For Five or More Employees
Harassment, Discrimination and Retaliation Prevention Policy

(The Company) is an equal opportunity employer. The Company is committed to
providing a work environment free of harassment, discrimination, retaliation and disrespectful or other unprofessional
conduct based on:

Race

Religion (including religious dress and grooming practices)

Color

Sex/gender(including pregnancy, childbirth, breastfeeding or related medical conditions), sex stereotype,
gender identity/gender expression/transgender (including whether or not you are transitioning or have
transitioned) and sexual orientation

¢ National origin (including language use restrictions and possession of a driver's license issued to persons unable
to prove their presence in the United States is authorized under federal law [Vehicle Code section 12801.9))
Ancestry

Physical or mental disability

Medical condition

Genetic information/characteristics

Marital status/registered domestic partner status

Age (40 and above)

Sexual orientation

Military or veteran status

Any other basis protected by federal, state or local law or ordinance or regulation.

The Company also prohibits discrimination, harassment, disrespectful or unprofessional conduct based on the
perception that anyone has any of those characteristics, or is associated with a person who has or is perceived as having
any of those characteristics.

In addition, the Company prohibits retaliation against individuals who raise complaints of discrimination or harassment
or who participate in workplace investigations.

All such conduct violates Company policy.

Harassment Prevention

The Company's policy prohibiting harassment applies to all persons involved in the operation of the Company. The
Company prohibits harassment, disrespectful or unprofessional conduct by any employee of the Company, including
supervisors, managers and co-workers. The Company's anti-harassment policy also applies to vendors, customers,
independent contractors, unpaid interns, volunteers, persons providing services pursuant to a contract and other
persons with whom you come into contact while working.
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Harassment, Discrimination and Retaliation Prevention Policy

The Company will not retaliate against you for requesting a reasonable accommodation and will not knowingly tolerate
or permit retaliation by management, employees or co-workers.

Complaint Process

If you believe that you have been the subject of harassment, discrimination, retaliation or other prohibited conduct,
bring your complaint to your supervisororto:  [e.g. any other Company supervisor, the HR Managet, the EEO officer]
as soon as possible after the incident. You can bring your complaint to any of these individuals. If you need assistance
with your complaint, or if you prefer to make a complaint in person, contact the _[e.g., personnel manager, HR manager]
Please provide all known details of the incident or incidents, names of individuals involved and names of any witnesses.
It would be best to communicate your complaint in writing, but this is not mandatory.

The Company encourages all individuals to report any incidents of harassment, discrimination, retaliation or other
prohibited conduct forbidden by this policy immediately so that complaints can be quickly and fairly resolved.

You also should be aware that the Federal Equal Employment Opportunity Commission and the California Department
of Fair Employment and Housing investigate and prosecute complaints of prohibited harassment, discrimination and
retaliation in employment. If you think you have been harassed or discriminated against or that you have been
retaliated against for resisting, complaining or participating in an investigation, you may file a complaint with the
appropriate agency. The nearest office can be found by visiting the agency websites at www.dfeh.ca.gov and

WWW.ee0cC.gov.

Supervisors must refer all complaints involving harassment, discrimination, retaliation or other prohibited conduct to
the __le.g. personnel manager, HR manager]  of the Company so the Company can try to resolve the complaint.

When the Company receives allegations of misconduct, it will immediately undertake a fait, timely, thorough and
objective investigation of the allegations in accordance with all legal requirements. The Company will reach reasonable
conclusions based on the evidence collected.

The Company will maintain confidentiality to the extent possible. However, the Company cannot promise complete
confidentiality. The employer's duty to investigate and take corrective action may require the disclosure of information
to individuals with a need to know.

Complaints will be;

Responded to in a timely manner

Kept confidential to the extent possible

Investigated impartially by qualified personnel in a timely manner
Documented and tracked for reasonable progress

-Given appropriate options for remedial action and resolution
Closed in a timely manner

If the Company determines that harassment, discrimination, retaliation or other prohibited conduct has occurred,
appropriate and effective corrective and remedial action will be taken in accordance with the circumstances involved.
The Company also will take appropriate action to deter future misconduct.

Any employee determined by the Company to be responsible for harassment, discrimination, retaliation or other
prohibited conduct will be subject to appropriate disciplinary action, up to, and including termination. Employees
should also know that if they engage in unlawful harassment, they can be held personally liable for the misconduct.
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