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INTRODUCTION
Welcome to Open Door Community Health Centers!

This Employee Handbook contains information aboutthe employment policies and practices of Open Door
Community Health Centers (ODCHC) in effect at the time of publication. Exceptfor employment at-will status,
ODCHC reserves the right to change, inits solediscretion, all such policies and practices and the hours, wages,
working conditions, job assignments, positions, titles, compensation rates and benefits for any employee. Other
than the CEO of ODCHC no manager, supervisor or representative of ODCHC has any authority to enter into any
agreement for employment for any specified period of time or to make any agreement for employment other than
at-will.Only the CEO has the authority to make anysuch agreement, andthen only inwritingsigned by the CEO
and the employee expressly makingthis change.

The policies setforthin this Handbook replaceany andall previous policy statements, whether written or oral,
which differ from or are inconsistent with the policies expressed inthis Handbook. Such prior policies shallhave no
force or effect after the effective date of this Handbook.

EMPLOYEE RESPONSIBILITY

Itis the responsibility of each employee to learnand abideby all of ODCHC's policies, includingthosecontainedin
this Handbook. If you have any questions regarding this Handbook, present your question(s) to your supervisor or
a representative of the Human Resources Department. Failureto followany of ODCHC’s policies willresultin
disciplinaryaction, up to and including termination.

EMPLOYEE HANDBOOK REVIEW

Policies, procedures, and practices shall be reviewed periodically by the Human Resources Department. Changes
are to be approved by the personnel below.

e Chief Human Resources Officer

e  Chief Compliance Officer

e  Chief Operations Officer

e  Chief Executive Officer

e President of the Board of Directors

AT-WILL EMPLOYMENT

Employment at ODCHC is employment at-will. While we hope our employment relationship will bea satisfyingand
mutually beneficial one, nothing in this Employee Handbook creates, oris intended to create, a promiseor
representation of continued employment for any employee. Employment at-will may be terminated at the will of
either the employer or the employee. Employment and compensation may be terminated with or without cause
and with or without notice at any time by you or ODCHC.

MISSION STATEMENT ODCHC’s missionis to provide quality medical, dental and mental health care and health
educationto all regardless of financial, geographic, or social barriers.
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THE BASICS
1. Our Mission andvaluesarethe principal beliefs of ODCHC. They must be known, owned and energized by all.

2. As service professionals, wetreat our patients, guests and each other with respect and dignity. Employees actas
positive representatives of ODCHC in and outside of the work place.

3. All employees will successfully complete annual trainingas required for their position.
4. ODCHC’s objectives are communicated to all employees and itis everyone's responsibility to support them.

5. To create ownership and prideinthe workplacewe encourage all employees to participateand be involvedin
the planningof the work that affects them.

6. Each employee will continuouslyidentify and reportareas for improvement throughout ODCHC.

7.t is the responsibility of each employee to create a work environment of teamwork so that the needs of our
patients, guests and each other are met.

8. Patient experience is the responsibility of each employee. Whoever receives a complaintwill resolveitto the
patient’s satisfaction or enlist help.

9. Greet people with a smile, maintain eye contact and use proper vocabulary.
10. When possibleescort patients and guests rather than pointing out directions to another area of the center.

11. Use ODCHC telephone etiquette. Use the patient’s name when possible. When necessary, ask the caller "May |
placeyou on hold?" Eliminatecall transfers whenever possible. Adhere to voice mail standards.

12. Take prideinand care of your personal appearance. Everyone is responsible for conveying a professional image
by adheringto ODCHC clothingand grooming standards.

13. Think safety first. Each employee is responsiblefor creatinga safe, secure and accidentfree environment for all
patients, guests and each other. Be awareof all fireand safety emergency procedures and report security risks
immediately.

14. High levels of cleanliness are the responsibility of every employee.

15. Protecting the assets of ODCHC is the responsibility of every employee. Conserve energy, properly maintain our
health centers and protect the environment.

Human Resources 3|Page Published 07/2020



POLICIES & PRACTICES

EQUAL EMPLOYMENT OPPORTUNITIES

Itis the policy of ODCHC to make all employment decisions withoutregardto anindividual’srace,religiouscreed,
color, national origin, ancestry, physical disability, mental disability, medical condition, genetic information, marital
status, sex, gender, gender identity, gender expression, age, sexual orientation, military and veteran status,
registered domestic partner status or any other basis made unlawful by applicablelaw.

ODCHC is an equal opportunity employer and strictly prohibits unlawful discrimination by any employee, including
managers, supervisorsand co-workers. This policy pertains to all aspects of our employment terms and conditions
including, but not limited to, recruitment, hiring, training, promotion, termination, compensation and benefits.

ODCHC will makereasonableaccommodations for known physical or mental disabilities or medical conditions of
qualified applicants or employees. A qualified applicantor employee who may require an accommodation to
perform the essential functions of the job should notify the Chief Human Resources Officer. ODCHC will engage in
a timely, good faith, interactive process with the applicantor employee to determine the need for a reasonable
accommodation. If a reasonableaccommodation exists and will notimposean undue hardship on ODCHC, an
accommodation will be made.

If you believe you have been subjected to unlawful discrimination, please follow the complaintprocedure outlined
in this Handbook below.

HARASSMENT

ODCHC maintains a strict policy prohibiting harassment for any reason. This policy applies to all personsinvolved
inthe operations of ODCHC, and prohibits such harassment by any employee of ODCHC, including managers,
supervisors and co-workers.

The policyis alsoin placeto protect employees from harassmentby third parties.Italso prohibits employees from
engaging in harassmentagainstthird parties. Harassment may have occurred even if you have not losta job or
some other economic benefit. Harassmentwill not be tolerated, whether or notitrises to the level of unlawful
conduct. Conduct that is prohibited under this policyincludes, butis notlimited to:

e Conductthat unreasonablyinterferes with work performance or creates an intimidating, hostile, or
offensive work environment.

e Verbal conduct such as epithets, derogatory comments, threats, slurs or unwanted sexual advances,
invitations or comments.

e Visual conductsuch as derogatory posters, photography, cartoons, drawings, emails, internetsites or
gestures.

e Physicalconductsuchas unwanted touching, blocking normal movement or interfering with work
directed at you.

e Threats and demands to submitto sexual requests in order to keep yourjob oravoid some other loss and
offers of job benefits inreturn for sexual favors.

e Retaliationfor opposing, reporting or threatening to report harassmentor for participatinginan
investigation, proceeding or hearing conducted by the Equal Employment Opportunity Commission or any
state fair employment agency.

You have a right to have your concerns and complaints about harassmentaddressed. Ifyou believe you are being
harassed on the job because of your race, religious creed, color, national origin, ancestry, physical disability,
mental disability, medical condition, geneticinformation, marital status, sex, gender, gender identity, gender
expression,age, sexual orientation, military and veteran status, registered domestic partner status or any other
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basis protected by applicablelaw, pleasefollowthe complaint procedure outlined in this Handbook below.
Employees must report conduct prohibited by this policy whether or not they are personally involved.

RETALIATION/WHISTLEBLOWER PROTECTION

ODCHC prohibits retaliation againstany employee because of (1) the employee’s oppositionto a practiceor
conduct the employee reasonably believes to be unlawful;(2) the employee’s protected participationinan
investigation or proceeding; (3) the employee’s request for anaccommodation for a disability (4) the employee’s
request for a religious accommodation;or (5) any other activity of the employee that is protected by law. ODCHC
also prohibitsretaliation againstan employee because the employee is a family member of a person who has
made a wage claimor engaged in other activities protected under the California Labor Code. Any retaliatory
adverse action because of such opposition, participation, request, activity or familial relationship will notbe
tolerated.

If you believe you have been subjected to retaliation, pleasefollowthe complaint procedure outlined in this
Handbook below.

COMPLAINT PROCEDURE — DISCRIMINATION, HARASSMENT & RETALIATION

ODCHC encourages you to report all incidents you believe violate ODCHC'’s policies againstdiscrimination,
harassmentor retaliation. You should providea complaint, preferablyinwriting, to your own or any other ODCHC
supervisor or the Human Resources Department as soon as possibleafter the incidentor incidents you believe
violate ODCHC policy. Your complaintshouldincludethe details of the incidentor incidents, the names of the
individualsinvolved and the names of any witnesses. Your complaintwill be kept as confidential as possible, butno
complaintcan be kept completely confidential.

Supervisors mustpromptly refer all complaints to the Human Resources Department. An appropriate person will
be designated to undertake a prompt and impartial investigation of the complaintand document the findings.
When the investigationis complete,a determination regardingthe complaintwill be made and communicated to
you as soon as practical. Because of the seriousness of a complaintof discrimination, harassmentor retaliation, no
employee should knowingly make or knowingly participatein makinga falsecomplaint.

If ODCHC determines that a violation of policy has occurred, ODCHC will takeremedial action commensurate with
the severity of the offense. Action will also betaken to deter anyfuture violations of ODCHC policyandensure a
work environment free from discrimination, harassmentand retaliation. You will be kept apprised of such
measures taken by ODCHC. ODCHC will notretaliateagainstyou for making a complaintand will notknowingly
permit retaliation by anyone.

Complaints of discrimination, harassmentand/or retaliation can befiled with the California Department of Fair
Employment and Housing (DFEH) and/or the federal Equal Employment Opportunity Commission (EEOC). These
agencies may accept, investigate, prosecute and remedy complaints. The telephone numbers for the nearest
agency office arelisted in the telephone book andonlinedirectories. The agencies’ websites are www.dfeh.ca.gov
and www.eeoc.gov.

OPEN DOOR POLICY

At some time or another, you may have a suggestion,complaintor question about ODCHC, your job, working
conditions or the treatment you or others arereceiving. We welcome your suggestions, complaints or questions.
For issues other than harassment, discrimination or retaliation, we ask that you take your concerns firstto your
supervisor, who will investigateand providea solution or explanation. If the problem is still notresolved, you may
present itto the Human Resources Department, preferablyinwriting, which will address your concerns.

ODCHC alsohas a ComplianceHotlineifyou would prefer to remainanonymous. (707) 630-5270.
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ODCHC takes all employee concerns seriously and attempts to resolvethem as soon as possibleto everyone’s
satisfaction.

EMPLOYMENT CLASSIFICATIONS

The employment classifications listed below do not guarantee employment for any specified period of time.
Accordingly, the rightto terminate the employment relationshipatanytime s retained by both the employee and
employer. Employees at ODCHC are classified by ODCHC as follows:

Regular Full-Time Employees: Full-time employees are employees who are normally scheduled to work 32 or more
hours per week.

Regular Part-Time Employees: Part-time employees are employees who arenormally scheduled to work fewer
than 32 hours per week.

Temporary Employees: Temporary employees are employees who areemployed by ODCHC for a specific project
and/or short-term assignments. Short-term assignments will generally be periods of 3 months or less. Temporary
employees are not eligiblefor benefits other than those mandated by law.

Per Diem: Employees who arecalledinto cover for peak workload fluctuations, tofill in for events or other
occurrences. Employees should request to see the Per Diem Clinical Staff policy for more information.

Rehired: Employees who are rehired followinga breakin serviceother than foran approved leave of absence. If
the break inserviceis in excess of 12 months, they will servea new introductory periodincludingattending New
Hire Orientation. Such employees are considered new employees from the effecti ve date of the re-employment.
ODCHC complies with all stateand federal laws as itpertains to rehired employees.

Inactive Status Employees: Employees placed oninactivestatus due to aleave of absenceor work-related injury
may not continue to accruebenefits or seniority unless otherwise mandated by law.

Inaddition to the above classifications, each employee will belong to one other employment category:

Exempt Employees: Exempt employees are employees whose job assignments meet the federal and/or state
requirements for overtime exemption. Exempt employees are compensated on a salarybasisand arenot eligible
for overtime pay.

Nonexempt Employees: Nonexempt employees are employees subjectto federal and/or state overtime
regulations and will becompensated for overtime hours worked inaccordancewith the law. Nonexempt
employees must comply with ODCHC's policies regarding overtime and may never work off-the-clock. Individuals
working through an employment agency (leased employees, etc.) and those working as independent contractors
are not considered “regular” employees of ODCHC and are not entitled to any employment benefits provided by
ODCHC. Ifyou have any question about your classification, you should check with the Human Resources
Department.

PERFORMANCE EVALUATIONS

Performance evaluations will be conducted periodically. Thereafter, evaluations aregenerally conducted on an
annual basis. Evaluations may also beconducted inrelation to job changes, transfers, etc. The purpose of
evaluationsis toletyou know how well you are performing and whether you have any performance problems.
Performance evaluations can beverbal or written, formal or informal. How you are rated on these evaluationsin
no way changes the at-will employment relationship.

You will havethe opportunity to submityour own comments to any andall performance evaluations submitted by
your supervisor. Your comments must be submitted inwritingto your supervisor or to the Human Resources
Department.
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PERSONNEL RECORDS

The information recorded in your personnel fileis extremely important to you and to ODCHC. Itis your
responsibility to make surethat the personal datainthefileis accurateand up to date. Report any change of
address, phone number, emergency contactinformation, etc. to the Chief Human Resources Officer in writing
immediately. You may add to the fileyour version of any disputed item inyour personnel file.

You have a right to inspect and/or receive copies of certain personnel and payroll records, as provided by law. You
alsohavea right to receive copies of documents that you have signed related to obtainingor holdingyour job.

In order to inspectand/or receive a copy of your records, you or a representative authorized in writing by you, may
submitto the Human Resources Department a written request identifyingthe date the request is being made and
designatingthe records that you want to review and/or receive copies of; an oral requestis adequate when
requesting payroll records only. Alternatively, you may request from the Human Resources Department an
employer-provided form to fill outand return to the Human Resources Department.

The requested inspection and/or copies will be made availableata mutually convenient time no more than 21
days from the date that ODCHC receives the request from you or the authorized representative. The time you
spend inspecting the records is considered non-work time. If copies arerequested, you may be required to pay for
the actual costof reproduction.

WORKING HOURS

Normal working hours at ODCHC vary. Your supervisor will assign you a work schedule. The work schedule for full -
time nonexempt employees is normally 40 hours per week andyour supervisor will assign your work schedule.
Your work schedule may be changed for such reasons as to better serve the patient, fluctuations in demand or the
reorganization of your team’s responsibilities. Changes to your work scheduleshould not and will notin terfere
with the laws governing meal and rest periods.

OVERTIME

ODCHC provides compensation for all overtime hours worked by nonexempt employees inaccordancewith state
and federal law. For overtime pay calculation purposes for nonexempt employees, the work-week at ODCHC
begins Sunday at 12:01 AM and ends the following Saturday at midnight. The workday begins at 12:01 AM and
ends at midnight. Your supervisor will notify you when overtime work is required. Prior authorization fromyour
supervisor mustbe obtained before working any overtime.

DAY OF REST

Supervisors may not require any employee to work more than 6 days in each workweek without prior approval
from the Human Resources Department. Nonexempt employees may request to work a 7th dayinthe workweek
inorder to pick up extra hours when available. Employees must submit their request in writingto their supervisor
for approval. All such requests should be forwarded to the Human Resources Department.

CALL-IN, ON-CALL, AND REPORTING TO WORK PAY

Call-In: An employee calledinto work a shifton a day other than their normal work schedule when there areno
specified number of hours the employee is scheduled to work, will be paid at least 2 hours pay at their regular rate
of pay.

On-Call:On-calltimeis not paid time if the employee can use the time for their own benefit. Ifthe employee is
called upon, reasonabletravel time and time spent working will be paid atthe employee’s regular rate of pay.
Carryinga pager or cell phone does not constitute hours worked.

Reporting Time Pay: Nonexempt employees who report to work for a scheduled shiftand the employer finds it
necessary to send the employee home before the end of the shiftwill be paidas follows:
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e Ifthere is nowork, the employee will be paid’ of the scheduled hours.In no event is this to be less than
2 hours or more than 4 hours. For example, ifthe employee is scheduled to work 6 hours, reports to
work, and there is no work, the employee will be paidfor 3 hours. Ifthe employee is scheduled to work 8
hours andis sent home 20 minutes after the shiftbegins, the employee will be paidfor 4 hours.

e Ifthe employee works % of the scheduled hours or more, the employee will be paid for the hours
worked. For example, ifthe employee is scheduled to work 8 hours andis sent home after working 5
hours, the employee will be paid for 5 hours and no reporting payis due.

Employees will notbe eligiblefor reportingtime payin the followingsituations:

e The employee was provided advanced notice of a schedulechange, but reported to work anyway
e The employee could not complete schedule due to illness/injury

PUNCTUALITY AND ATTENDANCE

Each employee plays a vital rolein the success of our operations.Regular and predictableattendance and
punctualityis an essential function of your position. Therefore, you are expected to be at work on time each day
andto adhere to your work schedule.

If you aregoing to be late or absent from work for any reason, you must contactyour supervisor as farinadvance
of your scheduled starttime as possiblesothat arrangements can be made to handleyour work duringyour
absence. Ifyou callinless than 1 hour before your scheduled time to begin work, you may be considered tardy for
that day. If you cannotprovide advanced notice, you are expected to notify your supervisor as soon as possible
and explainthe circumstances. You must contact your supervisor on each dayyou will be absentfrom work unless
you are on an approved leave of absence.

If you must leave work early, you are required to personally contactyour supervisor and obtain permission.

Ifrequested, you must providewritten verification of the reason for your absence unless the law exempts
verification. Presenting verification of your absence does not mean the absence is excused and will not be counted
againstyour overall attendancerecord. However, any absenceor tardy thatis specifically excused by law will not
be counted againstyour attendance record.

While ODCHC understands you may need to be absentfrom work for a variety of legitimatereasons, absenteeism
andtardiness, even for good reasons, burdens your fellow employees and hinders our operations. For that reason,
excessiveunexcused absenteeism and tardiness will not be tolerated.

Ifyou fail to report for work without contactingyour supervisor and the absence continues for a period of 3
business days, ODCHC will consider that you have abandoned your job and voluntarily resigned your employment.

TIME RECORDS

Time records must be accurately completed within ODCHC's timekeeping system by nonexempt employees. Each
time record must show the exact time worked, the meal periods taken and your acknowledgment. All hours must
be recorded. Working “off-the-clock” is strictly prohibited for nonexempt employees. Absences and overtime must
be accuratelyidentified on your time record. Acknowledging your time record certifies that you have a ccurately
recorded all hours of work that you performed and that you received all your meal periods, rest periods and
recovery periods consistentwith our policyandapplicablelaw, unless otherwise noted on your time record.

You cannotrecord time and/or submita time record for another employee or allow another employee to record or
submityour time record. You must submityour own time record.

Exempt employees must report full days of absencefrom work. Deductions from an exempt employee's salary will
be made only inaccordancewith applicablelaw.
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You should immediately contactthe Payroll Department with any questions concerning your payso that
inadvertent errors can be corrected.

MEAL PERIODS

Nonexempt employees who work more than 5 hoursina dayare provided with an uninterrupted 30-minute
unpaid meal period in which the employee is to be relieved of all duties. You must start the meal period before the
end of the fifth hour of work. For example, if you begin an 8-hour shiftat8 a.m., you must startthe meal period by
12:59 p.m. Employees should take a minimum of 30-minutes for a meal period even ifitis notpossibletocomplete
the meal period before the completion of their fifth hour of work.

Nonexempt employees who work more than 10 hoursina dayare provided with a second uninterrupted 30-
minute unpaid meal period in which the employee is to be relieved of all duties. Employees must startthe second
meal period before the start of the 10th hour of work. Employees should take a minimum of 30-minutes for a meal
period even ifitis not possibleto complete the meal period before the completion of their 10th hour of work.

Ifan employee’s work day will be completed within a total of 6 hours, the employee may waivethe meal period
with prior written approval fromthe immediate supervisor or the Human Resources Department. Ifan employee’s
work day is greater than 6 hours the firstmeal period cannot be waived.

On-Duty Meal Breaks

Employees can take on-duty meal breaks in certain limited circumstances. An on-duty meal break must meet all of
the following conditions:

e |spermitted when the nature of the work prevents an employee from being relieved of all duties
e Must be agreed to in writing by the Human Resources Department and the employee must be paid
e Can berevoked atany timein writing by the employee, except under Wage Order 14

Ifan employee’s work day exceeds 10 hours of work time, the employee may waive the second meal periodonlyif
the employee has taken the required firstuninterrupted 30-minute unpaid meal period. To waive the second meal
period, the employee must receive prior written approval fromthe immediate supervisor or the Human Resources
Department.

ODCHC prohibits employees from performing any work on behalf of ODCHC duringtheir meal period. Employees
may leave the premises duringtheir meal period. ODCHC prohibits management or other employees from
interrupting an employee who is ona meal period.

Nonexempt employees must observe assigned working hours, the time allowed for meal periods and report any
missed meal period each day. For each instance where an uninterrupted meal periodis not provided employees
arerequired to explaininthe timekeeping system why they did not take a meal period.

REST PERIODS
Nonexempt employees arerequired to take the following paidrestperiods:

e No rest period for shifts under 3.5 hours;

e 10-minutes for shifts from 3.5 to 6 hours in length;

e A second10-minute rest period for shifts 6to 10 hours inlength; and
e A third 10-minute rest period for shifts 10 to 14 hours in length.

Your supervisor may scheduleyour rest periods and whenever practicalrestperiods should betaken inthe middle
of your work period. As a general ruleinan 8-hour shift, an employee’s first 10-minute rest period should be taken
before the firstmeal period and an employee’s second 10-minute rest period should be taken after the first meal
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period. Shorter or longer shifts and other factors that make such schedulingimpracticableorinfeasible may alter
this general rule.

Rest periods arepaid work time; they cannot be waived by the employee in order to shorten the work day or used
towards additional time off. Rest periods cannotbe combined with an employee’s meal period. Do not take more
than 10 minutes for each rest period provided under this policy.

Lactation Breaks: Employees desiringto express breast milk will be provided a reasonableamountof timeand a
secluded area so that this may be done in private. This time shall coincide with the employee’s regularly scheduled
rest period to the extent possible.Ifalactation breakis taken outside of or extends beyond a paidrestperiod, a
nonexempt employee must record the additional timeon the timesheet as unpaidtime.

Nonexempt employees must observe assigned working hours, the time allowed for rest periods and report any
missed rest period each day. For eachinstancewhere an uninterrupted rest period is not provided employees are
required to explaininthe timekeeping system why they did not take their rest period.

PAYDAYS

Paydays at ODCHC are bi-weekly every other Fridayand you will be paid for the previous 2 weeks. Employees are
encouraged to sign up for automatic deposit.

If you have automatic depositfor your paycheck, your funds will be deposited inthe accountyou have identified at
the financial institution you requested by the end of business on the scheduled payday. If you do not sign up for
directdeposit, your paycheck will be sent to your work sitevia courier.

Your paycheck will notbe released to anyone other than you without your written or verbal consent.

Ifa garnishingwage order is received by ODCHC for one of our employees, we areobligated by lawto comply with
the demand.

MANDATORY MEETINGS & TRAINING

ODCHC will pay nonexempt employees for time spent attending meetings and training programs outside of regular
working hours under the following conditions:

1. Attendance is mandated by ODCHC; or

2. The employee’s attendanceis approved by management inadvanceandthe meeting or training programis
directly related to the employee’s job.

All mandatory meetings and training programs will beidentified as such. ODCHC will payfor all training costs or
tuition associated with mandatory trainingfor all employees. Do not assumea meeting or training programis
approved for reimbursement or pay by ODCHC unless identified as mandatory. Check with your supervisor if there
is any question.

Nonexempt employees must record the actual hours of attendance on the days’time record. Ifattendance ata
mandatory meeting or training programresults in travel beyond that of your normal commute, you will be
compensated for this additional timespent traveling. The rate of pay for attending and or traveling to meetings
andtraining programs may vary from the employee’s normal pay rate. If you have questions on how to record your
time, you should ask your supervisor.

CREDIT _CARDS

Some employees may beissued ODCHC creditcards.These creditcards arefor ODCHC business only. Personal
charges are prohibited.
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MILEAGE REIMBURSEMENT

ODCHC will reimburse employees for mileage under specific criteria in accordanceto the California Auto Mileage
Expense Reimbursement Guidelines. ODCHC follows the IRS Mileage Reimbursement Rates and updates on an
annual basis. Refer to the Mileage Reimbursement Policy for guidelines and criteria.

EXPENSES

ODCHC reimburses employees for authorized necessary business expenses. Employees who have incurred
authorized business expenses mustsubmit receipts fully documenting the expense ina timely manner. Do not
incur expenses without prior authorization.

PROPERTY AND FACILITIES

All ODCHC property and facilities, including but not limited to, desks, storage areas, work areas, lockers, file
cabinets, computer systems, telephone systems, tools, equipment and vehicles areto be used only for ODCHC's
business and mustbe properly used and maintained. ODCHC reserves the right, atany time, and without prior
notice, to inspectanyand all of ODCHC's property or facilities to ensure that ODCHC policyis beingfoll owed. Such
inspections may be conducted during or after business hours andinyour presence or absence. When ODCHC has a
compellinglegitimatebusiness reason, itreserves the rightto inspectpersonal property of the employee
including handbags, lunch bags, or any vessel used that may contain a tangibleitem.

VIDEO MONITORING

Facilities may be monitored by closed circuitvideo security cameras, including during working hours. Although the
main purpose of video surveillanceis to protect facilitiesand equipment from theft and destruction, all
surveillancefootage may be used for performance management issues if applicable. When you work in monitored
areas realizethatcameras and footage may be observed both in real-time and a later date. As an employee of
ODCHC you have no rightto privacy whileon ODCHC controlled grounds and you may appearinvideo images;
however, no surveillancedevices areplacedinanyareas where an employee canreasonably expectprivacy, such
as changingrooms and restrooms.

KEYS, ALARM CODES AND ENTRY CARDS

You may be assigned a building key, alarm code and/or entry card needed to conduct your daily job
responsibilities. You are responsiblefor all keys, entry cards and the confidentiality of your alarmcode. Duplication
of any ODCHC key is not allowed. Itis against ODCHC policy to loan or distribute your assigned keys, badges, entry
cards to another employee or non-employee of ODCHC. Itis against ODCHC policytodiscloseyouralarmcode
unless specifically authorized by Corporate Services. If your ODCHC keys/entry card arelost, misplaced, destroyed
or stolen or your alarmcodeis compromised, you must report itimmediately to your supervisor.

COMPUTERS AND ELECTRONIC EQUIPMENT

ODCHC's computer and other electronic systems (“technology”), including but not limited to, telephone systems,
voice mail systems, electronic mail systems, cell phones, ODCHC-issued computers and workstations, computer
hardware, peripheral equipment such as printers and fax machines, software that grants access to external
services, such as the Internet or cloud storageaccounts,and instant messaging systems, are provided for business
use only.Occasionaland limited use of ODCHC's technology for personal purposes is understandableand
permitted, solong as the privilegeis not abused, the use does not interfere with the employee’s work and the use
does not violateany of ODCHC'’s policies. ODCHC has the right to review, copy or discloseany files orinformation
found on their technology. All messages sent and received, including personal messages,and all data and
information stored on or transported through ODCHC’s Technology Resources are ODCHC property regardless of
the content. These communications do not belong to the employee and should not be considered confidential or
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private. Employee explicitly gives theemployer the right to intercept, access, view, monitor, and useall such
communication, whether relatingto ODCHC business or employee’s personal matters.

Although passwords may be utilized to restrictaccess to certain systems, the passwords are designed to protect
ODCHC againstunauthorized access —notto prohibitaccess by the authorized ODCHC representatives. ODCHC
may require you to disclose username(s), password(s) or other method(s) of accessingany ODCHC-issued
electronic device. ODCHC retains the right to enter into any technology system and to inspectand review any and
all data recorded in the systems. No message or data placed on ODCHC's technology should be considered private
or confidential. Deleting or erasinginformation, documents or messages maintained on ODCHC technology is,in
most cases, ineffective. All employees should understand that any information kept on ODCHC'’s technology may
be electronically recalled or recreated. There should be no expectation of privacy by an employee becausethey
erased or deleted messages.

All employees obtainingaccess to copyrighted materials mustrespect all copyrights and may not copy, retrieve,
modify or forward copyrighted materials, except where expressly allowed by the copyrightlawor with express
written permission fromthe owner. Unless specifically authorized, employees may not download or installany
software on ODCHC's technology.

ODCHC'’s technology may not be used for transmitting, retrieving or storingany communications of a
discriminatory or a harassing nature. Harassment of any kind is prohibited. No messages with derogatory or
inflammatory remarks about race, religious creed, color, national origin, ancestry, physical disability, mental
disability, medical condition, genetic information, marital status, sex, gender, gender identity, gender expression,
age, sexual orientation, military and veteran status, registered domestic partner status or any other basis made
unlawful by applicablelaw, whether about a specificindividual or aboutthese protected categories in general,
shall betransmitted, received or stored. ODCHC prohibits the use of abusive, profane or offensivelanguage
received or transmitted through ODCHC’s technology systems. ODCHC’s technology may not be used for any
purpose thatisillegal,against ODCHC policy, causes discreditto ODCHC or is contrary to the best interests of
ODCHC. Use of ODCHC technology for personal gain or profitor for personal reasons that would impede ODCHC's
ability to conductbusiness is prohibited.

Each employee is responsible for the content of all text, audio or images that the employee places on or sends
over ODCHC’s technology systems. All electronic communications you send should include ODCHC's el ectronic
communications privacy notice. No electronic communication may be sent which hides the sender or represents
the sender as someone else. Employees who receive text, audio orimages over ODCHC’s technology systems that
violateany of ODCHC’s policies should immediately report this receipt to their supervisor or the Human Resources
Department.

SOCIAL MEDIA

This information is intended to govern the publishing, postingand/or release of information through all existing
and developing social media platforms such as:Social Networking Sites such as Facebook, Instagram, Snapchat,
Pinterest, etc.; Blogs; Micro-blogs, such as Twitter; Video and photo sharing websites, such as YouTube; Forum
Discussion Boards, such as Google Groups; Online Encyclopediassuch as Wikipedia; an employee’s own website;
interactive Websites of other companies or individuals where on-linecomments are permitted; and other user-
generated media.

Employees may not use social media to violateany of ODCHC'’s policies.Beloware basic principles thatgovern the
use of social media by ODCHC employees, but this listis notexhaustive. If you have a question about whether your
use of social media is prohibited by this policy you should contactthe Human Resources Department before
engaginginthe use.

Human Resources 12|Page Published 07/2020



e Unless specifically authorized, employees are prohibited from using ODCHC’s equipment and technology
to engage insocial media. Whether you areworking or not, ODCHC’s equipment and technology are
provided to you for the purpose of conducting ODCHC business.

e Unless specifically authorized, employees are prohibited from engagingin social media duringtheir
working time, regardless of whose equipment and technology are used. As used in this reference, working
time excludes meal and rest periods.

e Employees are prohibited from disclosing ODCHC trade secrets, proprietary information and other
confidential information described in various sections of this Handbook. These policiesincludebutare not
limited to the sections covering: Computers and Electronic Equipment; Confidential Information (including
but not limited to Protected Health Information (PHI) or anyinformation deemed to be of anidentifiable
nature and includedin patient privacy regulations under state or federal law); Conflict of Interest;
Personnel Records; and Solicitation.

e |fyou identifyyourselfinsocial media as beingemployed by ODCHC, you must state that your views are
your own personal views and that you arenot authorized to and do not speak on behalf of ODCHC.
Remember that once you identify yourselfas being employed by ODCHC, your statements, whether
intended by you or not, can reflect unfavorably on ODCHC, its image and its products/services.
Remember, the mere fact that a postis personal does not insulatethe employee from potential
repercussions.

ODCHC disclaims any legal responsibility for employees’ use of social media. Employees arelegally responsiblefor
their own use of social media.

CELL PHONES

Personal cell phoneuse must be limited whileyou are working. Cell phones should be turned off and/or set to
silentand stored with your other personal belongings whileyou areworking.

If you arerequired to perform business on a cell phone for ODCHC whiledriving, you must utilize the hands-free
option on the cell phone or a headset/earpiece device. Sending or reviewing text messages or emails or reviewing
the contents of your cell phone whiledrivingis also prohibited.

Ifyou areassigned an ODCHC cell phone to conduct ODCHC business, please notify ITimmediately ifthe phone is
misplaced, stolen or damaged. ODCHC retains the right to enter intoany cell phone system and to inspectand
review anyandall data recorded in the systems. Because ODCHC reserves this right, no message or data placed or
received on ODCHC's cell telephones should be considered privateor confidential.

SOLICITATIONS, DISTRIBUTIONS AND ACCESS

Inorder to maintain and promote efficient operations, disciplineand security, ODCHC maintains rules applicableto
all employees that govern solicitation, distribution of written material and entry onto the premises and work areas.
All employees areexpected to comply with these rules, which will bestrictly enforced. Any employee who isin
doubt concerningthe application of these rules should consultwith their supervisor. These rules are:

1. No employee shallsell merchandise or solicitor promote supportfor any causeor organization duringtheir
working time or during the working time of the employee(s) at whom such activityis directed. As used in these
rules, working time excludes meal and rest periods.

2. No employee shalldistributeor circulateany material in work areas at any time or duringan employee’s
working time or during the working time of the employee(s) at whom such activityis directed, other than those
approved by management for business purposes. Employee break rooms

3. No employee shallenter or remain in ODCHC work areas for any purpose except to report for, be present during
andto concludea work period. A nonexempt employee is forbidden from loitering onsite before the start of a
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scheduled shiftand must leave the work area after their work schedulefor the dayis completed. Work area does
not include ODCHC parkinglots, gates or other similar outsideareas unless an employee is assigned to work in
such areas.

4. Under no circumstances will non-employees be permitted to solicitor distribute written material for any
purpose on ODCHC property.

5. Non-employees are forbidden from entering upon ODCHC property at any time except on official business with
ODCHC.

NOTICE AREAS

ODCHC labor noticeareas arereserved for the exclusive use of for posting work-related notices or notices which
must be posted pursuantto local,stateand federal law. From time to time, special notices and information for
employees will be posted by ODCHC on the noticeareas.Pleasecheck the boards regularly for such notices.

RECREATIONAL AND SOCIAL ACTIVITIES

Employees of ODCHC may participatein various recreational and social activities thatare either sponsored by or
supported by ODCHC. All recreational and social activities are completely voluntary. No employee is obligated to
participateinanyrecreational or social activity, and no employee’s work-related duties include participationin
such activities. Ifyou elect to participateinanyrecreational or social activity you agree to do so at your own risk.
ODCHC disclaims any and all liability arising out of an employee’s voluntary participationin any off-duty
recreational or social activity. Unless required by law, the time spent organizing, preparing for, attending and/or
participatingin these activities is not paid work time.

DISCIPLINE AND INVOLUNTARY TERMINATIONS

Violation of ODCHC policies and rules, whether or not they are included in this Handbook, will resultin disciplinary
action. Disciplinemay be inany form deemed appropriateby ODCHC, including butnot limited to, verbal warnings,
written warnings, suspensionsand termination of employment. ODCHC's disciplinary system does not requireany
formal steps or procedures. ODCHC will,inits solediscretion, utilize whatever form of disciplineitdeems
appropriateunder the circumstances, up to andincluding the immediate termination of employment without any
prior discipline. Supervisorsand Managers will coordinate and verify with the Human Resources Department to
ensure consistencyinthe corrective action process. The use of disciplinein no way changes the at-will
employment relationship.

RESIGNATIONS/VOLUNTARY TERMINATIONS

If you decide to leave your employment with ODCHC, we ask that you give us at least 2 weeks written notice. This
will give us the opportunity to make the necessary adjustments in our operation.

REFERENCES

All requests for employment verificationsand employee references must be directed promptly to the Human
Resources Department. Other employees should not provide any such information. References for employees who
have left ODCHC are limited to disclosure of dates of employment andtitle of the lastposition held unless the
employee has authorized additional disclosures inwriting or ifadditional disclosures arerequired by law.
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STANDARDS OF CONDUCT

PERSONAL STANDARDS

Each employee must be neatly groomed and wear clothingthat is professional and appropriate for the employee’s
position. Your supervisor will informyou of any special clothing requirements. Employees will not be permitted to
present anappearancenor wear clothingthat may causedisruption, would otherwise be taken as offensive or
reduce productivity or safety. Itis ODCHC’s policy thateach employee’s dress, grooming, and personal hygiene be
appropriateto the work situation.

1. Employees are expected at all times to present a professional, businesslikeimageto the public,including
fragrance-free requirements. Acceptable personal appearanceis an ongoingrequirement of employment of
ODCHC.

2. Employees must comply with the following personal appearancestandards:

a. Employees areexpected to dressina manner that is normally acceptablein similar business establishments.
Employees should not wear suggestive attire, and similaritems of casual attirethatdo not present a businesslike
appearance.

b. Nails should beclean, neat, and professional.
d. Tattoos are permitted ifthey are not extremist, indecent, sexistorracist.

e. Employees who do not regularly meet the public should follow basic requirements of safety and comfort, but
shouldstill beas neat and businesslikeas working conditions permit.

Any employee who does not meet the standards of this policy will berequired to take corrective action, which may
includeleavingthe center. Nonexempt employees will not be compensated for any work time missed because of
failureto comply with this policy. Violations of this policy also mayresultin disciplinary action.

Exceptions to ODCHC’s policy should berequested inwriting, in advance from the Human Resources Department.
ODCHC will makereasonableaccommodations for religious dress and religious grooming practices.

NAME BADGES

All employees shall wear nameand title badges with a photo ina visiblelocation that is readily visibleand not
altered.

LICENSE AND CERTIFICATION VERIFICATION AND RENEWAL

All employees holding positions requiringa currentlicenseand/or certification must provide proof of license
and/or certification upon hireand maintain current. It is the employee’s responsibility to provide an updated copy
of any required licenseand/or certification to the Human Resources Department prior to the expiration date.

JOB TRANSFER

You may apply for a transfer by submittinganin-houseapplication through the internal application process.To be
eligible for a transfer, employee must beincurrent position for a minimum of 6 months andingood standing, not
under disciplinaryaction or performanceimprovement probationary period. Exceptions require the approval of
the Chief’s Officer Council.

EMPLOYEE REFERRAL PROGRAM

We believe that great people usually associate with other great people. Whether you know someone who is
looking for a new, exciting opportunity, or know of a colleaguelookingfor a change inthe healthcaresetting,
employee referrals can bea valuableassetto ODCHC. A referral bonus is givenif we hire your referral. This
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program allows us to fill our vacancies and hire highly qualified candidates through our most valuable channel of
communication, you!

Submit your referrals using the Employee Referral Form through ODCHC Intranet. Human Res ources will track the
referral and you will be awarded the referral bonus based on the below:

e 5200 for nonexempt
e $500for exempt, non-clinician

e 51000 for clinician (Medical Doctor/Doctor of Osteopathic Medicine, Nurse Practitioner/Physician
Assistant, Licensed Clinical Social Worker, Dentist, and Chiropractic)

The referred employee must be an employee of ODCHC for a minimum of 6 months.

CUSTOMER & PUBLIC RELATIONS

ODCHC'’s image in front of customers and the general publicis critical to our success. All employees are expected
to be prompt, polite, courteous and attentive to our customers and the public. Wewill absolutely nottolerate
conduct toward customers or the general public thatmight be interpreted as unprofessional, unlawful
discrimination or harassment. If you witness conduct in violation of this policy, you should immediately bringitto
the attention of your supervisor or the Human Resources Department.

PROFESSIONAL CONDUCT

Employees are expected to contribute to a positive, professional,and productive work environment. This includes
but is notlimited to, being courteous, respectful and professional when interacting with fellow employees and
members of management.

PROHIBITED CONDUCT

The followingis a list of conduct that is prohibited and will notbe tolerated by ODCHC. Itis not an all-inclusivelist,
but rather a listdesigned to give examples of the types of conduct prohibited by ODCHC.

e Falsification of employment records, employment information or other ODCHC records.

e Recording the work time of another employee or allowingany other employee to record your work time
or allowing falsification of any time record, either your own or another's.

e Theft, deliberate or careless damage of any ODCHC property or the property of any employee or
customer.

e  Spreadingor repeating unsubstantiated comments about others (e.g. gossip or rumors).

e  Provokinga fight or fighting during working hours or on ODCHC property.

e Participatingin horseplay or practical jokes on ODCHCtime or on ODCHC premises where such conduct
might be a safety risk or might be interpreted as offensive.

e Carryingfirearms or any other dangerous weapons duringworkinghours or on ODCHC premises at any
time.

e Consuming, possessingor beingunder the influence of alcohol and/or drugs during working hours or at
any time on ODCHC property or jobsites.

e Insubordination,includingbutnot limited to, failureor refusal to obey the orders or instructions of a
supervisor or member of management or the useof abusiveor threatening languagetoward a supervisor
or member of management.

e Unreported absenceon scheduled workdays.

e Unauthorized use of ODCHC technology, equipment, time, materials, facilities or ODCHC name excluding
protected speech.

e Failuretoobserve work time policies including policies related to attendance, rest periods, meal periods
andrecovery periods.
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e Engagingincriminalconductwhether or notrelated to job performance.

e Soliciting other employees for membership, funds or other similaractivity in connection with any outside
organization during your working time or the working time of the employee(s) solicited.

e Distributingunauthorized literatureor any written or printed material during workingtime or in work
areas. ("Workingtime" does not include your meal and rest periods.)

e Failuretotimely notify your supervisor when you areunable to report to work or failuretoreturn froman
approved leave of absence.

e Failureofanonexempt employee to obtain permission to leave work for anyreason during normal
working hours, other than for meal and rest periods.

e Failuretoremain on taskduringall work time. ("Working time" does not includeyour meal and rest
periods.)

e Failuretoprovide a physician'scertificate when requested or required to do so, unless otherwise
prohibited by law.

e Wearingextreme, unprofessional orinappropriatestyles of dress or hair while working.

e Makingderogatory racial, ethnic, religious or sexual remarks or gestures; any violation of the Harassment,
Equal Employment Opportunity or Retaliation policies; or using profaneor abusivelanguageat any time
on ODCHC premises or during working hours.

e  Working “off-the-clock,” working overtime without authorization, or refusingto work assigned overtime.

CONFIDENTIAL INFORMATION

You may duringthe course of your duties be advised of certain confidential business matters and affairs of ODCHC
regardingits business practices, customers, suppliers and employees. Your duties may also placeyouina position
of trust and confidence with respect to certaintrade secrets and other proprietaryinformationrelatingto the
business of ODCHC and not generally known to the public or competitors. Such proprietaryinformationincludes
customer and prospective customer information, pricinginformation, productand serviceinformation,
competitive strategies, marketing plans, personnel information and financial information. You shall not, either
duringyour employment with ODCHC or any time in the future, directly or indirectly:

a.discloseor furnish, directly orindirectly, to any other person, firm,agency, corporation, ODCHC patient,
company, client, business or enterprise, any confidential information acquired during your employment;

b. individually or in conjunction with any other person, firm, agency, ODCHC patient, company, business or
corporation,employ or causeto be employed any confidential information in any manner whatsoever, except in
furtherance of the business of ODCHC;

c. access, use, copy, publish, deliver or commit to being published or delivered, any copies, abstracts or summaries
of any files, records, documents, drawings, specifications, lists, equipmentand similar items relating to the
business of ODCHC, except to the extent required inthe ordinary courseofyour duties.

d. access any documents, files, records, data, information, emails, lists, drawings, specifications, and equipment
with the purpose of duplicating or copyingthe information for personal use or distribution. ODCHC monitors any
duplication of the enumerated items above.

Some of the conduct prohibited by this policy also violates civil lawand California Penal Code Section 502.
Violations canresultin severe penalties, fines,and/or imprisonment.

Each employee is responsible for safeguarding confidentialinformation obtained in the course of employment.
Refer to our Confidentiality Agreement and related privacy policies including the HIPAA Privacy —Complianceand
Legal Policy. As an employee, you cannothandleyour own medical chart, or the medical chartof members of your
own family. Directyour questions to your supervisor.
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Upon termination of employment, employees arerequired to immediately return to ODCHC all property of ODCHC
inas good of a condition as when received (normal wear and tear excepted) including, but not limited to, all
technology, files, records, documents, drawings, specifications, lists, equipmentand supplies, promotional
materials and similar items relating to the business of ODCHC.

CONFLICTS OF INTEREST

Situations thatresultinactual or even potential conflicts ofinterest must be avoided by all employees. Personal,
socialand economic relationships with competitors, suppliers, customers or employees that may impairan
employee’s ability to exercisegood judgment on behalfof ODCHC or which give the appearance of such
impairment create an actual or potential conflict of interest. For example, romantic or personal relationships
between a supervisor and subordinateemployee canleadto supervisory problems, claims of harassmentand
moraleproblems.

Any employee involvedinsuchsituationsor relationships mustimmediately and fully disclose the nature of the
situation or relationship to management so a determination can be made as to whether anactual or potential
conflictexists,andif so, how to correct the situation.

What you do on your free time is your own business. However, outside activities (second jobs, sidebusinesses,
clubs, etc.) must not interfere with your ability to fully perform your job duties at ODCHC or create a conflictof
interest with your statutory duty of loyalty to ODCHC. Under no circumstances may you utilizeyour access toand
information about ODCHC patients to assistyouinoutsidebusiness endeavors orinanyway that is, infact, or
suggests the gaining of some personal interest. ODCHC prohibits employees from working with another company
or external organization thatcompetes with ODCHC whether as a regular employee or as a consultant.

DRUGS AND ALCOHOL

Itis the intent of ODCHC to promote a safe, healthy and productive work environment for all employees. ODCHC
recognizes that the illegal and/or excessive use of drugs and/or alcohol is not conduciveto safe working
conditions, employees’ health, efficient operations or ODCHC success. Itis the objective of ODCHC to have a work
force thatis free from the influence of controlled substances andillegal drugs, orimpaired by alcohol during work
hours. Marijuana isa controlled substanceand prohibited, even ifrecommended by a physician, becauseitis
illegal under federal law. ODCHC will not tolerate employees who use or have possession on ODCHC premises or
who areunder the influence of controlled substances, illegal drugs, or alcohol during work hours.

If you aretaking physician prescribed medications which willimpair your job performance, you should not report
to work and should contact ODCHC to discuss nextsteps. If you are taking physician prescribed medications which
may impair your ability to perform the job safely, you should discussitwith the prescribing physician and provide
confirmation to ODCHC that you can perform the job safely or discuss nextsteps. This policy does not require or
request the prescribing physician or the employee to identify any prescription drugor the medical condition for
whichitis prescribed. No employee shall useor possess on ODCHC premises any prescription medication other
than medications currently prescribed by a physician for thatemployee. Drug and Alcohol Policy.

SMOKING & TOBACCO

ODCHC prohibits and will not tolerate smoking or “vaping” or any type of tobacco product use inthe workplace,
includingallindoorfacilities, offices, lunchrooms, breakrooms, bathrooms, and company or customer vehicles with
more than one person. Smoking is also prohibited within 20 feet of entrances and exits, within 50 feet of
chemicals, or on outdoor property with the exception of designated areas. This policy applies to all employees,
vendors, customers, clients,and visitors.
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For purposes of this policy, smokingincludes lighting, smokingor carryinga lighted cigarette, cigar or pipeand the
use of any electronic smoking device. Any questions regardingthis policy should bedirected to the Human
Resources Department.

SECURITY

All employees areresponsiblefor helpingto maintain a secure workplace. Be aware of persons loitering for no
apparent reason.Ifyou are leavinglateat night or arein any other situationthatpresents security concerns or
where you do not feel comfortable, pleaseseek the assistanceof your supervisor or other employees. Employees
arerequired to report any suspicious persons or activities to your supervisor. ODCHC will makereasonable
accommodations for employees who arevictims of stalkingin an effort to enhance the employee’s security at
work.

Secure your desk or work area at the end of the day or when called away fromyour work area for an extended
length of time and do not leave valuableand/or personal articles thatmay be accessiblein or around your work
area.Pleasereport any problems with our security systems to your supervisor.

WORKPLACE VIOLENCE

Safety and security of employees is of vital importanceto ODCHC. Acts or threats of physical violence, including
intimidation, harassment, stalking and/or coercion, which involve or affect ODCHC or which occur on ODCHC
property, will notbe tolerated. Employees are strictly prohibited from bringing weapons onto ODCHC property or
duringwork time. Any act or threat of violenceshould be reported to your supervisor or the Human Resources
Department immediately.

SAFETY

ODCHC is firmly committed to maintaininga safeand healthy working environment. All employees of ODCHC are
expected to be safety conscious onthe jobatall times. All unsafeconditions or hazards should be corrected
immediately. Report all unsafeconditions or hazardsto your supervisorimmediately, even if you believe you have
corrected the problem. If you suspecta concealed danger is present on ODCHC premises, or ina product, facility,
piece of equipment, process or business practice for which ODCHC is responsible, bringitto the attention of your
supervisor immediately. Supervisors should arrange for the correction of any unsafe condition or concealed danger
immediately and immediately contactthe Human Resources Department regardingthe problem.

All workplaceinjuries andillnesses mustbe immediately reported to your supervisor and the safety team member.

ODCHC hasinplacea written Injuryand IlIness Prevention Program (I1PP) as required by law. If you have not
received your copy of the IIPP pleasecontactthe safety team member. Itis yourresponsibilitytoread, understand
and followthe Injuryandlllness Prevention Program provisions applicableto your work assignment.

ERGONOMICS

ODCHC has investedin providinga work environment that is safefor all employees. To lessen the risk of ergonomic
hazards, ODCHC will make necessary adjustments to anindividual’s work station, educate employees on
ergonomic safety and modify processes when deemed necessaryto ensure the wellbeingand safety of our
employees. You should report any ergonomic concerns to the Human Resources Department.

CHEMICAL EXPOSURE WARNING

Employees should be awarethat work areas may contain chemicals known to the State of California to cause
cancer or to cause birth defects or other reproductive harm. If you have any questions or concerns about possible
chemical exposureinyour work area, contactthe safety team member.
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INSURANCE BENEFITS

Health, dental and vision premiums arededucted from your payon a “pre-tax” basis. This means your premiums
are being deducted prior to your taxes being computed. By paying premiums before taxes, you actually pay less tax
and this adds to your take-home pay. This is done automatically and cannotbe individually waived by an

employee. Employees may have to pay premiums with a personal check if there is insufficient payroll to take a
deduction.

MEDICAL CARE BENEFIT FOR UNINSURED EMPLOYEES

This benefit is provided by ODCHC to cover basic medical services rendered at ODCHC for employees who arein
their introductory period of employment, and not covered by ODCHC employee health benefits. Uninsured full -
time employees, not yet eligiblefor ODCHC health plan,areeligibletoapply to receive services provided by
ODCHC. Dependents are not eligiblefor this benefit.

FLEXIBLE SPENDING ACCOUNT (FSA)

This includes a health carereimbursement plan where you canset asideup to a certain dollar amounteach year as
determined by the IRS on a pre-tax basis and dependent careassistanceaccountwhere you canset asidea certain
dollar amounteach year on a pre-tax basis.

EMPLOYEE ASSISTANCE PROGRAM (EAP)

Free professional counseling,including financial, legal, family and personal conflicts, stress and emotional
management, substanceabuse, health concerns and loss and grief counselingis availablefor all staffand family
members. Contact the Human Resources Department for more information.

LIFE INSURANCE

Full-time employees are automatically enrolledina Group Life and Accidental Death and Dismemberment
Insuranceplaninaccordance with ODCHC’s Summary Plan Description (“SPD”). Group Life Insuranceis paid to your
named beneficiaryinthe caseof your death. The beneficiary may be changed at anytime. The full cost of the
premium is paid by ODCHC.

LONG TERM DISABILITY INSURANCE

Full-time employees will automatically beenrolledin ODCHC’s Long Term Disability Plan. The coverage includes up
to 60% of employee’s monthly salary, with a maximum of $6,000.00 (510,000 for clinicians and executives), after
the first90 days of a long term illnessorinjury. The full cost of the premium is paid by ODCHC.

INSURANCE BENEFITS QUALIFYING LIFE EVENT

Normally employees may only make changes to their benefits selections atopen enrollment each year. There are
limited exceptions, however, for certain qualifyinglife events. If you wish to make changes to your benefits based
on a qualifyinglife event, you have onlya short 30-day window of eligibility to change your benefits elections.
Therefore, if you wish to change your benefits elections due to a qualifying event, you must notify the Human
Resources Department in writingas soon as possible, butat leastwithin 20 days of any of the following:

e Havingababy or adoptinga child

e  Getting married or divorced

e To remove a dependent who is turning 26

e  Open enrollment for a dependent

e Dependent’s changeinemployment status resultingina change to theirinsurance coverage options (i .e.
becoming newly eligibleforinsurance elsewhere, or losing coverage elsewhere)

e Death of a dependent
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STATUTORY BENEFITS

STATE DISABILITY INSURANCE

ODCHC is required by Californialawto deduct a certain amount from your pay each pay period towards Sta te
Disability Insurance (SDI). All eligible employees are covered by SDI pursuantto the California Unemployment
Insurance Code. Disabilityinsuranceis payable when you cannot work because of illness orinjury not caused by
employment at ODCHC or when you areentitled to temporary workers' compensation at a rate less than the daily
disability benefitamount. Specific rules and regulations governing disability payments are availablefromthe
Human Resources Department or the Employment Development Department (EDD) of the State of California.

FAMILY LEAVE INSURANCE

ODCHC is required by Californialaw to withhold an additional percentage of your wages to fund the Paid Family
Leave Program (PFL). Employees covered by SDI are also covered under PFL. The benefits under this program are
payablewhen you are required to take time off of work due to the illnessof a seriouslyill child, spouse, parent,
registered domestic partner, grandparent, grandchild, sibling, parent-in-law or to bond with a newborn or newly
placed child. Specific rules and regulations governinginsurance payments are available fromthe Human Resources
Department or your local EDD office.

Insurance benefits provided under this State programwill not extend the length of protected leaveavailabletoan
employee under applicablestateor federal laws.

UNEMPLOYMENT COMPENSATION INSURANCE

ODCHC contributes to the Unemployment Insurance Fund on behalf of its employees. Specific rules and
regulations governing unemployment are available fromthe Human Resources Department or your local EDD
office.

SOCIAL SECURITY

ODCHC is required by federal law to deduct a percentage of your pay and depositit with the Social Security
Administration. Social Securityisanimportantpartof every employee's retirement benefit. ODCHC pays a
matching contribution to each employee's Social Security taxes.

WORKERS’ COMPENSATION INSURANCE

At no cost to you, you are protected by Workers' Compensation Insurance whilean employee at ODCHC. The
policy covers youin case of occupational injury orillness. Employees make no contribution for this coverage.
ODCHC pays the entire cost.

Itis importantto report anyillness,accidentorinjuryimmediately to your supervisor.ltis a crime in the State of
California toreport a workers’ compensation claimthatis false or fraudulent. The violator of this lawcan be
punished by a fine of up to $50,000, imprisonment of up to 5 years, or both.

All time off granted for this type of leave will be counted againstyour total 12-week entitlement under FMLA and
applicablestatelaws as described in the Leave of Absence section of these guidelines.

ADMINISTRATION OF ODCHC BENEFITS

Unless otherwise dictated by law, all employer-controlled benefit programs at ODCHC are administered by ODCHC
or its designated administrators. ODCHC reserves the exclusiveauthority and discretion to determine all issues of
eligibility and questions of interpretation and administration of each employee benefit program.
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LEAVES OF ABSENCE

ODCHC may grant leaves of absenceto employees incertaincircumstances. ODCHC will grantthese leaves to
employees as required by state and federal lawin effect at the time the leaveis granted and will notretaliate
againstemployees for requesting or using protected leave. Itis importantto request anyleave inwritingas farin
advanceas possible, to keep in regular contact with the Human Resources Department duringyour leaveand to
give prompt notice if there is any change inyour return date. If your leave expires and you have not contacted the
Human Resource Department, itwill be assumed you have abandoned and terminated your employment. If you
are unwillingor unableto return to work at the conclusion ofanyleave, your employment may be terminated.

This Handbook contains only a summary of the leaves that may be available. Some types of leave have detailed
requirements regardingeligibility, duration, benefits, etc. Unless otherwise required by law, leaves are unpaidand
benefits do not continue to accrue duringthe duration of your leave of absence. You may choose to use available
accrued paid time off benefits duringyour leave of absence. ODCHC may alsorequireyouto use availableaccrued
paidtime off benefits for certainleaves as permitted by law.You should contact the Human Resources
Department prior to takingany leave for information about leave requirements and ramifications.

It is understood that you will not obtain other employment (other than military duty pay) or apply for
unemployment insurance whileyou are on a leave of absence. Acceptance of other employment while on leave
will betreated as a voluntary resignation fromemployment with ODCHC.

FAMILY/MEDICAL LEAVES

ODCHC recognizes that an employee may need to be absent from work for an extended period of time for family
and/or medical reasons. ODCHC complies with federal and state law provisions for family, medical and pregnancy
disability leaves. Weintend to grant leave benefits only to the extent the lawrequires.

You must request anyleave inwritingas farinadvanceas possible. Ifyou have not contacted your supervisor at
the end of your scheduled leave, we will assumethatyou do not planto return and you have terminated your
employment. Ifyou are unwilling or unableto return to work atthe conclusion of the leaveyou are allowed, your
employment may be terminated.

Employees Who May Take Leave. Before you may seek a leave of absence you must:

e have been employed by ODCHC for atleast12 months; and
e have worked atleast1,250 hours inthe previous 12 months; and
e work within 75 miles of 50 or more of our other employees.

Reasons for Taking Leave. You may request an unpaid leave for any of the followingreasons:

e birth of your own child, birth of a child of your registered domestic partner or the placement of a childin
your home for adoption or foster care; or

e bond with a child (leave must be taken within 1 year of child’s birth or placement); or

e to carefor yourspouse, registered domestic partner, child, registered domestic partner’s child or parent
who has a serious health condition;or

e for your own serious health condition which makes you unableto perform your job duties; or

e because of any qualifying exigency arising out of the factthat your spouse, son, daughter or parentis a
military member on activeduty or called to covered active duty status.

Length of Leave Allowed. The maximum time you will be allowed to take leave, ifyou areeligible,is 12 workweeks
ina 12-month period excludingadditionaltimeavailable when disabled by pregnancy. ODCHC will usea "rolling"
12-month period measured backward from the date you begin a leave to determine how much leavetime is
availableto you, unless another calculationisrequired by law. You may request a reduced workday or workweek,
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or intermittent leave that equates to a maximum of 12 workweeks, due to your own medical condition or that of a
family member.

Extended Leave for Military Caregivers. Leave entitlement for military caregiversisextended to a total of 26
workweeks ina single 12-month period. Military caregiver leave covers an employee who is the caregiver of a
spouse, son, daughter, parent or next of kin who is a covered service member recovering from a serious illness or
injury sustainedinthe line of duty whileon activeduty inthe United States Armed Forces. The 12-month period is
measured forward from the date the employee’s firstleaveto carefor the covered service member begins.

Advance Notice and Medical Certification. You may be required to provide to us advanceleave notice and medical
certification. Your leave request may be denied, or your leave delayed if these requirements are not met.

e You must provideus 30 days’ notice of your need for leave if such need is foreseeable. If your need for
leave is not foreseeable, you must notify us as soon as possible.

e We requiremedical certification if you request leave because of your own or a family member's serious
health condition. We may alsorequirea second or third medical opinion regarding your own serious
health condition atour expense. You are required to cooperate with us inobtaininganyadditional
medical opinions we may require.

e |fyou take a leave because of your own health condition, you must obtain a release from your health care
provider before you return to work.

Job Protection and Reinstatement. Employees will normally berestored to their original or equivalentposition
with equivalent pay, benefits and other employment terms when they return from leave. Your use of leave will not
resultinthe loss of certain benefits accrued prior to the startof your leave. However, you may be required or
permitted to use your accrued paid leave benefits.

Key employees may be subject to reinstatement limitations in somecircumstances. If youarea key employee, you
will be notified of such limitations on reinstatement at the time you request a leave.

Continuation of Health Benefits: We will continue our contributions for your health care coverage for the duration
of your FMLA/CFRA leave. You will beinvoiced by ODCHC, or its designated administrators,and required to pay the
employee portion of the health benefit premium, includingall premiums covering your dependents. Ifyou fail to
paythe appropriate premiums ina timely manner, itcouldresultinthe termination of benefit coverage.

Premium CostRepayment: If you do not return to work from a leave allowed by this policy, you will berequired to
repay the premium amounts we paid duringyour leave as set forth in the law.

Compensation Whileon Leave: Leave for this purposeis unpaid.Youare required to use any earned but unus ed
paidsickleaveifthe leaveis for your own serious health condition.

PREGNANCY DISABILITY LEAVE

Pregnant employees are entitled to take leave ifthey aredisabled by the pregnancy, childbirth or a related medical
condition. Pregnancy disability leave begins when the employee's health care provider certifies that the employee
is unableto work because of a pregnancy-related disability. You may request a reduced workday or workweek or
intermittent leave. The leave ends when the health care provider certifies the employee is no longer disabled by
pregnancy or after 17 1/3 weeks of total leave have been provided, whichever occurs first.

Job Protection and Reinstatement: Employees will normally berestored to their original or equivalent position
with equivalent pay, benefits and other employment terms when they return from leave. Your use of leave will not
resultinthe loss of certain benefits accrued prior to the startof your leave. However, you may be required or
permitted to use your accrued paid leave benefits.
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Continuation of Health Benefits: We will continue our contributions for your health care coverage for the duration
of your PDL leave. You will be invoiced by the Company, or its designated administrators, and required to pay the
employee portion of the health benefit premium, includingall premiums covering your dependents. Ifyou fail to
paythe appropriate premiums ina timely manner, itcouldresultinthe termination of benefit coverage.

Premium CostRepayment: If you do not return to work from a leave allowed by this policy, you will berequired to
repay the premium amounts we paid duringyour leave as set forth in the law.

Compensation Whileon Leave: Leave for this purposeis unpaid.Youare required to use any earned but unused
paidsickleave.

MEDICAL LEAVE OF ABSENCE

A medical leave of absence without pay may be granted to regular full -timeand part-time employees who arenot
eligible for other leaves at the discretion of ODCHC. A medical leave of absence can affect your medical benefit
plan coverage. Ask the Human Resources Department for information about medical leaves of absence. Leave for
this purposeis unpaid.You may elect to use any earned but unused paidsickleaveifthe leaveis for your own
serious health condition.

FUNERAL OR BEREAVEMENT LEAVE

Inthe event of the death of your current spouse, registered domestic partner, child, parent, legal guardian,
brother, sister, grandparent, grandchild or mother-, father-, sister-, brother-, son- or daughter-in-law, regular full-
time and part-time employees may take up to 40 hours off with pay with the approval of the Human Resources
Department. The Human Resources Department may also approve additional unpaid time off.

ORGAN DONOR AND BONE MARROW DONOR LEAVE

Employees who have been employed by ODCHC for at least90 days will begranted a paid |leave of absencenot
exceeding 30 business days inany 1-year period ifthat employee is an organ donor, for the purpose of donatingan
organto another person. Employees will begranted a paidleave of absencenot exceeding 5 business days inany
1-year period to an employee who is a bone marrow donor, for the purpose of donating bone marrow to another
person. The 1-year periodis measured from the date the employee’s leave begins and shall consistof 12
consecutive months.

ODCHC may requirewritten verification thatthe employee is anorganor bone marrow donor andthat there is a
medical necessity for the donation of the organ or bone marrow.

At the employee’s initial receiptof bone marrow or organ donation leave, ODCHC requires that an employee take
up to 5days of earned but unused paidsickleave or PTO/vacation time for bone marrow donation and up to 2
weeks of earned but unused paidsickleaveor PTO/vacation time for organ donation.

MILITARY LEAVE OF ABSENCE

ODCHC provides military leaves of absence to employees who serve inthe uniformed services as required by the
Uniformed Services Employment and Reemployment Rights Act of 1994 and applicablestatelaws.Leaveis
availablefor activeduty, activeduty for training, initial active duty for training, inactive duty training, full -time
National Guard duty and for examinations to determine fitness for any such duty. Total military leave time taken
may not exceed 5 years during employment, except in special circumstances.

Advance notice of leave is required. Pleaseinformyour supervisor of anticipated military leavetimeas farin
advanceas possible. Health plan coverage continuancecan be arranged for up to 24 months during militaryleave
ifyou pay the full premium amount (plus a 2% administration fee) each month. As with other leaves of absence,
failuretoreturn to work or to reapply within applicabletime limits may resultin termination of employment.
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Leave for this purposeis unpaid. You may elect to use any earned but unused vacationtime, but are not required
to do so.

MILITARY SPOUSE’S LEAVE OF ABSENCE

Employees cantake up to 10 unpaid days off when their spouseis onleave from military deployment. To qualify,
you must work more than 20 hours per week and your spouse must be a member of the Armed Forces, National
Guard or Reserves who was deployed duringa period of military conflict. To request a Military Spouse Leave of
Absence, you must notify your supervisor within 2 business days of receiving noticethat your spousewill beon
leave. You will berequired to provide written documentation certifyingthat your spousewill be on leave from
military deployment duringthe requested time period. Leave for this purposeis unpaid. You may elect to use any
earned but unused vacation time, but are not required to do so.

CIVIL AIR PATROL LEAVE

Members of the Civil Air Patrol who have been employed atleast90 days areeligiblefor an unpaidleave of
absence of a maximum of 10 days per calendar year for the purpose of respondingto an emergency operational
mission of the California Wing of the Civil Air Patrol. Under normal circumstances, the leave for a single emergency
operation mission shall notexceed 3 days.

Employees shall give ODCHC as much notice as possible of the intended dates upon which the Civil Air Patrol leave
will beginand end. ODCHC may require certification to verify the eligibility of the employee for the leave
requested or taken.

Leave for this purposeis unpaid. You may elect to use any earned but unused vacation time, but are not required
to do so.

DRUG/ALCOHOL REHABILITATION ACCOMMODATION

ODCHC will reasonably accommodatean employee who wishes to enter and participateinanalcohol or drug
rehabilitation program, unless itwould imposean undue hardship on ODCHC. Pleasecontactthe Human Resources
Department directly. ODCHC will takereasonablesteps to safeguard the privacy of employees who identify
themselves as havingenrolledinanalcohol or drugrehabilitation program.

While ODCHC generally encourages employees to take action to treat drug and alcohol problems, ODCHC will not
reimburse employees for the costs incurredin attending a rehabilitation program.

A request for rehabilitation leave will not protect an employee from disciplinary action wherethe employee has
violated ODCHC’s drug and alcohol policies prior to the request. Further, an employee may be disciplined when,
because of the employee’s current use of alcohol or drugs, the employee is unableto perform the employee’s job
duties or cannot perform those job duties in a manner which would not endanger the employee’s health or safety
or the health and safety of others.

Leave granted for this purposeis unpaid, however, employees may elect to applyanyearned but unused paidsick
leave or vacation time.

TIME OFF FOR ADULT LITERACY PROGRAMS

ODCHC will makereasonableaccommodations for any employee who reveals a literacy problemand requests that
ODCHC assisttheemployee inenrollinginanadultliteracy education program, unless undue hardship to ODCHC
would result. ODCHC will also assistemployees who wish to seek literacy education training by providing
employees with the location of local literacy education programs.

ODCHC will takereasonablesteps to safeguard the privacy of employees who identify themselves as anindividual
with a literacy problem. An employee who wishes to identify himselfor herselfas suchanindividualcan contact
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the Human Resources Department directly. Further, individuals who are performing satisfactorily will not be
subjectto termination of employment becausethey have disclosed literacy problems.

While ODCHC generally encourages employees to improve their literacy skills, ODCHC will notreimburse
employees for the costs incurredinattending a literacy program.

Leave for this purposeis unpaid, however, employees may elect to apply any earned but unused vacationtime.

TIME OFF FOR REQUIRED ATTENDANCE AT SCHOOL OF SUSPENDED PUPIL

Ifyou arethe parent or legal guardian of a child suspended from school and you receive written notice from the
principal of the child’s school requesting your attendance at the school, you are entitled to take anunpaidleaveto
attend, provided you give reasonableadvance noticeto ODCHC. Check with the Human Resources Department for
eligibilityand scheduling beforetaking any leave to attend. Leave for this purposeis unpaid, however, you may
elect to apply any earned but unused vacation time.

SCHOOL OR DAYCARE ACTIVITIES LEAVE

If you area stepparent, foster parent, or standinginloco parentis or a parent, guardian or grandparenthaving
custody of a childinkindergarten or grades 1-12, inclusive of facility or a child care provider,and wish to take time
off to visitthe school or facility of your child for a school or facility activity, to address an emergency or to enroll or
reenroll your childin school or child careyou may take off up to 8 hours each calendar month (up to a maximum of
40 hours each school year), provided you give reasonableadvance noticeto ODCHC of your planned absence.
ODCHC requires documentation from the school or facility noting the date and time of your visit.

If both parents of a child work for ODCHC, only one parent -- the firstto providenotice -- may take the time off,
unless ODCHC approves both parents taking time off simultaneously.

Leave for this purposeis unpaid. You will be required to use any earned but unused vacation time duringsuch
leave.

TIME OFF FOR DUTY AS ELECTION OFFICIAL

Ifyou serve the official governmental duty of actingas an election officerin a local, special or statewide election,
you are eligiblefor an unpaidleave on the day of the election. Pleasegive your supervisor as much noticeas
possibleifyouplanto serve as an election official. Leave for this purpose is unpaid, however, you may elect to
applyanyearned but unused vacation time.

TIME OFF FOR JURY AND WITNESS DUTIES

ODCHC will provide time off to employees called for jury duty or when subpoenaed as a witness. As a condition of
taking time off, employees arerequired to provide reasonableadvancenoticeiffeasibleand documentation
establishingthe rightto such time off. Ifyou are released from jury duty or have completed your witness duty prior
to the end of what would be your regular workday schedule, itis your responsibility to report back to work within
areasonableamount of time. Upon returning to work, you must present to your supervisor courtdocumentation
for every business day you missed.

Full-time, nonexempt employees will receivefull pay whileserving up to 10 days of jury duty. Exempt employees
will receivetheir regularsalaries unlessthey do not perform anyservices duringa workweek because of the juryor
witness service.In other instances, employees may elect to applyany earned but unused vacation time for this
purpose.
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TIME OFF FOR VICTIM OF DOMESTIC VIOLENCE, SEXUAL ASSAULT OR STALKING — OBTAINING RELIEF FOR VICTIM
AND CHILDREN

Employees who are victims of domestic viol ence, sexual assault or stalking will be given time off as necessary to
obtain or attempt to obtainany relief, including, butnot limited to, a temporary restrainingorder, restraining
order or other injunctiverelief to help ensure the safety, health and welfare of themselves or their children. As a
condition of taking time off, employees may be required to providereasonableadvancenoticeif feasibleand
documentation establishingtherightto such time off. ODCHC will make every effort to maintain the confidentiality
of any employee requesting such leave.

ODCHC shall providereasonableaccommodations for a victim of domestic violence, sexual assault or stalking who
requests an accommodation for the safety of the victimwhile atwork, unless itwould constitute an undue
hardship on ODCHC'’s business operations. Upon receiving an employee’s request for accommodation, ODCHC shall
engage ina timely, good faith interactive process with the employee to determine effective reasonable
accommodations.

Leave for this purposeis unpaid, however, employees may elect to applyanyearned but unused paidsickleaveor
vacation time.

TIME OFF FOR VICTIM OF DOMESTIC VIOLENCE, SEXUAL ASSAULT OR STALKING —ADDITIONAL TIME FOR
VICTIM’S PARTICIPATION

In addition to the time off permitted for victims of domestic violence, sexual assaultor stalkingto obtain relief to
help ensure the safety, health and welfare of themselves or their children, time off will be given to the victim of
domestic violence, sexual assaultor stalking: 1) to seek medical attention for injuries caused by domestic violence,
sexual assaultor stalking, 2) to obtain services froma domestic violence shelter, program or rape crisis center as a
resultof domestic violence, sexual assaultor stalking, 3) to obtain psychological counselingrelated to an
experience of domestic violence, sexual assaultor stalking or 4) to participatein safety planningand take other
actions toincreasesafety.

As a condition of taking time off, employees may be required to provide reasonableadvancenoticeiffeasibleand,
under certain circumstances, may be requiredto providedocumentation establishingtheright to such time off.
Acceptable documentation may includea policereport, court order, a doctor’s or counselor’s note or similar
document.

Employees may alsorequestchanges in the workplaceas anaccommodation to ensure safety at work. Examples of
potentially reasonableaccommodations within the workplace may include, but are not limited to, changingor
installing locks, changingan employee’s shiftor work phone number, transfer or reassignment, or assistancein
keeping a record of incidents related to this leave. ODCHC may also request proof or a signed statement from the
employee certifyingthat the request for anaccommodationis consistent with the purpose of this policy. ODCHC
will makeevery effortto make reasonableaccommodations and maintain the confidentiality of any employee
requesting such leave.

ODCHC will notretaliate or discriminateagainstany empl oyee because they are a victim of domestic violence,
sexual assaultor stalking or for exercisingany rightdetailed under this policy. Complaints of unlawful
discrimination or retaliation can befiled with the Labor Commissioner’s Office.

Leave for this purposeis unpaid, however, employees may elect to applyanyearned but unused paidsickleaveor
vacation time.

TIME OFF FOR VICTIM OF CERTAIN FELONIES

An employee who is the victimof certain crimes (violentfelonies, felony thefts and serious felonies as defined by
law) or is the immediate family member, registered domestic partner or child of the registered domestic partner of
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such avictimwill be given time off as necessarytoattend judicial proceedings inrelation to the crime. As a
condition of taking time off, employees may be required to providereasonableadvanced notice if feasibleand
documentation establishingtherightto such time off. ODCHC will make every effort to maintain the confidentiality
of any employee requesting crime victimleave.

Leave for this purposeis unpaid. You may elect to use any earned but unused vacation time, but are not required
to do so.

TIME OFF TO ATTEND COURT PROCEEDINGS FOR CERTAIN CRIMES

ODCHC will allow time off for employees to appearincourt to be heard atany proceeding in which a rightof the
victimis atissue.The victimmay be the employee, spouse, parent, child, sibling or guardian. The crimes to which
this time off applies is extensive. You should askthe Human Resources Department about your particular
circumstances.

As a condition of taking time off, employees may be required to provide reasonableadvancenoticeiffeasibleand
documentation establishingtherightto such time off. ODCHC will make every effort to maintain the confidentiality
of any employee requesting such leave. Leave for this purposeis unpaid, however, employees may elect to apply
any earned but unused vacation time.

VOLUNTEER CIVIL SERVICE LEAVE

Ifyou area volunteer firefighter, a reserve peace officer or emergency rescue personnel andintend to perform
emergency duty duringwork hours, pleasealert a representative of ODCHC so that we are aware of the factthat
you may have to take time off to perform emergency duty. Inthe event you need to take time off for emergency
duty, pleasealertyour supervisor beforeleaving ODCHC premises. Leave for this purposeis unpaid, however, you
may elect to applyanyearned but unused vacation time.

VOLUNTEER CIVIL SERVICE TRAINING LEAVE

Ifyou area volunteer firefighter, a reserve peace officer or emergency rescue personnel, you will be permitted to
take temporary leaves of absence for the purpose of engaging infire, law enforcement or emergency rescue
training. This amount of leave permitted will notexceed anaggregate of 14 days per calendar year. Leave for this
purpose is unpaid, however, you may elect to apply any earned but unused vacation time.

TIME OFF FOR VOTING

If you do not have sufficienttime outside of working hours to vote in a statewide election, then you will be allowed
time off to go to the polls during working hours. You will be allowed off enough workingtime that, when added to
the voting time available outside of working hours, will enableyou to vote. This time off for voting shall beonly at
the beginningor end of your normal working shift, whichever allows the most free time for voting and the least
time off from your regular working shift.

You must give reasonable notice of the need to have time off to vote. If on the third working day before the
election you know or suspectthat time off will be needed for you to vote, you must give ODCHC at least 2 working
days’ notice that time off under this policyis desired. You may be requested to bringa copy of your voting receipt
upon your return.

The maximum number of hours that will bepaidis 2 hours. Any additionaltime necessary for this purposeis
unpaid, however, employees may elect to applyanyearned but unused vacation time.

WORKERS' COMPENSATION LEAVE

Ifyou aretemporarilytotally disabled due to a work-related illnessorinjury, you will be placed on workers'
compensation leave. The duration of your leave will depend upon the rate of your recovery and the business needs
of ODCHC. Workers’ compensation leavewill run concurrently with any other applicable medical leave of absence.
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ACKNOWLEDGMENT & AGREEMENT (EMPLOYEE COPY)

I have received my copy of ODCHC Employee Handbook. | have read and understand each of the policiesin the
Handbook and agree to abide by ODCHC's policies.

| understand and agree that my employment is at-will and may be terminated by me or ODCHC with or without
advancenotice and with or without "cause." This Acknowledgment and Agreement sets forth the entire agreement
between ODCHC and me regardingthe nature of my employment andis the final expression of our agreement.
This Acknowledgement and Agreement supersedes anyandall prior agreements or understandings, written or
oral, regardingthe nature of my employment.

| understand and agree that my at-will status can bechanged only by a written employment agreement signed by
the CEO of ODCHC and me that expressly provides for a relationship other than at-will employment.

| understand and agree that, except for the at-will relationship and thearbitration agreement, ODCHC may change
any policy or practiceand/or my hours, wages, working conditions, job a ssignments, position, title, compensation
rates and benefits inits solediscretion.

Employee Name

Employee Signature

Date

This copy remains with Handbook for employee’s reference.
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