de favores sexuales;

3. Hacer o amenazar de represalias después de recibir una respuesta negativa
a un avance sexual;

4. Conducta visual: mirada de reojo lasciva; hacer gestos sexuales;
desplegar objetos o retratos, caricaturas o carteles sexualmente sugestivos;

5. Conducta verbal: hacer o usar comentarios, epitetos, calumnias o chistes
derogatorios;

6. Avances o0 proposiciones sexuales verbales;

7. Abuso verbal de una manera sexual, comentarios graficos verbales acerca

del cuerpo de un individuo, palabras sexualmente degradantes usadas para
describir a un individuo, cartas, notas o invitaciones obscenas o
sugestivas; y

8. Conducta fisica: tocar, asaltar, impedir o obstruir el movimiento.
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C. PROCEDIMIENTO DE QUEJA E INVESTIGACION

Cualquier tipo de discriminacién o hostigamiento, incluyendo el acoso sexual, es
absolutamente prohibido. Cualquier incidente de posible discriminacién o hostigamiento debe
ser llevado de inmediato a la atencion del Director de Recursos Humanos quién investigara
completamente el asunto en confianza. Después de revisar toda la evidencia, la Compaiiia
determinara si existen motivos razonables que indiquen que el hostigamiento o acoso sexual ha
ocurrido.

Acci6n disciplinaria, hasta e incluyendo despido del trabajo, sera tomada en contra de
cualquier empleado que se determine ha participado en hostigamiento o acoso sexual.

Ningtn empleado sera sujeto a alguna forma de represalia por reportar honestamente y de
buena fe cualquier violacion de esta politica.

HOSTIGAMIENTO O ACOSO POR MEDIO DE NO-EMPLEADOS

Adicional mente, la Compafiia tomara todas los pasos razonables para prevenir o eliminar
el hostigamiento o acoso sexual por medio de no-empleados incluyendo clientes y
suministradores quienes tengan contacto de trabajo con nuestros empleados.

RECONOCIMIENTO DE LA POLITICA DE RELACIONES DE EMPLEADOS

Yo he recibido y leido una copia de la Politica de Relaciones de Empleados de la Compaiiia,
incluyendo las politicas en contra de la discriminacion y el hostigamiento, incluyendo el acoso
sexual, y entiendo completamente mis obligaciones y responsabilidades bajo esta politica.

Firma: Fecha:

Testigo: Fecha:
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MEAL AND REST PERIOD POLICY

Full time employees receive a thirty (30) minute unpaid lunch period no later than the
beginning of the fifth hour. Part time employees will be advised of the amount of time for their
unpaid meal period. The Company gives two ten (10) minute rest breaks one in the morning
and a second one in the afternoon. Check with your supervisor for the appropriate time to take

your rest breaks.

Meal periods and breaks may not be waived to leave early nor may they be consolidated

for a longer break or meal period.

Various factors such as work loads and staffing needs may require variations in an
employee’s starting and quitting time and the total hours worked each day or week. Employees
may be required to work overtime and/or weekend hours on a rotating basis. The Company
maintains its right to assign employees to jobs other than their usual assignments when required

for legitimate business reasons.
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