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OUR VISION, MISSION AND VALUES

OUR MISSION
It is the mission of SeHumThe District to provide high quality local medical
services, to engage community members with education, activities and
lifestyle opportunities which promote optimal health and to assist our
patients in navigating access to services throughout the healthcare system.

OUR VISION
Our vision is to empower individuals to live longer, healthier lives through
the use of information, relationships and technology.

OUR CORE VALUES
The core values that drive SeHum The District are:

e Caring: We bring warmth and professionalism to all aspects of
patient care.

e Quality: We are committed to our patients, to our services and to
enriching the communities of Southern Humboldt.

e« Teamwork: We prioritize working together within our hospital as
well as the larger community and healthcare network.

e Positivity: We believe in supporting an environment where healthy
attitudes and respect fuel our culture.
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PATIENT SERVICE POLICY

At SehumThe District our goal is to leave a positive, lasting impression
with the Patients who choose to do business with us. We accomplish this
through caring and professional employees who strive to provide exceptional
Patient service by not only meeting but exceeding our Patients’
expectations in every way possible. By providing excellent quality Patient
service, many of our Patients will choose SeHumThe District again and
again and will recommend us to others.

What we say to our Patients and how we say it are the basic building blocks
to exceptional Patient service. All of us should constantly look for
opportunities to enhance the satisfaction of our Patients. This requires a
committed, team approach. We are all expected to accommodate Patient
requests and needs as they arise. The primary tools in accomplishing this
are knowledge of your job, the products and services we provide our
Patients, and your attitude when delivering that knowledge, service or
product. Remember to always interact with our Patients in the most
pleasant and efficient manner.

DiscussING ORGANIZATION BUSINESS

Whenever you are on duty or on SeHum District property it is important that
you not discuss organization business, work difficulties, or any work matters
with a patient, which might place SeHumThe District in a negative light.
Understandably, our patients are interested in courteous, prompt service
and high-quality products, not excuses or complaints from any of us. Our
primary concern at all times should be patient satisfaction. Our patients
neither want nor need to learn of our internal affairs. If problems or difficulties
arise, communicate directly with management, who will work with you to
resolve them.
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EMPLOYMENT POLICIES

NATURE OF EMPLOYMENT

Employment is at-will; neither employees nor SeHumThe District are bound
to continue the employment relationship if either chooses, at its will, to end
the relationship at any time, with or without advance notice and with or
without cause. Additionally, other terms and conditions of employment
such as compensation, benefits, title, duties, and corrective action may be

modified at the discretion of SGHUM The District. The policy of at-will

employment may be modified only in writing signed by both the CEO and
the employee, which specifically cites that it is a modification to the at-will
policy.

DISCRIMINATION, HARASSMENT AND RETALIATION PREVENTION POLICY

Equal Employment Opportunity

SeHumThe District is an equal opportunity employer. In accordance with
applicable law, we prohibit discrimination and harassment against
employees, applicants for employment, individuals providing services in the
workplace pursuant to a contract, volunteers, and unpaid interns based on
their actual or perceived: race (including, but not limited to, hair texture and
protective hairstyles. Protective hairstyles includes, but is not limited to,
such hairstyles as braids, locks, and twists), religious creed, color, national
origin, ancestry, physical or mental disability, medical condition, genetic
information, marital status (including registered domestic partnership
status), sex and gender (including pregnancy, childbirth, lactation and
related medical conditions), gender identity and gender expression
(including transgender individuals who are transitioning, have transitioned,
or are perceived to be transitioning to the gender with which they identify),
age-{40-and-ever), sexual orientation, Civil Air Patrol status, military and
veteran status and any other consideration protected by federal, state or
local law (collectively referred to as "protected characteristics").

For purposes of this policy, discrimination on the basis of "national origin"
also includes discrimination against an individual because that person holds
or presents the California driver's license issued to those who cannot
document their lawful presence in the United States. An employee's or
applicant for employment's immigration status will not be considered for any
employment purpose except as necessary to comply with federal, state or
local law. Our commitment to equal opportunity employment applies to all
persons involved in our operations and prohibits unlawful discrimination and
harassment by any employee, including supervisors and co-workers.

SeHumThe District allows employees to self-identify their preferred
gender, name and/or pronoun, including gender-neutral pronouns.
SeHumThe District will use an employee’s gender or legal name as
indicated on a government-issued identification document, only as
necessary to meet an obligation mandated by law. Otherwise, SeHumThe
District will identify the employee in accordance with the employee’'s
current gender identity and preferred name.

SeHumThe District will not tolerate discrimination or harassment based
upon these characteristics or any other characteristic protected by
applicable federal, state or local law. SeHumThe District also does not
retaliate or otherwise discriminate against applicants or employees who
request a reasonable accommodation for reasons related to disability or
religion.

-5-
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Prohibited Harassment
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SeHumThe District is committed to providing a work environment that
is free of unlawful harassment based on any protected characteristics. As
a result, SeHumThe District maintains a strict policy prohibiting sexual
harassment and harassment based on any legally-recognized basis,
including, but not limited to, their actual or perceived race (including, but
not limited to, hair texture and protective hairstyles. Protective hairstyles
includes, but is not limited to, such hairstyles as braids, locks, and twists),
religious creed, color, national origin, ancestry, physical or mental
disability, medical condition, genetic information, marital status (including
registered domestic partnership status), sex and gender (including
pregnancy, childbirth, lactation and related medical conditions), gender
identity and gender expression (including transgender individuals who are
transitioning, have transitioned, or are perceived to be transitioning to the
gender with which they identify), age-{40-er-over), sexual orientation, Civil
Air Patrol status, military and veteran status, immigration status or any
other consideration protected by federal, state or local law. For purposes
of this policy, discrimination on the basis of "national origin" also includes
harassment against an individual because that person holds or presents
the California driver's license issued to those who cannot document their
lawful presence in the United States. All such harassment is prohibited.

This policy applies to all persons involved in our operations, including
coworkers, supervisors, managers, temporary or seasonal workers, agents,
patients, vendors, applicants for employment, interns, volunteers, or any
other third party interacting with SeHumThe District (“third parties”) and
prohibits prohibited harassing conduct by any employee or third party of
SeHumThe District, including nonsupervisory employees, supervisors and
managers. If such harassment occurs on SeHumThe District’s premises
or is directed toward an employee or a third party interacting with
SeHumThe District, the procedures in this policy should be followed.

Sexual Harassment Defined

Sexual harassment includes unwanted sexual advances, requests for
sexual favors or visual, verbal or physical conduct of a sexual nature when:

e Submission to such conduct is made a term or condition of
employment; or

e Submission to, or rejection of, such conduct is used as a basis for
employment decisions affecting the individual; or

e Such conduct has the purpose or effect of unreasonably interfering
with an employee's work performance or creating an intimidating,
hostile or offensive working environment.

Sexual harassment also includes various forms of offensive behavior based
on sex and includes gender-based harassment of a person of the same sex
as the harasser. The following is a partial list:

e Unwanted sexual advances.
e Offering employment benefits in exchange for sexual favors.

* Making or threatening reprisals after a negative response to sexual
advances.

e Visual conduct: leering; making sexual gestures; displaying sexually
suggestive objects or pictures, cartoons, posters, websites, emails or
text messages.

Verbal sexual advances or propositions.
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e Verbal conduct: making or using derogatory comments, epithets,
slurs, sexually explicit jokes, or comments about an employee's body
or dress.

e Verbal abuse of a sexual nature; graphic verbal commentary about
an individual's body; sexually degrading words to describe an
individual; suggestive or obscene letters, notes or invitations.

e Physical conduct: touching, assault, impeding or blocking
movements.

» Retaliation for reporting harassment or threatening to report sexual
harassment.

An employee may be liable for harassment based on sex even if the alleged
harassing conduct was not motivated by sexual desire. An employee who
engages in unlawful harassment may be personally liable for harassment
even if SOHUM The District had no knowledge of such conduct.

Other Types of Harassment

Harassment on the basis of any legally protected classification is prohibited,
including harassment based on: race, color, national origin, ancestry,
physical or mental disability, medical condition, genetic information, marital
status (including domestic partnership status), age—{40-er—over), sexual
orientation, Civil Air Patrol status, military and veteran status, immigration
status or any other consideration protected by federal, state or local law.
Prohibited harassment may include behavior similar to the illustrations
above pertaining to sexual harassment. This includes conduct such as:

e Verbal conduct including threats, epithets, derogatory comments or
slurs based on an individual's protected classification;

e Visual conduct, including derogatory posters, photographs, cartoons,
drawings or gestures based on protected classification; and

e Physical conduct, including assault, unwanted touching or blocking
normal movement because of an individual’s protected status.

Abusive Conduct Prevention
Itis expected that SeHumThe District and persons in the workplace perform
their jobs productively as assigned, and in a manner that meets all of
managements’ expectations, during work times, and that they refrain from
any malicious, patently offensive or abusive conduct including but not
limited to conduct that a reasonable person would find offensive based on
any of the protected characteristics described above. Examples of abusive
conduct include repeated infliction of verbal abuse, such as the use of
malicious, derogatory remarks, insults, and epithets, verbal or physical
conduct that a reasonable person would find threatening, intimidating, or
humiliating, or the intentional sabotage or undermining of a person's work
performance.

Protection Against Retaliation

Retaliation is prohibited against any person by another employee or by
SeHumThe District for using the complaint procedure, reporting proscribed
discrimination or harassment or filing, testifying, assisting or participating in
any manner in any investigation, proceeding or hearing conducted by a
governmental enforcement agency. Prohibited retaliation includes, but is not
limited to, termination, demotion, suspension, failure to hire or consider for
hire, failure to give equal consideration in making employment decisions,
failure to make employment recommendations impartially, adversely
affecting working conditions or otherwise denying any employment benefit.

-7-
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Discrimination, Harassment, Retaliation and

Abusive Conduct Complaint Procedure
Any employee who believes that he or she has been harassed,
discriminated against, or subjected to retaliation or abusive conduct by a
co-worker, supervisor, agent, patient, vendor, customer, or any other third
party interacting with SeHumThe District in violation of the foregoing policies,
or who is aware of such behavior against others, should immediately provide
a written or verbal report to your own supervisor, a member of the
management team, the HR Director or to the CEO of SeHumThe District.

Employees are not required to make a complaint directly to their immediate
supervisor. Supervisors and managers who receive complaints of
misconduct must immediately report such complaints to the HR Director
who will attempt to resolve issues internally; the HR Director must
immediately inform the CEO of all harassment complaints. When a report is
received, SeHumThe District will conduct a fair, timely, thorough and
objective investigation that provides all parties appropriate due process and
reaches reasonable conclusions based on the evidence collected.
SeHumThe District expects all employees to fully cooperate with any
investigation conducted by SeHumThe District into a complaint of proscribed
harassment, discrimination or retaliation, or regarding the alleged violation
of any other Organization policies. SeHumThe District will maintain
confidentiality surrounding the investigation to the extent possible and to
the extent permitted under applicable federal and state law.

Upon completion of the investigation, SeHumThe District will communicate
its conclusion as soon as practical. If SeHumThe District determines that
this policy has been violated, remedial action will be taken, commensurate
with the severity of the offense, up to and including termination of
employment. Appropriate action will also be taken to deter any such conduct
inthe future.

The federal Equal Employment Opportunity Commission (EEOC) and the
California Department of Fair Employment and Housing (DFEH) will accept
and investigate charges of unlawful discrimination or harassment at no
charge to the complaining party. Information may be located by visiting the
agency website at www.eeoc.gov or www.dfeh.ca.gov.

Training
In keeping with our commitment to a harassment free environment,
SeHumThe District will comply with all applicable rules and regulations
regarding the training of employees.

INTERACTIVE COMMUNICATION PROCESS

We are committed to engaging in ongoing, meaningful dialogue regarding
all matters of employment and therefore we encourage employees to bring
any issues and concerns to us before discussing such matters with persons
outside of SeHumThe District. Such issues and concerns should
immediately be brought to the attention of your supervisor, the department
manager, department director, or the HR Director of SeHumThe District in
order to begin the process of an interactive dialogue in a timely manner.
SeHumThe District will make every effort to develop a reasonable solution
based on a variety of factors, including, but not limited to: employee
recommendation, specific circumstances and available resources. The
Problem-solving policy described later in this Employee Handbook
provides additional details on the preferred process.
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EMPLOYMENT APPLICATIONS
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We are committed to full compliance with federal immigration laws and will
not unlawfully discriminate on the basis of citizenship or national origin. In
compliance with the Immigration Reform and Control Act of 1986:

New employees, as a condition of employment, must complete the
Employment Eligibility Verification Form [|-9 and present original
documentation establishing identity and employment eligibility. Required
documentation must be presented within 72 hours of a new employee’s first
report to work. Failure to present documentation within 72 hours will
preclude the employee from returning to work without the required
documentation.

Existing employees whose |-9 requires recertification, reverification or
update are required to provide documentation in a timely manner; failure to
do so has disciplinary consequences, up to separation of employment.

Former employees who are rehired must also complete the form if they
have not completed an 1-9 with SeHumThe District within the past three
years, or if their previous I-9 is no longer retained or valid.

Employees may raise questions or complaints about immigration law
compliance without fear of reprisal by SeHumThe District.

This employee handbook outlines our expectations of you as an
employee. We also want you to know what you can expect of us. We
strongly believe that the working conditions, wages and benefits we offer
to you are competitive with those offered by other employers in this
industry. If you have concerns about working conditions or
compensation, you are encouraged to voice these concerns openly and
directly with your supervisor, the department manager, department
director or the HR Director.

Our experience has shown that when employees deal openly and directly
with one another, the work environment can be excellent, communications
can be clear, and attitudes can be positive. Open communication is a "two
way street,” so speak with us if you have any concerns or need questions
answered.

All employees are required to fully complete SeHumThe District’s
Employment Application. We rely upon the accuracy of information
contained in the employment application, as well as the accuracy of other
data presented throughout the hiring process and employment. Any
misrepresentations, falsifications or material omissions in any of this
information or data may result in the exclusion of the individual from
further consideration for employment or, if the person has been hired,
termination from employment.

There are employment classifications that determine your employment
status and benefits eligibility, though these classifications do not guarantee
employment for any specified period of time. Your position is designated as
either non-exempt or exempt from federal Fair Labor Standards Act
(FLSA) wage and hour laws. Employees in non-exempt positions are
entitled to overtime pay as specified by federal FLSA wage and hour
laws. Employees in exempt positions are excluded from overtime and
other specific provisions of federal FLSA wage and hour laws.
Compensatory “Comp” time may be provided in lieu of pay for employees
in exempt positions only but must be approved by the HR Director and the
CEO or CFO. You will be advised of the exempt or non-exempt status of
your position upon hire.

-9-
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In addition to the above classifications, each employee will belong to one of
the following employment categories:

The initial 90 days (3 months) of employment for newly hired, promoted or
transferred employees is when management and the new employee closely
evaluate the compatibility, abilities, and interest in the position. See
Introductory Period below for more detailed information.

Regular full-time employees are those who are not in a temporary or
introductory status and who are regularly scheduled to work at least 32
hours per week. Eligibility for benefits will be listed in each benefit policy
later in this handbook.

Part-time employees are those who are not assigned to a temporary or
introductory status and who are regularly scheduled to work less than 32
hours per week. Eligibility for benefits will be listed in each benefit policy
later in this handbook.

Temporary employees are those who are hired on a part-time or full-time
basis: to provide an interim replacement during a leave of absence; to
temporarily supplement the work force (i.e.: peak season); or to assist in the
completion of a specific project. Employment assignments in this category
are of a limited duration usually lasting not more than 6 months and though
a temporary position has an established length of time, there is no
guarantee that if an employee is hired to perform a temporary position, the
employee will be retained throughout the entire period of the assignment.
Employment beyond any initially stated period does not in any way imply a
change in employment status. Temporary employees retain that status
unless and until notified of a change. Eligibility for benefits will be listed in
each benefit policy later in this handbook.

PERDIEM STATUS

Employees who are regularly scheduled to work less than 20 hours per
week, or who are hired on an on-call or relief basis at the discretion of
the facility. Employees who are classified as per diem are not eligible for
employee benefits.

ADVANCED PRACTITIONER STATUS

INTRODUCTORY PERIOD

Physician Assistants and Family Nurse Practitioners who are regularly
scheduled to see patients in the hospital or clinic three days or more per
week and who are designated as advanced practitioners. Advanced
practitioners are eligible for all employee benefits.

All new and rehired employees work on an introductory basis for the first 90
days (3 months) after hire. The introductory period is intended to give you,
as a new employee, the opportunity to demonstrate your ability to achieve a
satisfactory level of performance and to determine whether the new position
meets your expectations. This period is used to evaluate your capabilities,
work habits, and overall performance. However, successful completion of
the introductory period does not guarantee continued employment. Either
you or SeHumThe District may end the employment relationship at will, at
any time during or after the introductory period, with or without cause or
advance notice.

-10
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Any significant absence will automatically extend an introductory period by
the length of the absence. If SeHumThe District determines that the
designated introductory period does not allow sufficient time to thoroughly
evaluate your performance, the introductory period may be extended one
or more times in—at SeHumThe District's discretion. Upon satisfactory
completion of the initial introductory period, employees enter the "regular”
employment classification.

Employees who are promoted or transferred must complete a new
introductory period with each reassignment to a new position. In cases of
promotions or transfers within SeHumThe District, an employee who, in
the sole judgment of management, is not successful in the new position
can be removed from that position at any time during the secondary
introductory period. If this occurs, you may be allowed to return to your
former job or to a comparable job for which you are qualified, depending on
the availability of such positions and the needs of SeHumThe District.
Benefits eligibility and employment status are not changed during the
secondary introductory period that results from a promotion or transfer within
SeHumThe District.

We all strive for a common goal of excellence, therefore the informal review
(and possible discussion) of your performance is an ongoing process. In
addition, formal performance reviews are conducted on a regular basis. The
purpose of these reviews is to let you know those areas in which you have
performed well, in addition to areas where improvement is needed to meet
the established standards.

We will endeavor to conduct a written review of your performance on or
about the completion of your introductory period, and annually in December
to be delivered no later than January 31. Performance reviews may also be
conducted at other appropriate times during your employment at
SeHumThe District. It is important to note that while raises based on
performance may occur, satisfactory performance reviews do not
guarantee increases in salary, promotions or continued employment.

Performance Reviews will be discussed in a private meeting between you
and management. You will see the review, have the opportunity to make
your written comments, sign the review and receive a copy. You are
welcome to discuss your review further with your supervisor, if you wish.

This formal review is not necessarily the only time job performance is
discussed. If you have any questions about how you are doing, or what you
can do to improve your performance, please ask us to discuss this with you
in private. We attempt to maintain an "open door" policy with regard to
personnel matters and welcome your comments anytime.

-1
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Work schedules for employees vary throughout our organization. Staffing
needs and operational demands may necessitate variations in starting and
ending times, as well as variations in the total hours that may be scheduled
each day and week. Your supervisor will notify you of your work schedule.

Personnel files are the property of SeHumThe District and access to the
information they contain is restricted. Generally only members of
management of SeHumThe District, who have alegitimate reason to review
information in a personnel file, are allowed to do so. If you wish to review
your own personnel file, you may do so with reasonable advance notice,
and in the presence of authorized management personnel.

It is your responsibility to promptly notify us of any changes in important
information such as: name, address, telephone number and person(s) to be
notified in case of an emergency. Other information such as changes in
marital status or dependents may affect the number of exemptions claimed
for income tax withholding purposes and/or benefits. If you change any
information electronically, please print a copy for HR or notify them of
change made immediately.

It is our policy to maintain a work environment that is free of illegal drugs,
alcohol, firearms, explosives, or other improper materials. To this end, the
possession, transfer, sale, or use of such materials on SeHumThe District
premises is strictly prohibited. We ask for the cooperation of all employees
in administering this policy. Desks or other storage devices may be
provided for the convenience of employees but remain the sole property of
SeHumThe District. Accordingly, they, as well as any articles found within
them, SeHum (The District) , ard—can be inspected by any agent or
authorized representative of SeHumThe District at any time, either with or
without prior notice.

SeHumThe District has video surveillance cameras which are recording at all
times and the video content is subject to review at any time by
management.

The purpose of such surveillance is to: Prevent and/or record security
problems such as theft and improper use of company property by patients,
guests, visitors and/or employees. Surveillance devices are strategically
placed in conspicuous locations and are recording at all times. Currently
surveillance devices are located at all entrances, exits, all public access
areas, and hallways of all SeHum District locations, (additional sites may be
added as appropriate) Employees need to be aware that any activity
recorded on these devices can be reviewed and (when applicable) be used
to make employment decisions.

We hope you find your employment relationship with SeHumThe District
rewarding and satisfying. However, separation of employment is an
inevitable part of the personnel activity within any organization. Upon
separation, all organization property, including keys, laptops, electronic
devices, uniforms, handbooks, manuals, and other organization items and
documents, must be returned. Management may schedule an Exit
Interview as part of your separation from SeHumThe District. This
interview will allow you to communicate your views on the work experience
with our organization including the job requirements, general operations,
and training needs.

-12
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Below are examples of the more common circumstances under which
employmentis separated:

Resignation — employment separation initiated by an employee who
chooses to leave SeHumThe District voluntarily. Resigning employees
must submit a written Notice of Resignation {(available-from-yoursuperviser)
and are asked to give no less than 2 weeks written notice. Managers and
employees in key positions are asked to provide 4 weeks written notice of
their intention to resign employment. This advance notice does not include
PTO or other non-compensated time off from work.

Circumstances may exist where SeHumThe District, in its sole and absolute
discretion, may exercise its right to accept a resignation immediately or to
accelerate the final date of employment. Whether the date designated by the
employee or a date selected by SeHumThe District becomes the
employee's last day of work, the employee's personnel records will normally
indicate voluntary resignation.

Employees who fail to report to work for three (3) consecutive work shifts
without proper notification will be considered to have abandoned their job
and to have voluntarily resigned from SeHumThe District.

Termination — employment separation initiated by SeHumThe District either
during or after the introductory status.

Lavoff / Reduction in Force — involuntary employment separation
initiated by SeHumThe District. Under some circumstances, SeHumThe
District may need to restructure or reduce its workforce. If it becomes
necessary to restructure our operations or reduce the number of
employees, we will attempt to provide advance notice, if possible, so as to
minimize the impact on those affected. If possible, employees subject to
restructure or reductions will be informed of the nature and the foreseeable
duration of the restructure or reduction, whether short-term, long-term or
permanent.

In determining which employees will be subject to a restructure or reduction,
we will take into account, among other things, operational requirements, the
skills, productivity, ability and past performance of those involved and also,
where feasible, the employee's length of service.

Retirement — employee initiated voluntary retirement from active
employment. While SeHumThe District does not have a mandatory
retirement age, employees who would like to discuss retirement are
encouraged to do so with management. Retiring employees are asked
to provide the same notification required of employees who voluntarily
resign.

EMPLOYMENT REFERENCE CHECKS

We are extremely concerned about the accuracy of information provided to
individuals outside our organization regarding current or former employees.
Any inquiries, which are received either by telephone or in writing regarding
a present or past employee, are to be referred to the HR representative or
HR Director for proper handling. No other employees of SeHumThe District
may provide (either on or off-the-record) any information regarding current
or former employees.

-13
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If you voluntarily leave the employment of SeHumThe District in good
standing, and after having provided proper notice, you are encouraged to
re-apply for employment at a future date. Re-employment is not
guaranteed, rather, management may, at its sole discretion, evaluate and
determine whether an offer of re-employment is appropriate. Employees
who are involuntarily terminated, whose work record is unsatisfactory, or
who do not provide proper notice will generally not be considered eligible
for rehire for any position within SeHumThe District.

-14
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EMPLOYEE CONDUCT AND WORK RULES

CoDE oF CONDUCT

To assure orderly operations and provide the best possible work
environment, we expect all employees to follow the rules of conduct listed
below, that will protect the interests and safety of you, your co-workers,

patients and SeHumThe District. It is, of course, not feasible to list all the

forms of behavior that are considered unacceptable in the workplace.
Accordingly, conduct that is unacceptable in SeHumThe District’s opinion,
whether specifically listed below or not, may result in corrective action up to
and including termination.

Theft or inappropriate removal or possession of organization
property.

Falsification of employment records, employment information,
timekeeping records or other SeHum District records.

Borrowing or stealing from patients.

Disclosure of confidential patient information to unauthorized
persons.

Mistreatment of patients.

Harmful gossip regarding members of medical staff, fellow
employees, district programs and/or patients.

Working under the influence of alcohol or illegal drugs.

Possession, distribution, sale, transfer, or use of alcohol or illegal
drugs in the workplace, while on duty, or while operating
employer-owned vehicles or equipment.

Fighting or threatening violence in the workplace.
Boisterous or disruptive activity in the workplace.

Negligence or improper conduct leading to damage or destruction
of organization-owned or patient-owned property.

Insubordination or other disrespectful conduct.

Using abusive language at any time when on SeHumDistrict
premises or while performing work.

Violation of safety or health rules.
Sexual or other unlawful harassment.

Possession of dangerous or unauthorized materials, such as
explosives or firearms, in the workplace.

Excessive absenteeism or any absence without notice.
Unauthorized absence from workstation during the workday.

Failure to provide healthcare provider or medical certification when
requested or required to do so.

Sleeping or malingering while on-duty.

Unauthorized use of telephones, fax machines, mail system,
copiers, computers, or other organization-owned equipment, time,
materials, or facilities.

-15
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« Making or accepting excessive personal calls during working hours,
except in cases of emergency or extreme circumstances.

* Working overtime without authorization or refusing to work
assigned overtime.

e Unauthorized disclosure of business "secrets" or confidential
information.

e Committing a fraudulent act or a breach of trust under any
circumstances.

* Violation of personnel policies or unsatisfactory performance or
conduct.

* Engaging in criminal conduct.

The purpose of this policy is to clarify guidelines for employee conduct.
Employment with SeHumThe Districtis “at will,” which means it is subject to
termination by either SeHumThe District or the employee at any time, for any
reason. There are no contractual relationships between SeHumThe District
and an employee, and letters, benefits or policy statements, performance
appraisals, employee handbooks or other employee communications
should not be interpreted as such. No one has the authority to enter into any
oral or written employment contract without the signed explicit written
approval of a SeHum District Administrator, and no written employment
contract will be valid without the signature of the Chief Executive Officer of
SeHumThe District. To monitor this at-will relationship, SeHumThe District
has developed guidelines to track performance.

Responsibilities of Emplovees

It is the duty and the responsibility of every SeHum District employee to be
aware of and abide by existing policies and work rules.

It is also the responsibility of employees to perform their duties to the best
of their ability and to the standards set forth in their job descriptions or as
otherwise established. Employees are encouraged to take advantage of all
learning opportunities available and to request additional instruction when
needed.

Responsibilities of Supervisors. Managers and Directors

The immediate supervisor, manager or director should approach corrective
measures in an objective manner.

If the employee’s performance of assigned tasks is the issue, the
supervisor, manager or director should confirm that proper instructions,
appropriate orientation and training have been given and that the employee
is aware of job expectations. Not only single incidents, but also patterns of
poor performance, should be of concern as these are indicative of overall
performance.

If misconduct is the issue, the supervisor, manager or director should take

steps to ensure that the employee has been made aware of the company’s
policies and regulations regarding the infraction.

-16
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If, in either case, appropriate instruction or information was not
communicated, a plan for such communication should be immediately
developed and reviewed with the employee.

Proaressive Discipline Process

SeHumThe District supports the use of progressive discipline to address
conduct issues such as poor work performance or misconduct to
encourage employees to become more productive workers and to adapt
their behavior to company standards and expectations. Generally, a
supervisor gives a warning to an employee to explain behavior that the
supervisor has found unacceptable. There are two types of warnings: verbal
and written. A verbal warning occurs when a supervisor verbally counsels an
employee about an issue of concern. A written record of the discussion,
noting the date, event and recommended action, is usually placed in the
employee’s file for future reference.

Written warnings are used for behavior or violations that a supervisor
considers serious or when a verbal warning has not helped change
unacceptable behavior.

Whenever an employee has been involved in a disciplinary situation that
has not been readily resolved or when the employsee has demonstrated
an inability to perform assigned work responsibilities efficiently, the
department head, in consultation with the human resource (HR)
department or designate, may place the employee on a performance
improvement plan. This status will last for a predetermined amount of time
not to exceed 90 days. Within this time period, the employee must
demonstrate a willingness and ability to meet and maintain the conduct and
work requirements specified by the supervisor and the organization. At the
end of the performance improvement period, the employee will either be
returned to regular employee status, or, if established goals are not met,
dismissal may occur.

SeHumThe District reserves the right to administer appropriate disciplinary
action for all forms of disruptive or inappropriate behavior. Each situation
will be dealt with on an individual basis.

Emplovee Conduct That Can Result in Disciplinary Action
SeHumThe District has established general guidelines to govern the

conduct of its employees. No list of rules can include all instances of
conduct that can resultin discipline, and the examples below do not replace
sound judgment or common-sense behavior.

Examples of employee conduct that would lead to discipline and the usual
course of disciplinary action have been separated into four groups,
according to the usual severity and impact of the infraction. Different
violations may be handled differently depending on the group they are in.
SeHumThe District reserves the right to determine the appropriate level of
discipline for any inappropriate conduct, including demotion, oral and
written warnings, suspension with or without pay, and discharge.
Because of Fair Labor Standards Act (FLSA) requirements, exempt
employees should not be suspended without pay for less than a week.

Group 1
Disciplinary process:

1st offense: Documented verbal warning.
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2nd offense: Documented written warning.

3rd offense: Three-day suspension.

4th offense: Termination of employment.

Examples:

Creating conflict with co-workers, supervisors, visitors or
volunteers.

Failing to follow practices as needed for the specific job
assignment.

Contributing to unsafe conditions.
Smoking in non-smoking areas.

Leaving the assigned work area or facility without the
supervisor’s permission.

Loitering or loafing while on duty.
Using facility telephones for unauthorized purposes.
Disregarding the organization’s dress code.

Damaging or using organization-owned equipment without
authorization.

Abusing lunch and break periods.

Removing, posting or altering notices on any bulletin board on
company property without permission from the employee’s
manager or HR department.

Eating food or drinking beverages in undesignated areas.
Violating other rules or policies not specifically listed.

Group 2
Disciplinary process:

1st offense: Documented written warning.

2nd offense: Suspension.

3rd offense: Termination of employment.

Examples:

Failing to report injuries, damage to or an accident involving
company equipment.

Violating any safety rule.
Acting negligently.

Engaging in horseplay that results in personal injury or
equipment damage.

Spreading malicious rumors.

Engaging in vulgar or abusive language or conduct toward
others.

Copying facility documents for personal use.
Using facility communication systems inappropriately.

Treating customers, patients or co-workersin a discourteous,
inattentive or unprofessional manner.
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e Being absent for less than three days without notification or
permission.

* Not complying with personnel file maintenance.

« Not following department guidelines concerning notification of
absenteeism.

Group 3
Disciplinary process:

1st offense: Dismissal.

Dismissal is an immediate termination of employees for serious breaches of
responsibility, unsatisfactory performance or misconduct. A supervisor or
department head may impose dismissal after consultation with the HR
department.

Examples:
e Quitting early without notification or permission.

e Being absent for three or more days without notification or
permission (also referred to as a voluntary quit or job
abandonment).

e Fighting.

e Demonstrating insubordination, including:

e Refusal to do an assigned job.

* Refusal to work overtime when required.

* Refusalto render assistance.

« Refusal to accept holiday work when assigned.
« Insolent response to a work order.

e Delay in carrying out an assignment.

e Being dishonest, including deception, fraud, lying, cheating or
theft.

e Having timecard violations.
e Sabotaging the facility, grounds or equipment.

« Falsifying company records, such as employment applications
and timecards, in any way.

« Engaging in indecent behavior.

e Possessing, being under the influence of or drinking intoxicants
on the job.

e Sleeping while on duty.
e Concealing defective work.

e Carrying a weapon on company property, including in the
parking lot.

« Disclosing confidential records or information.
e Soliciting gifts or tips from business-related contracts.

e Using the facility's computer systems, including accessing
confidential computer files and data, without authorization.

* Demonstrating gross misconduct or other serious violations of
SeHumThe District policies or procedures.
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e Failing to comply with licensure and certification requirements.

Group 4
Unscheduled, unexcused absences due to injury or illness, even when
following appropriate guidelines, may still be deemed excessive.

Discipline for otherwise unexcused tardiness and absenteeism is generally
applied as follows: the first violation will result in a documented verbal
warning; the second violations will result in written warning; the third, a
three-day suspension; and the fourth, dismissal.

To maintain a safe and productive work environment, SeHumThe District
expects all employees to be reliable and to be punctual in reporting for
scheduled work. Absenteeism and tardiness place a burden on other
employees and on working operations. In the event that you become aware
of an anticipated tardiness or absence please notify your supervisor or the
HR Representative, or Manager as soon as possible, and no later than
one hour prior to the beginning of your scheduled shift. If it is after
normal working hours, you should notify your supervisor by leaving a
message with a return number.

Excessive absenteeism and tardiness (excused or not) may result in
counseling or corrective action up to and including termination of
employment. Each situation of excessive absenteeism or tardiness shall be
evaluated on a case-by-case basis. However, even one unexcused
absence may be considered excessive, depending on the circumstances. A
healthcare provider's certificate may be required as documentation of need
for absence of more than four consecutive work shifts and/or to medically
release you to return to work. Employees who fail to report for work without
any notification to management for a period of three (3) consecutive work
shifts will be considered to have abandoned his/her employment and have
voluntarily resigned. Abandonment of duties prior to the end of the
employees scheduled working hours is considered voluntary resignation of
employment.

Understandably there will be times when personal conflicts may arise with
your scheduled work shift. Management will work with you, whenever
possible, to help resolve the problem. If you would like to exchange shifts,
contact your Supervisor for approval and to arrange for appropriate
coverage. Authorization to exchange shifts will depend on many factors
including the frequency of request, interference with organization
operations, and overtime considerations.

A professional appearance is essential to a favorable impression with
patients, visitors, vendors and all members of the community. Good
grooming and appropriate dress reflect employee pride and inspire
confidence on the part of such persons. All personnel must comply with this

policy.

Staff attire and grooming shall be neat, clean, and professional in
appearance. It should in no way interfere with the technical or professional
requirements of the position or work assignment. SeHumThe District
department managers may exercise reasonable discretion to
determine appropriateness in employee dress and appearance.
Employees who do not meet a professional standard may be sent home to
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change, employees will not be paid for that time off. Reasonable
accommodations will be made where required.

We expect staff to wear business casual or proper attire for their position
and duties. Basic elements for appropriate business attire include clothing
that is in neat and clean condition. Management may make exceptions for
special occasions or in a case of inclement weather, at which time
employees will be notified in advance. An employee unsure of what is
appropriate should check with his or her manager or supervisor.

The following general guidelines are observed by all staff:

e Clothing: Attire is clean, neat and free of holes or tears. Clothing must
fit properly and appropriately for the type of work being performed.

e Hats are not permitted to be worn inside the facility, unless designated
for safety or religious beliefs.

* No logos, slogans, pictures or writing on attire, unless District provided
attire.

« Employee Identification Badge: The identification badge is provided by
the District and is worn at all times above the waist, fully visible, while
on duty.

e Personal hygiene: Employees must keep their bodies, hair and clothing
clean and well-groomed at all times while on duty. Dietary staff must
follow prescribed health regulations and codes.

e Shoes: Shoes must be in good, clean condition. Provide safe, secure
footing and offer protection against hazards. Shoes should be
appropriate for the work being performed by the employee.

e Appropriate department uniforms or scrubs are required for some staff.
Scrubs must be neat, clean and appropriate for professional work.

e Jeans are permitted as long as they are clean, neat, not faded or
stained and free of holes or tears.

 Employees may be required to remove facial/body jewelry, or to cover
the tattoos while working where they may be reasonably perceived as
excessive, a safety concern, offensive, or against organization
standards.

Department supervisors are responsible for overseeing compliance with this
policy and with appropriate dress and appearance requirements.
Department supervisors are required to submit their own department’s
adjustments or changes to this policy to the Administrative Team for review
and approval. Employees who are found to be inappropriately dressed or
groomed may be sent home and directed to return to work appropriately
attired or groomed. Such employees are not compensated for the time
away from the workplace. Violation of established dress and appearance
policy may be subject to progressive, corrective counseling up to and
including suspension and/or termination.

Equipment essential in accomplishing job duties is often expensive and may
be difficult to replace. When using the organization’s property, employees
are expected to exercise care, perform required maintenance, and follow all
operating instructions, safety standards, and guidelines.
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