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WELCOME TO PHOENIX ANIMAL WELLNESS SERVICES (PAWYS)

PAWS has prepared this handbook to provide you amtloverview of the PAWS policies,
benefits, and rules. It is intended to familiaryzel with important information about the company, a
well as provide guidelines for your employment eigrgce with us in an effort to foster a safe and
healthy work environment. Please understand tligbttoklet only highlights company policies,
practices, and benefits for your personal undedstgrand cannot, therefore, be construed as a legal
document. It is intended to provide general infaioraabout the policies, benefits, and regulations
governing the employees of the company, and ismt@bded to be an express or implied contract. The
guidelines presented in this handbook are not dedro be a substitute for sound management,
judgment, and discretion.

It is obviously not possible to anticipate eveiyation that may arise in the workplace or to
provide information that answers every possiblestjare. In addition, circumstances will undoubtedly
require that policies, practices, and benefits dlesd in this handbook change from time to time.
Accordingly, PAWS reserves the right to modify, plgment, rescind, or revise any provision of this
handbook from time to time as it deems necessaappropriate in its sole discretion with or without
notice to you.

No business is free from day-to-day problems, beibelieve our personnel policies and
practices will help resolve such problems. All sfaust work together to make the company a viable,
healthy, and profitable organization. This is tiyavay we can provide a satisfactory working
environment that promotes genuine concern and cefeothers including all employees and our
customers. If any statements in this handbook arelear to you, please contact the company
president or his designated representative foificiation. This handbook supersedes any and ablr pri
policies, procedures, and handbooks of the company.

PAWS PHIL OSOPHY

OPEN-DOOR PoLICY

In keeping with the PAWS philosophy of open comneation, all employees have the right
and are encouraged to speak freely with manageabhent their job-related concerns.

We urge you to go directly to your supervisor tecdiss your job-related ideas,
recommendations, concerns and other issues whecimgortant to you. If, after talking with your
supervisor, you feel the need for additional distus you are encouraged to speak with the company
president.

The most important relationship you will develoP#&WS will be between you and your
supervisor. However, should you need support fsomeone other than your supervisor, the entire
management team, including the company presideongmmitted to resolving your individual
concerns in a timely and appropriate manner.

EouAL EMPLOYMENT OPPORTUNITY

It is the policy of PAWS to provide equal employrhepportunity to all employees and
applicants for employment and not to discriminateaay basis prohibited by law, including race,
color, sex, age, religion, national origin, disdpjlmarital status or veteran status. It is oitent and
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desire that equal employment opportunities wilpbavided in employment, recruitment, selection,
compensation, benefits, promotion, demotion, Igyefimination and all other terms and conditions of
employment. The president of the company and aflagerial personnel are committed to this policy
and its enforcement.

Employees are directed to bring any violation @ fgolicy to the immediate attention of their
supervisor or the company president. Any emplayee violates this policy or knowingly retaliates
against an employee reporting or complaining oio#ation of this policy shall be subject to
immediate disciplinary action, up to and includdigcharge. Complaints brought under this policy
will be promptly investigated and handled with dagard for the privacy and respect of all involved.

HARASSMENT PoLICY

PAWS will not tolerate harassment or intimidatidroar employees on any basis prohibited by
law, including race, color, sex, age, religion,io@l origin, handicap, disability, marital statos,
veteran status. Moreover, any suggestions madeyt@employee that sexual favors will affect any
term or condition of employment with PAWS will no¢ tolerated. It is the policy of PAWS that any
harassment, including acts creating a hostile veorkronment or any other discriminatory acts
directed against our employees, will result in ghiee, up to and including discharge. PAWS also
will not tolerate any such harassment of our engxayby our clients or vendors.

For purposes of this policy, sexual harassmengfimeld as any type of sexually-oriented
conduct, whether intentional or not, that is unweile and has the purpose or effect of creating & wor
environment that is hostile, offensive or coercivde following are examples of conduct that,
depending upon the circumstances, may constitxigas@arassment:

" Unwelcome sexual jokes, language, epithets, adgamrcgropositions;

" Written or oral abuse of a sexual nature, sexutdlyrading or vulgar words to describe
an individual;

" The display of sexually suggestive objects, piduposters or cartoons;

" Unwelcome comments about an individual’s body;

" Asking questions about sexual conduct;

= Unwelcome touching, leering, whistling, brushin@egt the body, or suggestive,
insulting or obscene comments or gestures;

. Demanding sexual favors in exchange for favoradleemws, assignments, promotions,

or continued employment, or promises of the same.

Employees must bring any violation of this polioythe immediate attention of their supervisor @ th
company president. PAWS will thoroughly investegatl such claims with due regard for the privacy
of the individuals involved. Any employee who knagly retaliates against an employee who has
reported workplace harassment or discriminatiofl Slgasubject to immediate disciplinary action, up
to and including discharge.

WORKING AND COMPENSATION
EMPLOYMENT ON AN AT-WILL BASIS

All employees of PAWS, regardless of their classifion or position, are employed on an at-
will basis. This means that each employee’s empéatt is terminable at the will of the employee or
the company at any time, with or without cause aitd or without notice. No officer, agent,
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representative, or employee of PAWS has any auyhtrienter into any agreement with any employee
or applicant for employment on other than on awilitbasis. Furthermore, nothing contained in the
policies, procedures, handbooks, manuals, job giésers, application for employment, or any other
document of the company shall in any way createxgmess or implied contract of employment or an
employment relationship on other than an at-wiliba

ATTENDANCE AND REPORTING TO WORK

Each employee is important to the overall succéssiooperation. When you are not here,
someone else must do your job. Consequently, y@exgrected to report to work on time at the
scheduled start of the workday. Reporting to waorkime means that you are ready to start work, not
just arriving at work, at your scheduled startimget.

The company depends on its employees to be at atdhe times and locations scheduled.
Excessive absenteeism and/or tardiness will leaistoplinary action, up to and including
termination. The determination of excessive absasie will be made at the discretion of the
company. Absence from work for two consecutive daisout properly notifying your supervisor
will be considered a voluntary resignation. Afteotdays’ absence, you may be required to provide
documentation from your physician to support aarnyy or illness-related absence, and to ensure that
you may safely return to work.

If you expect to be absent from the job for an aped reason (e.g., paid time off or a leave of
absence), you should notify your supervisor of ygproming absence as far in advance as possible.
If you unexpectedly need to be absent from ortiateork, you must notify your supervisor prior to
the start of your scheduled workday that you walllate or absent and provide the reason for that
absence or tardiness. If your supervisor is natlable, you should contact the company’s mairceffi
prior to the start of your scheduled workday. Leegwur number so that your supervisor can return
your call. Failure to properly contact us will résn an unexcused absence for disciplinary purpose
Your attendance record is a part of your overatiggenance rating. Your attendance may be included
during your review and may be considered for othseiplinary action up to and including
termination.

Where possible, medical and dental appointmentsidhme scheduled around your assigned
work hours; otherwise, they may be considered atesewithout pay. If you are unable to schedule an
appointment before or after your shift, you areursg to talk to your supervisor to make special
arrangements.

WORKDAY HOURS AND SCHEDUL ING

The regularly scheduled workday for our veterinaiifice is: Monday through Saturday, 7:00
a.m. to 5:30 p.m. The usual expected workdaylsijes is 7:00 a.m. to 5:30 p.m. These start add en
times are only guidelines, however, and employeeseajuired to be present for work during the
workday established for them by their supervisarsyothe company president.

The company does not generally schedule rest edobtreaks, other than meal breaks, during
the workday. All employees are required to takengh break and no employee is authorized, without
prior supervisory approval, to perform work durihg lunch period.

RECORDING HOURS WORKED
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All hourly employees are required to keep a “tirheet”. The company will provide you
access to Advatange’s Time Tracker for reportingrymwurs. Only you are authorized to record your
own time.

WORKWEEK & OVERTIME

Occasionally it may be necessary for an employeaeor beyond his or her normal workday
hours. Overtime pay is paid only when work is sched, approved, and made known to you in
advance by your supervisor. Under no circumstasbal an employee work overtime without the
prior approval of his or her supervisor.

Hourly employees will receive overtime pay at a&raft one-and-one-half times their regular
hourly rate for all hours worked in excess of 8@&ipay period.

To the extent possible, overtime will be distritggjually among all employees in the same
classification and position, provided that the esgpks concerned are equally capable of performing
the available work. Decisions regarding overtimekwaill be made by the Clinic Manager or his/her
representative. Any employee asked to work overtintidbe expected to rearrange his/her personal
schedule to work the requested overtime.

HOLIDAYS

The company observes the following holidays:

New Year's Day
Memorial Day
Fourth of July
Labor Day
Thanksgiving
Christmas

Full-time employees will be paid for those holiddlyat fall on normally scheduled work days
as long as the employee was present for work owtikdays immediately before and after that
holiday, or had an acceptable excuse for beingralmseany such days. If a paid holiday falls withi
an employee's vacation period, the holiday will b@tcounted as a vacation day.

If scheduled to work on an observed holiday, emgésywill be paid time and half.
Part-time employees are not eligible for holiday.pa
EMPLOYMENT CLASSIFICATIONS

Upon being hired by PAWS, all new employees mustesa ninety (90) calendar day
introductory period. It is especially importanattyou make your supervisor aware of any questons
problems you may encounter during this period. nfmrformance will be carefully monitored during
this period. At the end of the introductory perigdur performance will be reviewed, and if it has
been satisfactory, you will become a Regular Fulhd or Regular Part-Time Employee. Satisfactory
completion of the introductory period does not @mtyou to employment for any specific term, but
does entitle you to participation in many of PAWSpdoyee benefits programs.

For the sole purpose of determining the allowarfaedain employee benefits, employees are
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classified as:

1. Reqular Full-Time Employees - An employee who hasstactorily completed the
introductory period and is scheduled to work arrage of forty (40) hours per week on
a regular and continuous basis.

2. Regular Part-Time Employees - An employee who tasfactorily completed the
introductory period and is usually scheduled tokness than an average of forty (40)
hours per week but not less than ten (10) hoursmeek on a regular and continuous
basis.

3. Temporary Employees - An employee whose servicesaaticipated to be of limited
duration falls into this classification. Temporagmployees are not eligible for
participation in those employee benefits progranasienavailable for PAWS Regular
Full-Time and Regular Part-Time Employees, althoagharate benefit plans may be
available for certain temporary employees assigiweadvork at PAWS. Any such
employees will be separately notified of any suchgpams. Service as a temporary
does not count as service as a Regular Employdeefeafit eligibility purposes.

For payroll purposes, employees will be classiisdbne of the following:

1. Exempt Employees - Certain employees are paid saleaty basis for all hours worked
each week. These employees are expected to woakewdr hours are required to
accomplish their duties, even if it exceeds thearnmal workweek. No overtime
premium pay will be paid to exempt employees in neosumstances.

2. Non-Exempt Employees - All employees who are nenidied as exempt employees
are considered non-exempt employees. Non-exemglogees are eligible for
payment of overtime premium pay.

MAINTAINING Y OUR PERSONNEL RECORDS

It is your responsibility to provide current infoation regarding your address, telephone
number, insurance beneficiaries, change in depésdmarital status, etc. Please notify your
supervisor of any changes in your address, phomdeay emergency contact information, marital
status, number of dependents, etc. Changes in dxaraor tax purposes will only be made upon the
receipt of a completed W-4 form.

PERSONNEL FILES

Employee personnel files are the property of themany, and do not belong to the employee.
However, upon request, the company will provide lelyges with copies of performance evaluations
and other performance-related documents that theogiee has previously received.

PERFORMANCE EVALUATIONS

Employees may have their job performance reviewedroannual basis by either their
supervisor or by the president of the company.

- 6/2816



STANDARDS AND EXPECTATIONSFOR THE WORKPLACE

SAFETY

PAWS believes in maintaining safe and healthy wagldonditions for our employees.
However, to achieve our goal of providing a safekptace, each employee must be safety conscious.
We have established the following policies and pdures that allow us to provide safe and healthy
working conditions. We expect each employee tofolthese policies and procedures, to act safely,
and to report unsafe conditions to his or her super in a timely manner.

Reporting Unsafe Conditions or Practices

Employees are expected to continually be on thkdobfor unsafe working conditions or
practices. If you observe an unsafe condition, sloauld warn others, if possible, and report that
condition to your supervisor immediately. If yowka question regarding the safety of your
workplace and practices, ask your supervisor fanfatation.

If you observe a coworker using an unsafe practice,are expected to mention this to the
coworker and to your supervisor. Likewise, if a coker brings to your attention an unsafe practice
you may be using, please thank the coworker anceraai¢ necessary adjustments to what you are
doing. Safety at work is a team effort.

Maintaining a Safe Worksite

We expect employees to establish and maintaineaveaiksite. This includes but is not limited
to the following applications:

Maintaining proper fall-protection systems.

Building and maintaining walkways, handrails, anduglrails.

Properly lifting and lowering heavy objects.

Inspecting tools and equipment for defects befeee u

Keeping walkways clear of debris.

Construction and use of safe scaffolding.

Inspecting, cleaning, and properly storing toold aquipment after use.
Following established safety rules.

Using Safety Equipment

Where needed, PAWS provides its employees withggpijate safety equipment and devices.
You are required to use the equipment provideti@nbanner designated as proper and safe by the
manufacturer. Failure to properly use safety eqeipinmay lead to disciplinary action, up to and
including termination.

If you require safety equipment that has not beewriged, contact your supervisor before
performing the job duty for which you need the sagjuipment.

Reporting an I njury
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Employees are required to report any injury, actiger safety hazard immediately to their
supervisor(s). Minor cuts or abrasions must bedrean the spot. More serious injuries or accidents
will be treated accordingly. Serious injuries mingtreported on the injury or accident report form
available in the office.

Hazard Communications

If you believe that you are dealing with a hazaslmaterial and lack the appropriate
information and/or safety equipment, contact yayresvisor immediately.

CARE OF EQUIPMENT AND SUPPL IES

All employees are expected to take care of all@gent and supplies provided to them. You
are responsible for maintaining this material iogar working condition and for promptly reporting
any unsafe or improper functioning of this matet@ajour supervisor.

Neglect, theft, and/or destruction of the compamy&gerials are grounds for disciplinary
action, up to and including termination.

SMOKING AT THE WORKPLACE

The company’s policy is to provide smoke-free emwinents for our employees, customers,
and the general public. Smoking of any kind ishsded inside our office. Employees may smoke on
breaks or during meal times, as long as they do designated smoking areas. Employees who take
excessive smoke breaks may be required to worlelomgurs to make up for time lost smoking.

VIOLENCE AND WEAPONS

PAWS believes in maintaining a safe and healthykplace, in part by promoting open,
friendly, and supportive working relationships amgail employees. Violence or threats of violence
have no place in our business. Violence is notfi@etéve solution to any problem. Employees are
strictly prohibited from bringing any weapons, iding knives, pistols, rifles, stun guns, Mace,,etc
to the worksite or office. Neither threats of vimbe nor fighting will be tolerated. Furthermorfeyou
have a problem that is creating stress or othermisleing you agitated, you are encouraged to discuss
it with your supervisor.

You are expected to immediately report to your sviper any violation of this policy. Any
employee found threatening another employee, fightand/or carrying weapons to the worksite will
be subject to disciplinary action, up to and inahgcdtermination.

DRUG-FREE WORKPLACE

PAWS does not tolerate the presence of illegalginrghe illegal use of legal drugs in our
workplace. The use, possession, distribution, ler alacontrolled substances such as drugs or alcoho
or being under the influence of such controlledssaifices is strictly prohibited while on duty, whole
the company’s premises or worksites, or while ojiggethe company’s equipment or vehicles. The
use of illegal drugs as well as the illegal uséeghl drugs is a threat to us all because it presiot
problems with safety, customer service, produgtjand our ability to survive and prosper as a
business. If you need to take a prescription dnady affects your ability to perform your job duties
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you are required to discuss possible accommodatwthsyour supervisor. Violation of this policy
will result in disciplinary action, up to and indiung termination.

PAWS may require employees to take random drug tkging their employment with the
company. A positive result on any such drug tegtrounds for immediate termination.

Your receipt of this policy statement and signatume¢he handbook acknowledgment form
signify your agreement to comply with this policy.

Any employee who is convicted of violating crimiralig statutes must notify an appropriate
officer or senior official of the company of thairwiction within five days of the conviction. Faié
to do so may lead to disciplinary action.

RESPONDING TO CUSTOMER INQUIRIESAND PROBLEMS

At PAWS, client satisfaction is the measure of suecess. It is the responsibility of each
employee, within reason, to interact with the dienachieve this goal.

APPEARANCE AND DRESS

To present a business-like, professional imageita@ostomers and the public, all employees
are required to wear appropriate clothing on tle Ry necessity, the dress standards for the bssine
office are somewhat different than for jobsites.dagees should be neatly groomed and clothes
should be clean and in good repair. Leisure closiies as cut-offs or halter tops are not acceptable
attire for the office. PAWS will provide employeegh polo shirts or scrub tops bearing the
Company’s logo, which employees are expected ta wéh either beige scrub bottoms or
trousers/slacks.

CONFLICTSOF INTEREST

You should avoid external business, financial,mmp®yment interests that conflict with
PAWS business interests or with your ability tofpemn your job duties. This applies to your possibl
relationships with any other employer, consultaahtractor, customer, or supplier.

Violations of this rule may lead to disciplinarytian, up to and including termination.
CoDE OF ETHICAL CONDUCT

In order to avoid any appearance of a conflichtdriest, employees are expected to abide by
the following code of ethical conduct. Please ctingaur supervisor or an official of the company if
you have any questions.

Employees of the company should not solicit anygtafivalue from any person or
organization with whom the company has a curremiobential business relationship.

Employees of the company should not accept any dievalue from any party in exchange for
or in connection with a business transaction betmtbe company and that other party.

Employees may accept items of incidental value égadly, no more than $25) from customers,
suppliers, or others as long as the gift is noggiin response to solicitation on your part antbag as
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it implies no exchange for business purposes. lt@anginclude gifts, gratuities, food, drink and
entertainment.

If you are faced with and are unsure how to haadiguation that you believe has the potential
to violate this code of ethical conduct, notify ysupervisor or the company president.

Violations of this code may lead to disciplinaryian, up to and including termination.
SOLICITATION AND DISTRIBUTION

For the safety, convenience, and protection oémlbloyees, the company has adopted the
following rules concerning solicitation and thetdisution of materials:

" PAWS prohibits solicitation and distribution of roompany approved materials on
company property or at company jobsites at all $ime

PERSONAL CALLS, VISITS, AND BUSINESS

The company expects the full attention of its erppés while they are working. Although
employees may occasionally have to take care gbpat matters during the workday, employees
should try to conduct such personal business elithiere or after the workday or during breaks or
meal periods. Regardless of when any personaiscalade, it should be kept short.

Employees should also limit incoming personal ¢aiisits, or personal transactions. PAWS
phones should be available to serve the PAWS custrand non-business use of the phones can hurt
the company’s business. A pattern of excessiveopatgphone calls, personal visits, and/or private
business dealings is not acceptable and may lediddiplinary action.

NSPECTION OF PERSONAL AND COMPANY PROPERTY

PAWS employees use the property and equipmentoimpany owns and provides, and may
also use the company’s materials, information, @heér supplies. While employees may decorate their
office workspaces with their personal possessisash as pictures, plants, and the like), employees
must remember that property supplied by the compamgins the property of the company. The
company reserves the right to search any PAWS profeg., personal computers, desks, lockers, or
other storage areas) at any time. PAWS also resdineeright to inspect personal property (e.g., too
boxes, purses, briefcases) during the workday engsoyees leave their worksites. Refusal to allow
inspection may lead to disciplinary action, up nal éncluding termination.

NETWORK AND ELECTRONIC RESOURCESPOLICY

Network and Electronic Resources, such as computrer hardware, software, e-mail,
landline and cellular telephones, fax machinesiateinet access, are tools that PAWS provides its
employees to assist them in their work. These Netwand Electronic Resources and related access
systems are proprietary PAWS property and subgetiew or access by PAWS at any time.

All employees who use the PAWS Network and Eleétr&esources must follow the
guidelines below:

1. Use Network and Electronic Resources for PAWS lassirpurposes only.
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2. Messages and communications sent via the PAWS Nletarad Electronic Resources
are subject to subpoena and access by personde®8WS and may be used in legal
proceedings. Please consider this before sendipng@nfidential messages or material
via the Network and Electronic Resources.

3. E-Mail is not a substitute for face-to-face comnuation. If you have a conflict with
someone or need to discuss an important issubpitldé be handled in person or over
the telephone if a meeting is not possible.

4, Remember that all of PAWS policies, including buat timited to policies on Equal
Employment Opportunity, Harassment, ConfidentialRgrsonal Conduct and Rules of
Conduct, apply to the use of PAWS Network and Eteict Resources. Employees
must _not review or forward sexually explicit, prmoéor otherwise unprofessional or
unlawful material through PAWS Network and ElectooResources.

5. Passwords protecting the use of PAWS Network arettEinic Resources are the
property of PAWS and will be assigned to employaesieeded. Employees may not
change passwords without the consent of the compaesident. Employees must
notify the company president of all passwords amchygtion keys assigned to or used
by them, and must notify the company presidentryf éghanges to such passwords or
encryption keys.

6. Do not install any software or program on any PAWSnputer or other hardware
without the express consent of your supervisohercompany president.

7. PAWS expressly prohibits the unauthorized useallaion, copying or distribution of
copyrighted, trademarked or patented material.

8. Employees must not attempt to override or evadepsogram or measure installed by
PAWS to protect the security or limit the use sfftetwork and Electronic Resources.

PAWS retains the right to review all communicaticosducted and data saved, reviewed or
accessed via PAWS Network and Electronic Resountelsiding company computers, e-mail and
internet access. PAWS does not permit its non-gemant employees to access or use any company
password, e-mail or internet access other than dwai. Inappropriate use of Network and Electronic
Resources may result in discipline, up to and aidg discharge. Employees should be careful to
safeguard their passwords, log off their termingi®n not in use and not permit others to access
PAWS systems.

CONFIDENTIAL AND PROPRIETARY INFORMATION

PAWS considers its confidential and proprietarpination, including the confidential and
proprietary information of our customers, to be ohés most valuable assets. As a result, em@sye
must carefully protect and must not disclose totaimg party all confidential and proprietary
information belonging to PAWS or its customers.clsprotected information includes, but is not
limited to, the following: matters of a technicatare, such as computer software, product sources,
product research and designs; and matters of adassnature, such as customer lists, customer
contact information, associate information, on-pitegram and support materials, candidate and
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recruit lists and information, personnel informatiplacement information, pricing lists, training
programs, contracts, sales reports, sales, finkaethmarketing data, systems, forms, methods,
procedures, and analyses, and any other proprigtrynation, whether communicated orally or in
documentary, computerized or other tangible foromcerning PAWS or its customers’ operations and
business.

Employees should ensure that any materials contaconfidential or proprietary information
are filed and/or locked up before leaving their kvareas each day. During the workday, employees
should not leave any sensitive information lyingatbor unguarded.

If you have any questions about this policy, congalir supervisor or the company president.
RULES OF CONDUCT AND PROGRESSIVE DISCIPLINARY PROCEDURE

There are reasonable rules of conduct which mutllmeved in any organization to help a
group of people work together effectively. PAW®eats each employee to present himself or herself
in a professional appearance and manner. If ahogegis not considerate of others and does not
observe reasonable work rules, disciplinary actidhbe taken.

Depending on the severity or frequency of the gistary problems, a verbal or written
reprimand, suspension without pay, disciplinarybataon, or discharge may be necessary. It is withi
the company’s sole discretion to select the apjigdisciplinary action to be taken.
Notwithstanding the availability of the various d@inary options, PAWS reserves the right to
discharge an employee at its discretion, with dheut notice.

The following is not a complete list of offenses ¥ehich an employee may be subject to
discipline, but it is illustrative of those offersséhat may result in immediate discipline, up td an
including dismissal, for a single offense:

1. Excessive absenteeism or tardiness.

2. Dishonesty, including falsification of Company-reld documents, or misrepresentation
of any fact.

3. Fighting, disorderly conduct, horseplay, or anyeotbehavior which is dangerous or
disruptive.

4, Possession of, consumption of, or being under tifleence of alcoholic beverages

while on PAWS premises or on PAWS business.

5. lllegal manufacture, distribution, dispensationespossession, or use of illegal drugs
or unprescribed controlled substances.

6. Reporting for work with illegal drugs or unpres@tb controlled substances in your
body.

7. Possession of weapons, firearms, ammunition, ex@ss or fireworks on PAWS
premises.

8. Failure to promptly report a workplace injury orcatent involving any of the PAWS

employees, clients, equipment, or property.
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10.
11.
12.

13.

14.

15.

16.

17.

18.

19.

20.

Willful neglect of safety practices, rules, andip@s.

Speeding or reckless driving on PAWS business.

Commission of a crime, or other conduct which magnége the reputation of PAWS.
Use of profane language while on PAWS business.

Stealing, misappropriating, or intentionally danmggproperty belonging to the PAWS
or its customers or employees.

Unauthorized use of the PAWS or its clients’ nalogo, funds, equipment, vehicles, or
property.

Insubordination, including failure to comply witimyawork assignments or instructions
given by any PAWS supervisor with the authorityltoso.

Violation of the PAWS Equal Employment Opportuni®Bolicy or its Harassment
Policy.

Interference with the work performance of other Eyges.

Failure to cooperate with an internal investigatiamcluding, but not limited to,
investigations of violations of these work rules.

Failure to maintain the confidentiality of tradecsas or other confidential information
belonging to the PAWS or its customers.

Failure to comply with the personnel policies ankks of the PAWS.

RE-EMPLOYMENT

Former employees who are rehired and return to wattkin three months of their termination
will not be required to go through another orieiotaperiod, unless the company deems it necessary.
Former employees who are rehired and return to wuake than three months after their termination
will be rehired only as new employees and must dete@ new orientation period. They will be
considered new employees for any and all benefitsa general rule, the company will not rehire
former employees who:

« Were dismissed by the company

« Resigned without giving two weeks’ notice

« Were dismissed for inability to perform job duties
« Had a poor attendance record

e Had a below-average evaluation

« Violated work rules or safety rules

M OONLIGHTING
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The company discourages our employees from talddgianal outside employment.
Employees who wish to take on outside employmerdtrinst obtain permission from the company
president. Work requirements for the company, idiclg overtime, must take precedence over any
outside employment.

PAWS will not permit any employee to take an owgmb with a company in the same or
related business as PAWS, or which is in any wegrmapetitor of PAWS.

If PAWS permits an employee to take outside empleyitnthe employee must report to his or
her supervisor when the outside job has startedsla result of this moonlighting, the employee is
unable to work when requested by the company, diatpovertime, or is unable to maintain a high
work performance level at the company, permissiowdrk at the outside job may be rescinded, or the
employee may be subject to dismissal.

PAWS will not pay medical benefits for injuries sickness resulting from employment by any
employer other than the company.

BENEFITS
PAID TIME OFF

PAWS provides its full-time employees with paid ¢moff (“PTQO”) each year as a way to
express our appreciation and a way to renew amestebur employees. Because our business is often
very seasonal, the company reserves the rightaiat §fTO at times that are most suitable for our
business conditions and to limit PTO during ounybsesason.

Full-time employees begin acquiring 120 hours oORJer calendar year immediately after
beginning employment with the company.

Employees must use all PTO in the calendar yeatinh it is granted. It should be scheduled
and approved by the company at least two weekdvarece. Any unused PTO will be forfeited at the
end of each calendar year.

Upon termination of employment for any reason, exygés forfeit any accumulated but
unused PTO.

Part-time employees are not eligible for PTO.
PROFIT SHARING

Employees will receive profit sharing bonuses eithenthly or quarterly. Upon termination of
employment for any reason, employees forfeit amfifpgharing bonuses.

L EAVES OF ABSENCE

Personal L eave

PAWS may, at its discretion, grant an employeeasdef absence without pay when sufficient
personal reasons necessitate such a leave. Hgveewployees are not eligible for a personal ledve o
absence until they have been continuously emplagddll-time employees of the company for 12
months.
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PAWS may require an employee to provide documentasuch as a doctor’s certification of
illness or disability, supporting the employee’sdédor a leave of absence, and the company may
periodically require the employee to provide sughporting documentation on basis during the leave
of absence. Prior to or upon an employee’s retumiork from a leave of absence, the company may
also require the employee to provide documentasgtablishing the employee’s ability to return to
work.

PAWS reserves the right to determine the duratfdheleave of absence, but no leave of
absence shall exceed 12 weeks. If an employeetéareturn to work immediately after his or her
leave of absence expires, the employee will beidersd to have voluntarily resigned his or her
position with the company.

Employees may continue their health insurance liisnehile on a leave of absence by paying
the full cost of the employee portion of their pram to remain covered each month during the leave.
Employees who wish to continue their insurance caye should so advise the office manager before
beginning their leave.

Leaves of absence will be without pay except thgtleyees may be required to use any
accrued paid time off during a leave. While oeavke of absence, employees will not accrue
additional paid time off. Employees may be eligifdr benefits during a leave under the Company’s
short-term and long-term disability plans.

Because operations sometimes require that vacaittqns be filled, a leave of absence does
not guarantee that the job will be available wHendémployee returns from a leave. PAWS will,
however, make an effort to place you in your prasgiposition or a comparable job which you are
gualified to perform. If no such position is aahile, you may be eligible for rehire as a new erygso
if you apply for an available position for whichwyare qualified and if your prior work history
warrants your rehire.

Bereavement L eave

PAWS will provide up to three days of paid bereagatrieave for an employee upon the death
of an immediate family member. For purposes o ffalicy, “immediate family” is defined as the
employee’s or the employee’s spouse’s parentsngiylchildren, grandparents, grandchildren, the
employee’s spouse, or any other relative who resiéhe employee’s household.

Employees should direct all requests for Bereaveiieave to their supervisors or to the
company president.

While on Bereavement Leave, an employee will be pastraight time for the hours the
employee was scheduled to work on the days missed.

Jury L eave

Employees who are called for jury duty will be gethtime off with pay to perform this civic
duty. Employees must notify their supervisors@msas they learn they have been summoned as a
juror so that work arrangements can be made. dardp be paid for Jury Leave, an employee must
provide his or her supervisor with the jury summand a note from the Clerk of the Court indicating
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the times the employee was in court for jury dutjne company will pay employees straight time for
their regularly scheduled hours of work, minus¢benpensation they received from the court for their
service as jurors, for up to five days of jury seev An employee who is excused from jury dutypri
to the end of a regularly scheduled workday mysbmefor work for the remainder of that day, or
otherwise notify his or her supervisor of his or aeailability to work.

Military L eave

PAWS will grant employees called into military sieeran unpaid leave of absence and
reemployment rights as provided by the laws ofuhéed States. Employees may use accrued paid
time off during a military leave of absence, b aot required to do so.
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ACKNOWLEDGEMENT OF RECEIPT OF EMPLOYEE HANDBOOK

| have received the current PAWS employee handlaodkhave read and understand the
material covered. | have had the opportunity togskstions about the policies in this handbook,land
understand that any future questions that | may ladout the handbook or its contents will be
answered by a PAWS representative upon requegteédo and will comply with the policies,
procedures, and other guidelines set forth in #ebook. | understand that the company reserves the
right to change, modify, or abolish any or all leé tpolicies, benefits, rules, and regulations doeth
or described in the handbook as it deems apprepaiziny time, with or without notice. |
acknowledge that neither the handbook nor its caatare an express or implied contract regarding
my employment.

| further understand that all employees of PAWS$ardless of their classification or position,
are employed on an at-will basis, and their empleytis terminable at the will of the employee @& th
company at any time, with or without cause, andhwitwithout notice. | have also been informed and
understand that no officer, agent, representadivemployee of PAWS has any authority to enter into
any agreement with any applicant for employmerdroployee for an employment arrangement or
relationship other than on an at-will basis anchimgf contained in the policies, procedures,
handbooks, or any other documents of the compaaiyishany way create an express or implied
contract of employment or an employment relatiopgtther than one on an at-will basis.

This handbook is PAWS property and must be retuupesh separation.

Signature Date

Employee Name: Printed

Primary Phone Number:

Secondary Phone Number:

Emergency Contact:

Emergency Number:
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