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FIRST CHOICE SECURITY & INVESTIGATIONS
EMPLOYEE HANDBOOK

Handbook Interpretation

The purpose of this handbook is to provide employees of FIRST CHOICE SECURITY with
generd information regarding the guiddines that the Company attempts to follow in most cases.
Neither this handbook nor any provisons of this handbook is an employment contract or any
other type of contract. The personnd guiddinesin this handbook supersede and replace dl
prior published or unpublished policies, guiddines, handbooks or other publications related to
personnel matters.

Theinformation provided herein should be helpful in familiarizing employees with Company
policies. This handbook, however, cannot anticipate every Situation or answer every question
about employment. The guiddines set forth in this handbook may not gpply in every Stuation.
The Company must demondrate flexibility in the administration of these guiddines and reserves
the right to change or revise these guiddines without notice when such action is deemed

necessary by management.

FIRST CHOICE SECURITY maintains a dedicated interest in the well-being of our employees
and we acknowledge that you are our most important asset. Therefore, your safety and health
are a prime concern.

Remember, you are not a Police Officer; athough you have smilar responghilities, you must be
held to a higher standard than the citizens we serve.
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EMPLOYMENT POLICIES

EMPLOYMENT STATUS

1.

Exempt - Employees whose positions meet specific tests established by the Fair Labor
Standards Act (FLSA) and are exempt from overtime pay requirements.

Non-Exempt - Employees whose positions do not meet FLSA exemption tests and
who are paid one and one-haf time their regular rate of pay for hours worked in excess
of 40 hours per week.

Full-time - Employees scheduled to work a minimum of 36 hours per week.

Any employee who fails to meet this stlandard of hours or worked three (3) or more pay
periods within a three (3) month period will be indigible for full-time status.

In order to re-qudify for full-time status the employee must maintain full-time hoursfor a
three (3) month period.

Part-time (Reserves) - Employees scheduled to work |ess than 36 hours per week.
Part-time employees are not digible for Company benefits.

Regular - Employees who have completed the adjustment period and are employed for
an indefinite length of time.

Adjustment - New employees with less than or up to and including six (6) months of
continuous service.

Temporary - Employees holding jobs of limited duration arisng out of specid projects,
gpecid skill requirements, abnormal work loads or emergencies. An employee will not
change from temporary satus to another status unless specificdly informed of such
change in writing by management. Temporary employees are not digible for Company
benefits.

Re-hired - Employees who are re-hired following a break in service in excess of six (6)
months for other than an gpproved leave of aisence must serve a new adjustment
period whether or not such a period was previousy completed. Such employees are
consdered new employees from the effective date of their re-employment, including
those determining benefits. Re-hired employees will participate in the drug screening
process.

PRN (on cdl) - Employees who are employed for the purpose of filling in on an
emergency basis, such asillnessor injury. They have no set schedule. PRN employees
are not digible for Company benefits unless they meet the criteriafor hours worked.



Employment Practices

Only Regular, Full-time and Exempt employees are digible for Company benefits.

Since al employees are hired for an unspecified duration, these classfications do not guarantee
employment for any specific length of time. Employment is a the mutua consent of the
employee and the Company. Accordingly, either the employee or Company can terminate the
employment relationship at will, a any time, with or without cause or advance notice. Receipt of
atwo (2) week advance notice from an employee wishing to terminate employment is
appreciated.

EMPLOYMENT PRACTICES

The Busness Adminidrator is responsible for monitoring dl employment practices and ensuring
compliance with Company policy and dl state and federd regulations.

Although FIRST CHOICE SECURITY isan “at-will” employer, the Company must comply
with the following:

Title VII of the Civil Rights Act of 1964

The Equal Pay Act of 1963

Age Discrimination in Employment Act to 1967

Title | of the Americans with Disabilities Act of 1990

Civil Rights Act of 1991

The Family and Medica Leave Act
Y ou have the responsibility of notifying your immediate supervisor or desgnate of any dleged

action that may be discriminatory in nature. The Company will investigate any alegations of
possible discrimination made by applicants or employees.

JOB DESCRIPTIONS

Job descriptions are established for dl positions with this Company. A copy of your job
description(s) was made available and signed by you during the hiring process. Job descriptions
are avallable for review, at the office during norma business hours.

EQUAL OPPORTUNITY

It isthe policy of FIRST CHOICE SECURITY to offer equa employment and advancement
opportunities to qudified individua s without regard to race, color, sex, religion, ancestry,
nationd origin, age, maritd status or disability. All decisions made with respect to recruitment,
hiring, promotion, discharge, transfer, job location, training, work assgnment, pay, fringe
benefits, and related employment decisons for al job classfications will be based solely on
individua qudifications related to the requirements of the position.



Employment Policies

In addition, FIRST CHOICE SECURITY will not permit the use of racid, religious, age-
related, ethnic, or sexua epithets, innuendoes, durs or jokes within its facilities whether they be
verba, physica or visud. Epithets, innuendoes, durs or jokes related to membership in any of
the above listed categoriesis prohibited. All employees shdl conduct themsdlvesina
professona manner. Any employee who violates the above policy and our commitment to equa
employment opportunity is subject to immediate discharge.

Any employee who has any questions regarding FIRST CHOICE SECURITY'S Equd
Employment Opportunity Policy or who feds that the policy has been violated or who feds that
he, she or another individua has been discriminated againgt, harassed or treated unfairly asa
result of being in any of the categories enumerated above, is required to bring the matter directly
to the attention of hisher immediate supervisor, Watch Commander, or management.

See also: POLICY 1-94

SEXUAL HARASSMENT

It isthe policy of FIRST CHOICE SECURITY to make every reasonable effort to ensure that
its employees are dlowed to work in an environment free of any form of sexua harassment.

Sexud harassment exists whenever an individud believes that:
submission to sexud conduct is a condition of employment,

submission to or rgection of sexua conduct is used as the basis of employment
decisions, or

sexud conduct subgtantidly interferes with the individual’ s work performance or creates
an intimideting, hogtile, or offensve environment.

Sexud harassment charges can result from “normd socid activities” Under certain
circumstances, behavior that is frequently considered acceptable social behavior has resulted in
cdams Thisincludes but is not limited to:

a asking aperson for adate,

b. making comments about the appearance of amember of the opposite sex(s),
C. ugng vulgar languege,

d. tdling“dirty” jokes,

e. “joking” about areas related to sex, or

f.  being to attentive to another individud.



Employment Practices

The best way to prevent involvement in a sexud harassment clam isto avoid al activities that
could possibly be percelved as sexud harassment. Remember, it is not your opinion of what
condtitutes sexua harassment that counts - it is the opinion of the other partiesinvolved.

Seealso: POLICY 2-94

It isagaing Company policy for any employee to subject another individua (either an employee,
client, client employee, vigtor, etc.) to any form of sexud harassment, either verba or physicd,
whileinvolved in work related activities. It isdso againgt Company policy for a supervisor or
manager to knowingly alow any employee to be sexualy harassed by a coworker, dlient, client
employee, etc. The Company will take disciplinary action, up to and including termination,
agang any employee who violates this palicy.

Any employee who believes that he or sheisthe victim of sexud harassment has the right to
make a complaint to management without the fear of reprisal. Sexud harassment from a co-
worker or other party within the control of the Company should be reported to the employee' s
supervisor. Sexuad harassment by a supervisor should be reported to the supervisor’s superior.
Employees are authorized and encouraged to report sexual harassment directly to the supervisor
of theindividud involved in the harassment.

A confidentia investigation will be conducted on al complaints of sexud harassment. An
employee under investigation for dleged sexud harassment of a serious nature may be placed
on an unpaid leave of absence pending the final outcome of the investigation.

Seealso: POLICY 8-94

ADJUSTMENT PERIOD FOR NEW EMPLOYEES AND PROMOTIONS

The adjustment period will be aminimum of six (6) months. During this period, your
performance will be continuoudy evaduated to insure that you understand and perform the
respongbilities and duties of your position. Additiondly, during adjustment you are not entitled
to Company benefits, unlessindicated otherwise. At any time during this period, you or the
Company may decide that the employment relationship is not satisfactory. In this case, the
relationship may be terminated with or without cause.

Regarding promotions, al of the above is applied, with the exception that an employee may be
reingtated to the pogtion from which the promotion was made, if:

the pogtion is available,
the employee wishes to return to that postion, and
itisin the best interest of the Company.



Employment Policies

Upon completion of the adjustment period, the employee becomes a Regular employee in that
pogition, but it must be noted that al employees, regardless of tenure, must maintain Company
standards for performance and behavior. Additiondly, upon successfully completing adjustment
an employeeis now entitled to dl Company benefits. In the same manner, employees who have
completed the adjustment period are not guaranteed any specific length of employment. At any
time, the employee or the Company is free to terminate the relationship with or without cause.

PERSONNEL RECORDS

FIRST CHOICE SECURITY maintains a confidential personnel record on each employee.
They are the business records and the exclusive property of FIRST CHOICE SECURITY.
Important events from each employee' s history with the Company will be recorded and kept in
the employee' s personnd file. Performance reviews, change of status records, commendations,
disciplinary warnings and educationa records are examples of records maintained. Asan
employee, your personnd fileis avalable for review in the office during norma business hours.
Contact the office to make an gppointment. Personnel records will not leave the office,

Each employee will be respongble for notifying the office of changesin address, tdlephone
number, marital status or dependents. This respongbility includes employees on lay-off status
and leave of absence.

All applicants for employment and employees hired after November 6, 1986 shall be required
to present and permit copying of documentation which verifies identity and authorization to
work, asrequired under federd law.

Access to personnel filesis restricted to authorized personnd. Thus, requests for information
regarding an employee such as verification of employment, etc. must be in writing, signed by the
employee and directed to the office. No verba information will be given.

EMPLOYEE ETHICS

Employees are required to maintain and preserve an ethica working relationship between
themsdves, co-workers, clients and their employees.

The acceptance of gratuities or favors by employees from dientsis drictly prohibited unless
pre-gpproved by management.

All employees play avita part in cregting favorable attitudes in the community towards our
Company. FIRST CHOICE SECURITY’ Sreputation is often represented by the
organization's efficiency and the courtesy of our employees. Clients and otherswill be quick to
recognize inefficiency or indifference and often are ready to criticize even when it is not
warranted. Therefore, dl employees are urged to observe the following guidelines.

Be patient with al requests and demands.



Employment Practices

AND

Be courteous and respectful not only to the clients, employees and their visitors, but dso
to felow employees.

AND
Keep supervisors informed of Stuations as they develop.

See al so: Conflict of Interest
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WAGE AND SALARY ADMINISTRATION

WAGE AND SALARY EVALUATION POLICY

Y our wage/sdlary rate will be reviewed on, a least, an annua basis. More frequent reviews may
occur based upon extraordinary achievement, promation, demotion, transfer, termination or
Company profitability. Reviews DO NOT guarantee or necessarily imply that wage/sdary
adjustments will occur. If an employee receives a wage change due to a promotion, demation,
transfer, etc. the date of change will become the employee' s new wage evauation date.

PAYDAY PERIODS AND PAY DAYS
See Paydays under Hours of Work, Payroll, and Wrk

Practi ces.
PAYROLL DEDUCTIONS

Federa law requiresthat both employees and FIRST CHOICE SECURITY pay a
percentage of the employee’ s gross pay to the Federal government, for socia security and
Medicaid.

Employees may aso have deductions for withholding, benefit programs, employee
loans, uniform hat and replacement cost for damage to equipment payroll deducted according to
FIRST CHOICE SECURITY poalicy.

All deductions were authorized when you signed a deduction authorization form at the
time of employment.

ANNIVERSARY DATES CHANGE

1. Upon promotion or demotion
2. If re-hired

3. Upon receipt of an incentive pay raise

INSTEP PAY RAISES

Persons who are hired, received no counseling and no problems with attendance or tardiness,
may be digible for pay increases on the following schedule. All increases after the first 90 days
areby EMPLOYEE INITIATIVE ONLY.

1



Wage and Salary Administration

The firg raise is automatic 90 days after the date hired, with the successful completion of the
following: Report Writing, Basic Fire Prevention, Child Abuse, Infection Control and
Bloodborne Pathogens unless the employee misses a shift or istardy if either case, the clock
resets from that date forward.

BONUS

ARREST AND CONVICTION - Any officer whose direct action leads to an arrest
and conviction, other than his own, will receive a $50.00 bonus. Y ou must attend all
court functions (if necessary) and still be employed by FIRST CHOICE SECURITY to
receive this bonus.

RECRUITMENT - Any ful-time, hourly employee who recommends an individud for
employment mugt fill out a Recruitment Form with the recommended individud’ s name
on it. The recommending employee will receive a $50.00 bonus upon the completion of
the recommended individud’s Sx month adjustiment period. Y ou must still be employed
with FIRST CHOICE SECURITY to receive this bonus.

PERFECT ATTENDANCE - Any full-time, hourly employee who has perfect
attendance during the periods January 1 through June 30 and July 1 through December
31 will receive one day (8 hours) off with pay or (8 hours) pay, at the employee regular
rate of pay, in recognition of higher perfect attendance. The payment is not made at any
overtime rate or will it move an employee into overtime pay satus. The entire period
must be worked. The starting of work during any period will not alow this bonus, for
that period. Any form of unauthorized absence or tardiness will eiminate the employee
for this bonus. Approved vacation and al other forms of approved time off count
toward the perfect attendance bonus.

CONTRACT PROCUREMENT AWARD - A bonus of 5% of the first weeks
billable hours, excluding sales tax, will be awarded to any employee who locates a new
client for FIRST CHOICE SECURITY. Thisaward isfor new dients only, those who
have never used our services. Employees may not receive more than one bonusin this
category every sx months. Employees awarded thisbonus MAY NOT work at that
post depending on the discretion of management.



EMPLOYEE BENEFITS AND SERVICES

The exigtence of these employee benefits and plans, in and of themselves, does not signify that
an employee will be employed for the requisite length of time necessary to qudify for these
benefits and programs nor that the Company will continue to provide such benefits and
programs.

An employee may not be digible for continued Company benefitsif the hours worked fal below
full-time status (minimum of 36 hours per week) three (3) or more times within athree (3)
month period.

VACATION

Vacation digibility is caculated from your date of employment, otherwise referred to as your
anniversary date. Y ou may utilize up to five (5) days of accrued vacation time after six (6)
months from your first anniversary date. Vacation must be requested in writing at least 30 days
in advance, the more notice the better.

Oto 3years .32 hours for each 8 HOURS worked
3to 7 years A7 hoursfor each 8 HOURS worked
710 15 years .62 hoursfor eech 8 HOURS worked
15 plusyears .72 hoursfor each 8 HOURS worked

Maximum vacation time accumulated cannot exceed the current year’ s accumulation plus five
(5) days at any given time during the course of your employment unless authorized in writing by
the Company’ s president or designate.

Vacation that has not been used upon termination of employment will be logt. Vacation will not
be converted to cash or any other form of leave. Vacation time can not be accumulated in
excess of four weeks.

HOLIDAYS

An employeeisdigible for holiday pay following the completion of ninety (90) days of
continuous employment, providing the holiday fdls on the employee' s normdly scheduled work

day.

Company Holidays: New Years Day, Memorid Day, Independence Day, Martin Luther
King Birthday, Labor Day, Thanksgiving Day, Christmas Day and one
(1) floating holiday

13



Employee Benefits and Services

Part-time employees who do not work on the holiday will not receive holiday pay. Part-time
employees who work a holiday will receive holiday pay provided al other conditions mentioned
in this section are met.

Onefloating holiday has been established. Thisisto dlow an eigible employee to take off a day
for higher birthday. Scheduling of this holiday will be the responsibility of the employee. The
day off must be within one week prior to and one week following the employee s birthday. This
day will not be accumulated nor paid at termination.

To bedigiblefor holiday pay, an employee must work the last regularly scheduled work day
preceding the holiday and the firgt regularly scheduled work day following the holiday, unlessthe
absence is gpproved prior to the day preceding the holiday by his supervisor and management.
If ample proof is submitted which subgtantiates the absence, holiday pay may be dlowed. The
Company retains the right to make determinations on a case by case basis.

Because our clients require constant coverage, employees will work holidays as needed. These
employees, aswell as other non-exempt employees required to work on a scheduled holiday,
will be paid 2 timestheir regular rate for those hours actudly worked. An exempt employee
required to work on aholiday will be given ancther day off & amutualy convenient time for the
employee and the Company.

SICK LEAVE

If you are full-time hourly or sdaried employee, you are digible for amaximum of four (4) paid
sck days per year. You are not digible to utilize paid sick leave until after the completion of the
adjustment period. Sick leave will not accrue when you are on requested leave of absence or
worker’ s compensation |leave.

Y ou will be required to use accrued sick leave for excused medica absences resulting from
your illness or injury, or for the serious hedlth condition of immediate family covered by the
Family Medica Leave Act (FMLA) policy. The Company & al timesretains the right to require
medica certification of the reason for your absence before sick leave pay is authorized.

In the event you are absent from work due to illness or injury and you do not have sufficient sick
leave accrued, any other accrued time off available (i.e. vacation) will be gpplied. In the event
you are off from work, and you have no time accrued, you will be placed in unpaid leave of
absence status.

If you are absent for more than three (3) consecutive days, you shdl, a the Company’s
discretion, be required to present aletter from a physician explaining the reason for the absence
and certifying you are able to return to work.

14



Employee Benefits and Services

LEAVE OF ABSENCE WITH PAY

Requests for leave of absence with pay must be submitted in writing through your supervisor. If
an extenson of leave of absence is needed, status will be changed from leave of absence with
pay to leave of absence without pay. Reingtatement will be conducted according to Company
policy. Possible reasons for leave of absence requests which would be approved:

Bereavement Leave - If you are aregular sdaried, hourly full-time employee you are
eigible for bereavement leave after the first 90 days of employment.

In the event of death in your immediate family, you will be granted up to two (2)
working days, with pay, to handle family affairs and attend the funerd. “Immediate
family” is defined as: father, mother, brother, sster, spouse, child, mother-in-law and
father-in-law. Until successful completion of adjustment, determination will be made on
acase by case basis.

The Company may request verification of the need for bereavement leave including a
newspaper notice, “in-memory” card or other gppropriate verification.

Jury Duty - The Company recognizes the obligation of its employeesto serve the
Judicia system, without interference from work, when summoned for jury duty. When
cdled upon for jury duty, you will be granted time off for the dates of actud jury duty.
Once summoned, you should inform your immediate supervisor of the jury duty
commitment. If you are cdled for jury duty and you perform actud jury duty for only
one-hdf (1/2) day, you are obligated to report to work after being dismissed for the

day.

Pay Issues - If you are full-time hourly employee, you will be paid the difference
between the court reimbursement for actud jury duty performed and your regular wages
based upon an eight hour day, provided the court reimbursement islower.
Documentation from the court must be submitted to substantiate the amount paid.
Payment will be made at your straight time hourly rate. Mileage will not be included
when computing wages owed to you.

If you are a sdaried exempt employee, you will receive your daily saary rate of pay for
any day in which you both perform work and serve on ajury. If no work is performed
during a given week, you will be rembursed only the difference between the court
reimbursement for actua jury duty performed and your regular weekly salary.

Length of Jury Duty Commitment - The Company will reimburse an employee on jury
duty as set forth above for amaximum of thirty (30) cdendar days. If you are obligated
to continue jury duty after thirty days, you will do so without pay. If your absence from
work due to jury duty exceeds ninety (90) caendar days, the Company reserves the
right, based on the needs of the organization, to determine if you should be replaced

15
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ether temporarily or permanently during the leave from work. If it is determined that
your postion must befilled permanently, the Company will, upon your completion of
jury duty and return to work, place you in aposition smilar in status and with
compensation at the same rate you were receiving before jury duty.

UNPAID PERSONAL TIME OFF

It isthe policy of the Company to grant to regular employees, without accrued paid time off,
unpaid time off for substantia persona reasons provided such time off does not materidly affect
the normal conduct of the business or operating cogt. In consideration of an employee's request
for unpaid persond time off, the seriousness of the matter prompting the request will be taken
into consderation. Approva for such leave is not guaranteed, but will be handled on a case by
case basis as determined by the Company. Unpaid persona time will not count toward hours
worked.

LEAVE OF ABSENCE WITHOUT PAY

Leave of asence without pay may be granted to regular, full-time employeesin order to
maintain continuity of employment in instances where unusud or unavoidable circumstances
require prolonged absence.

Service credit will not accrue during aleave of absence without pay. This gppliesto al areas of
employment, i.e. performance evauations, wage/sdary evauations, seniority, etc.

Leave of absence without pay include the following types:

Disghility - Up to 120 days in the case of medica disability. The specific period must be
supported by a physician’s statement.

Pregnancy - Employees may request an unpaid leave of absence for any disability
caused or contributed to by pregnancy, childbirth, or arelated condition. If absence for
one (1) week or more is expected, the employee must request leave of absence without
pay. Any employee who desires to take pregnancy disability leave must submit awritten
request to management, indicating the date on which the leave will commence and the
estimated duration of the leave.

Normdly, the length of the leave granted will be for the period of time that amedica
doctor determines that the employee is unable to perform higher job. In respect to a
normal pregnancy, it will be presumed that the pregnant employee may be medicaly
unable to perform her job for a period not exceeding six (6) weeks, unless the period of
disability on account of pregnancy, childbirth or rlated medica condition is extended
by amedicd doctor’ s stlatement. The tota period of any approved leave of absence on
account of disability due to pregnancy, childbirth or related medica conditions may not
exceed three (3) months.

16
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If required by business necessity, FIRST CHOICE SECURITY reservestheright to
hire someone to replace the employee. Any employee returning from an approved
pregnancy disability leave of absence which does not exceed three (3) months will be
reingtated to their origina pogition, unless that pogtion no longer exists because of
legitimate business reasons, or preservation of the employee s origind position would
substantialy undermine FIRST CHOICE SECURITY' S &bility to operate safely and
efficiently. If, due to one of the above reasons, the employee s origina position is no
longer available or the employee has been replaced during the leave of absence, FIRST
CHOICE SECURITY will assign the employee to a subgtantidly similar position, unless
no subgantidly smilar postion is avallable, or unlessfilling that position with the
returning employee would subgtantialy undermine FIRST CHOICE SECURITY’S
ability to operate safdly and efficiently.

Persond - Up to fifteen (15) days for compelling persond reasons. Approval is a the
discretion of management and is based on department work requirements, your
performance history and other factors.

Military - For the duration of required service. Written proof is required.

Military Reserve Training - Up to atotd of two (2) weeks per year. At your option, this
training may be combined with paid time off. Written proof is required.

LOANS

FIRST CHOICE SECURITY has ano interest [oan program for al employees providing the
following conditions are met:

The loan is not more than the money earned by the employee on the next paycheck for
labor (excluding taxes) performed, does not exceed $100.00, AND

The employee has not been late within the last 30 days, AND
The employee has been performing satisfactorily, AND

The employee pays the ENTIRE amount back on the next payday through automatic
deduction.

Seethe officefor form. Note: $3.50 feeis charged for issuing the check.

It is Company policy to make only one advance on wages, per year, to an employee. Employee
request will be in writing and sgned by the employee.

17
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HOURS OF WORK, PAYROLL AND WORK PRACTICES

PAYDAYS

The payroll period runs for two (2) consecutive weeks from Sunday a 12:01 A.M. to the
following Saturday at 12:00 Midnight. All employees are paid biweekly. The paychecks are
issued on the Monday following the end of the pay period. On those occasions that a payday
fdls on aholiday, the payday will be the next scheduled workday. Paydays will be published at
the beginning of each yesar.

STATE LICENSE(S)/REGISTRATION(S) AND COMPANY ID CARD

The State of Texas requires licenaing or regigtration on the following employees. security officers
both armed and unarmed; investigators; sales persons,; alarm sales persons, darm monitors; dog
handlers and trainers; and consultants. All new employees are required to pay for therr initia
license. FIRST CHOICE SECURITY will pay for the renewa of that license. No employee
may be licensed in more than three (3) categories as listed above. The State of Texas does
permit anyone to be licensed by more than one Company at atime. FIRST CHOICE
SECURITY DOES NOT dlow an employee to be working for another Company while
working for us. The State issued pocket card is to be on your person &t al times while working
for this Company.

FIRST CHOICE SECURITY issues a Company Identification Card to al employees, this card
must bein your possession at al times while on duty. Some employees may be required to wear
this identification card while on duty.

LUNCH AND REST PERIODS

Employees will receive aminimum of a haf hour meal bresk period during each shift. These will
be scheduled around availability and work schedules. Employees will take a 15 minute bresk as
work dlows, in thefirg and last halves of the shift. NO breaks will be taken within the first or
last hour of a shift. All breaks may be scheduled , dtered, or canceled at your

manager’ /supervisor’s discretion. Y ou are required to remain on the Company’s or Post Site
for al bresks and lunch periods. Leaving the Company premises or a post during bresk time
without authorization will be grounds for disciplinary action.

OVERTIME

Non-exempt employees will be paid time and one-haf for authorized hours worked in excess of
forty (40) hoursin one week. All other hours as specified previoudy will be paid at the
employee’ sbaserate.

19



Hours of Work, Payroll and Work Practices

Exceptions to the overtime pay policy will be made according to State and Federa regulation.

All overtime work by employees MUST be authorized in advance by the Watch Commander
or shift supervisor responsible for the period of overtime.

TRAVEL/PAY AGREEMENT

Sdaried and exempt employees who use their own vehicle for gpproved Company businesswill
be paid aflat rate. Thisrate will be st at the time of employment and will be re-evauated
annualy. There will be no rembursement for maintenance and repairs.

TIME CARDS

The time card and/or pay sheets, for some employees (such as clerical, communications, €tc.),
isalegd record of the hours you are a work. It isan officid Company document. This
document is used to compute your pay and must be accurate when submitted. The employee
must adhere to the following rules to ensure the hours are properly recorded:

Never ask someone to clock you in or out.

Never clock in before the sart of your shift unless you have been requested to do so by
your supervisor. If you are requested to report to work early or stay late, make sure
your supervisor authorizes the overtime on your time card with his or her initids. If thisis
not done, disciplinary actions will be taken and the overtime worked will not be paid.
NO Authorization, NO pay.

If you have to leave the premises for persona reasons, clock out when you leave and
clock back in when you return.

Never clock in for another employee. Punching or writing on another employee stime
card may result in immediate termination.

Before submitting the time record to payrall, review it to ensure that it is properly
completed.

If any time off is taken that should be paid, justify the reason (e.g. Sick, vacation, or
personal), and indicate the number of hours on the back of the timecard. Appropriate
Time Judtification Form must be completed and on file.

If you arelate, WRITE IT ON YOUR TIME SHEET.
Never PRE-FILL inyour time shest.

Because our work revolves around our clients, various work schedules may exist. A supervisor
is responsible for scheduling your hours. If you know you will need specid scheduling
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consderations, please give your supervisor sufficient notice so that your needs may be
consdered and planned into the schedule. A 30 day notice is required for vacation scheduling.

Time cards and/or time sheets, will be signed by the employeg, initided by the supervisor, and
returned to payroll. Time cards and/or time sheets that are not sgned and dated will not be paid
until the time card or pay sheet has been properly completed.

FALSIFICATION of time cards or pay sheets is grounds for discipline up to and including
termination.

When indicating time off on the back of your timecard, indicate any dates and hours away from
work and the reason for the time off. The gppropriate Time Judtification Form must be
completed and onfile.

SMOKING

Smoking and other forms of tobacco products are prohibited insde FIRST CHOICE
SECURITY offices and vehicles. Some clients have designated smoking areas which may be
used by employees, clients and visitors.

TELEPHONE USE

Company and client telephones are to be used only for business purposes and in serving the
interests of our clients or in the course of norma Company operations. On occasions, persona
cals may be necessary, S0 we ask your cooperation in limiting them to emergency or essentia
personal business and in kegping them as brief as possible. Long distance cdls are Srictly
prohibited.

SOLICITATION AND DISTRIBUTION OF MATERIAL

FIRST CHOICE SECURITY maintains and enforces a gtrict no solicitation policy. Solicitation
by vendors, employees, clients, or vigtorsis gtrictly prohibited while on Company time, unless
authorized by management. Approved itemswill be placed on the Company bulletin board in
the office only.

Employees may not distribute materias of any type without written consent of managemen.
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STANDARDS OF CONDUCT AND EMPLOYEE DISCIPLINE

It is our intention to take a congtructive approach on disciplinary matters to ensure that actions
which would interfere with operations or an employee’ sjob are not continued.

Violations of our sandards will result in one of the following forms of disciplinary action: verbd
counsdling, written warning, written reprimand, sugpenson and termingtion. In arriving at a
decison for the proper disciplinary action, the following will be considered:

the seriousness of the action,
the past record of the employee, and
the circumstances surrounding the maiter.

Although there is no way to identify every possible violation of sandards of conduct, the
following isapartid lis of infractions which will result in disciplinary action. Thislist isnot
exhaudive and is subject to change without notice. All changes will be made in writing.

Seeping on duty

Drinking or being under the influence of acohoal, drugs or narcotics while on duty or in
uniform off duty

Possession of acohol, drugs or narcotics while on duty or in

Uniform off duty

See also: Policy 3-94 & 6-94

Damage or neglect to client or Company property, including uniforms
Unauthorized use or possession of client or Company property

Unauthorized use of persond radios, cdllular telephones or televisions while on duty
Entry into unauthorized areas

Possession or use of unauthorized wegpons including but not limited to firearms,
chemica agents, or nightsticks

See also: Policy - 5-94
Bringing or dlowing unauthorized persons on post
Involvement in persond relationships while on duty
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Unauthorized use of client or Company telephones

Unauthorized use of persond pets, while on duty, unless authorized by law

Leaving post unattended, handling of keys in a careless manner or abandoning post
Tampering with darm systems or any other item when not authorized or trained to do so
Smoking in nontdesignated areas

Failure to obey lawful orders from Company supervisors or to

Perform rounds or other specified duties

Sexud harassment

See also: Policy 2-94

Failing to show for duty or to properly notify the Watch Commander or Management
Excessve tardiness or absences for any reason

Gross neglect of duty or incompetence

Neglect of persona hygiene or appearance

Impersonating a POLICE OFFICER or any other crimina activity

Failure to show for duty in the proper uniform and/or in possession of unauthorized
eqguipment

See also: Policy 6-94

Excessve use of force or brutality or excessive personne complaints

See also: Policy 4-94

The confidentia nature of security is the foundation upon which

Private law was founded. ANY employee who is found violating this basic ided will be
subject to immediate termination. This will include making derogatory statements about
clients, employees, or which undermines FIRST CHOICE SECURITY’ S ahility to
operate safely and efficiently.

Reimbursement

The loss or damage of any equipment belonging to a client or the Company by an officer will
result in adeduction of the FULL REPLACEMENT COST of theitem lost or damaged. Any
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employee faling to notify management of the loss or damage of any equipment is dso grounds
for immediate termination.

FIRST CHOICE SECURITY reserves the right to search persond effects, such aslunch
boxes, purses, tool boxes, desks, lockers, et cetera.

It isthe Policy of FIRST CHOICE SECURITY, and Notice is her eby given, that employees
have NO right to privacy concerning Company and/or personal (of any type), computer(s)
and/or hardware, and any and al materia or informetion, in any form isthe exclusve property
of FIRST CHOICE SECURITY and subject to inspection at any time. Refusdl to alow the
ingpection of any computer, or programming, or informeation is grounds for immediate
termination.

NOTE: FIRST CHOICE SECURITY will prosecute for illega acts committed against the
Company such as theft, fraud, etc. where crimina case is established againgt an employee.

Private security isinvited to protect a client for what ever reason. The extension of that isthat
the security officer isinvited to that client also. The client, therefore has aright to ask for
remova of any security officer, for any reason. Any employee that is removed, a the request of
clients, from any three (3) posts within any twelve (12) month period will be subject to
termination.

It should be remembered that employment is“at will” and the mutua consent of the employee
and the Company. Accordingly, either the employee or the Company can terminate the
employment relationship at any time, with or without cause or advance notice.

COMPLAINTS

It isthe policy of FIRST CHOICE SECURITY to investigate dl complaints againg dl
employees and any Stuation which would discredit the good name of FIRST CHOICE
SECURITY.

All personnel complaints are documented and filed at the office.

All complaints againgt any FIRST CHOICE SECURITY employee will be accepted by any
supervisor. All complaints will be documented and transmitted to Interna Affairs for
investigation.

Employees who have a complaint shal forward the complaint in writing, to their respective
Bureau Commander on aFIRST CHOICE SECURITY complaint form, an incident report or
even ablank piece of paper if that isdl that is available.

Any officer or employee who destroys, throws away or hinders any complaint form from
submission, shdl be subject to disciplinary action up to and including termination.
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CONFLICT OF INTEREST

Employees are expected to devote their best efforts to the interest of the Company and the
performance of its obligations. Any questions regarding conflict of interest, conflicts due to
school, or other employment should be taken up with a supervisor or management.

In conducting Company business, officers, divison heads, employees or agents, including all
such persons immediate families, must avoid any activity, business or other Situation which may
possibly condtitute a conflict of interest. Examples of conflict of interest Stuations include, but
are not limited to:

Accepting employment with, acting for or rendering services to any business or
endeavor, with or without compensation, which competes or conducts business with
FIRST CHOICE SECURITY

Disclosing or utilizing confidentia customer or Company information or trade secrets

Soliciting or diverting FIRST CHOICE SECURITY business or customers away from
FIRST CHOICE SECURITY

Saliciting Company employees both during and after employment to work for another
Company

FIRST CHOICE SECURITY’ S palicy prohibits conflict of interest Situations.

Violations of these policies may result in civil and/or crimind penalties againgt individuas and/or
the Company. Individuas willfully violaing this policy is subject to disciplinary action up to and
including termination.

ATTENDANCE STANDARDS

Thework of dl FIRST CHOICE SECURITY departments isinterrelated. Y our presence asa
participating employee is required in order to ensure the success of our business. Scheduling for
adequate client coverage is 24 hours/day, 7 days/week, contractual and an important
requirement of our business. We have NO inclement weether policy; therefore, if you are
scheduled, to work you must be there. For this reason, we have very drict rules regarding
absenteeism. To ensure fair administration of these rules, arecord of your atendance is
maintained. Falure to comply with Company rules may lead to disciplinary action. See aso:
section on Discipline.

There are two classfications of absenteeism - excused and unexcused. Examples of an excused
absence might beillness, injury, degth in the immediate family, etc. Examples of an unexcused
absence might be trangportation difficulties, marital difficulties, baby-Stter problems, etc.

The rules regarding notification are asfollows:
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Employees are required to give advance notice, when possible, of tardiness or absence.

Y our immediate supervisor or management should be natified a minimum of two (2)
hours prior to the start of your shift. Y our leaving of avoice message for your
supervisor is not acceptable as notification. Y ou are required to either speak directly to
your supervisor or the designated person above your supervisor.

Employees must maintain contact with the Watch Commander for any period of
absence beyond one (1) day, unless the employee has provided a doctor’ s certification
covering a specified periods.

Frequency of contact between employee and supervisor will be by mutual agreement.

Therules regarding absentesism are asfollows:

Falure to report to work without notification will be consdered avoluntary resgnation,
unless acceptable proof can be provided jugtifying a“no cal/no show” within 24 hours
following the absence.

Excessve absenteeism is defined as two (2) or more days of unexcused absencesin a
one (1) month period, or three (3) or more unexcused absences in atwo (2) month
period. Excessve absentesism results in counsdling ether in person or by telephone. If,
after counsding, the absences continue, the individua will be subject to suspension or
termination.

Excessve absenteeism is dso defined as a pattern of absences (excused/unexcused-
excused) that impacts negatively on the operations of FIRST CHOICE SECURITY.
This Situation may result in counsdling. If, after counsdling, the absences continue, the
individua will be subject to suspension or termination.

All officerswill remain on duty until properly relieved or isworking on a shift where no rdief is
expected. Officerswill not accept relief by another officer who is not in a condition to work for
any reason. Officers shdl assume responsibility for reasonable diligence in judging thet their
relief is competent, not ill or showing signs of impairment due to acohal, drugs or other
conditions. The officeisto be notified immediately in such cases so that proper rdlief may be
provided .

TARDINESS

The employee is expected to be a the assgned area at least ten (10) minutes prior to the
scheduled gtart of your shift. This obligation is the sole responsibility of the employee. If the
employeeis not at the assigned work area at shift's start, he/she will be deemed tardy.
Tardinesswill be recorded and will become part of the employee’ s personnel record. Three (3)
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or more ingtances of being tardy in one (1) month or five (5) or more instance in two (2) months
will result in counsdling. Continued tardiness will result in further discipline.

CONFIDENTIALITY

Employees will have access to, will acquire and will become acquainted with trade secrets,
confidential information and property relating to FIRST CHOICE SECURITY and itsclients.
All information obtained in the course of your employment isto be used for conducting FIRST
CHOICE SECURITY business only. Never discuss or disclose such trade secrets, confidential
information or property, either directly or indirectly, with or in the presence of persons outside
the Company, either during employment, or at any time thereafter, except as required by your
supervisor. Information is any form including but not limited to documents, tapes, lists, computer
printouts, studies, reports, drafts, charts, maps, drawings, programs, equipment, records, files,
and other materids pertinent to FIRST CHOICE SECURITY or its clients. Materid may not
be removed from the facilities without the advance written permisson of asupervisor.
Employees will be required to sign a nondisclosure agreement upon employment. The same
level of confidentidity must be maintained regarding co-workers, employee relations matters
and Company operations.

Inquiries from newspapers, radio and television stations, or other news media should be
referred to persons authorized to release such information, i.e., Watch Commander or
management. FIRST CHOICE SECURITY will cooperate with the news mediaiin every way
possible, but our primary responsbility isto protect the client.

GRIEVANCE PROCEDURE

Any employee who feds that he/she has a grievance concerning a violation of these personnel
policies shdl file awritten grievance with hisimmediate supervisor.

Grievances shdl be reported immediately, in writing, so that the facts surrounding the alleged
violations can be reviewed. Each grievance submitted shal specify the exact policy or policies
that have dlegedly been violated.

Any employee who bdlieves he has a grievance shdl report it immediatdy to hisimmediate
supervisor. The supervisor shal have three (3) norma working days, in which to provide a
response to the employee in writing. If the supervisor is unable to resolve the grievancein a
manner acceptable to the employee, the employee may apped the decision to the bureau
commander. The bureau commander shal have five (5) norma working days in which to
provide aresponse to the employee in writing. If the bureau commander is unable to resolve the
grievance in amanner acceptable to the employee, the employee may apped the decision to the
director. The director shdl have five (5) norma working days in which to provide aresponse to
the employee in writing. The director’s decison shdl be binding on dl parties.
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All adjustments or grievances processed under this procedure shdl be retroactive to the time the
grievance isfirg submitted in writing by the employee.

It isthe policy of FIRST CHOICE SECURITY to give employees an opportunity to present
their grievances and employees are assured of freedom from retdiation in the presentation of
such grievances.

Complaints which are not grievances must be presented in writing to an employee' simmediate
supervisor for resolution. If the complaint is not resolved by the supervisor, the matter shdl be
brought to the attention of the bureau commander whose decison shdl be find and binding.
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TRAINING AND DEVELOPMENT

ORIENTATION

To ensure you are properly introduced to the Company’ s system, a supervisor will spend as
much time as possible guiding you during your first few days of employment. Please, pay dose
attention to the ingtructions you receive so that you will be able to be a participating and
contributing member of FIRST CHOICE SECURITY as quickly as possble.

PERFORMANCE APPRAISAL

Employees should receive aminimum of one performance evauation from their supervisor each
year. The performance gppraisal is amethod for the supervisor to discuss the employee’'s
generd performance. It will review strengths and aso point out ways in which the employee
may be able to improve hisher performance.

PROMOTION: JOB POSTING

Our palicy isto promote from within, whenever possible, any open positions within the
Company. We make every effort to promote the most qualified and experienced individud,
based on demondtrated ability to assume greater responsibility. At the same time, we may need
to recruit and hire outside the Comparny to attract the most qudified individua(s) for a particular

opening.

Current job openings, excluding management positions are posted on the bulletin board, along
with the steps to be taken to apply for them as they become available.

TRAINING

Employee training programs will be managed in order to accomplish the following objectives:

Provide employees with full and accurate information concerning their position
respongbilities,

AND
Provide professond serviceto FIRST CHOICE SECURITY clients.

Training will be classfied as @ther “voluntary” or “mandatory”. Voluntary training will be
optiond to employees. If training is deemed mandatory, the employees involved will be
informed of the requiremen.
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Employees will be responsible for attending and satisfactorily completing the mandatory training
in full. Attendance will be required at the firgt available session. If training requirements are not
met, employees will not be scheduled to work. Upon completion of the training, employees will
be scheduled for work according to postion availability, if no other factors hinder scheduling.

If an employee fails mandatory training, he/she may be subject to disciplinary actions up to and
including termination.

COMPANY LIBRARY

FIRST CHOICE SECURITY has an extensive library in the office on various security and law
enforcement related topics, for use by our employees, on a check out basis. Loss, damage or
destruction will result in reimbursement through payroll deductionsto FIRST CHOICE
SECURITY.

TUITION REIMBURSEMENT

Any employee who has successfully completed adjustment may apply to an accredited college
and take PRE-APPROVED college courses. Upon completion of the PRE-APPROVED
course with agrade of “c” or better and submission of the enrollment form, paid tuition receipt
and report card, arefund of tuition only (no books or fees) will be made upon completion of Six
(6) months of satisfactory job performance after the fina grade has been issued. Maximum
outstanding allowance a any time may not exceed $150.00.

SAFETY AND HEALTH

FIRST CHOICE SECURITY makes every effort to provide safe working conditions for our
employees. We observe the safety laws of the governmenta body within whose jurisdiction we
operate. No one will knowingly be required to work in any unsafe manner. Safety is every
employee' s responsihility. Therefore, all employees are requested to do everything reasonable
and necessary to provide a safe working environment. Appropriate Materid Safety Data Sheets
(MSDS) are maintained in the office. There will be periodic training for al employees on safety
and hedth issues, including Universal Precautions when interacting with some dients.

INDUSTRIAL (ON THE JOB) EMPLOYEE INJURY

All employee injuries occurring during working hours must be reported to a supervisor
immediately. The employee is responsible for completing an incident report describing the injury
and the events leading up to the injury. Failure to complete the incident report in atimely manner
may jeopardize bendfits.
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NON-INDUSTRIAL EMPLOYEE ILLNESS/INJURY

Employees are required to report dl illnessesto their supervisor. If the illnessis contagious, the
supervisor may prohibit the employee from coming to work or reassgn the employee if
necessary. Employees with infectious or contagious diseases may not be alowed to work.

Employees who miss three (3) consecutive scheduled work days due to illness or who exhibit a
reoccurring and/or persistent pattern of illness or extended sick leave, disability, or long-term
disability leave will be required to provide adoctor’s certification covering the days missed and
aphyscian’s release to return to work and normal duties.

If an employee sees a physician for anon-job related injury, a release statement, “ The employee
can return to work without the risk of re-injury or further injury to hisher existing medica
condition”, will be required prior to the employee returning to work.

The Company reserves the right to require an employee who has sustained a head injury or
other serious injury to be examined by a physician of the Company’s choice at the Company’s

expense.

The Company reserves the right to require physical examinations for injuries not specified
above.

EMPLOYEE DRUG SCREENS

After aconditiond offer of employment, gpplicants will be required to have adrug screen
adminigtered by alaboratory of the Company’s choice.

Congstent with the concerns of the Company and the prohibited actions of use or possession of
acohol or drugs while on duty, FIRST CHOICE SECURITY reservestheright to engage in
the following activities

To ingpect employee’ s persond effects.

To require testing for intoxicants, illegal drugs, and/or controlled substances after a
conditiond offer of employment.

To require that al employees report to their supervisors any intake of medication which
may or may not adversdly effect the employees ahility to perform work in a safe and/or
productive manner.

To require any employee who isinvolved in an incident or accident involving the
Company or dients to submit to atest for intoxicants, illega drugs, and/or controlled
substances.



Training and Development

To request that any Company employee, with reasonable suspicion, a any time during
the employee’ sworking hours to report immediately to the desgnated Company testing
facility and submit to amedica examination and/or test for the presence of intoxicants,
illegal drugs, and/or controlled substances.

Any employee who violates any aspect of the palicy, including refusing to submit to any of the
above described searches, ingpections, examinations, and/or testing when requested to do so by
FIRST CHOICE SECURITY, will be subject to disciplinary action up to and including
immediate termination.



SEPARATION

RESIGNATION

All employment with FIRST CHOICE SECURITY isvoluntary and a-will. Resignation or
termination could be a any time, with or without cause, dthough if you decide to leave FIRST
CHOICE SECURITY, please advise your supervisor or management, in writing two (2) weeks
prior to your date of departure so that an orderly transition can be made. This process includes
turning in Company property and obtaining appropriate clearances.

LETTER OF RECOMMENDATION

It isthe policy of this Company NOT to issue any letter of recommendation to any employee.
All State and Federd laws regarding the release of information on past or present employees
will be observed.

All exit procedures must be followed and written authorization must be given prior to the release
of any information to a prospective or future employer.

FINAL PAYCHECK

When an employee resigns, hisfind paycheck will be issued upon receipt of dl uniforms,
equipment and al other outstanding financid obligationsto FIRST CHOICE SECURITY. .
Terminated employees, prior to the issuance of ther fina paycheck, will have hisher exit
interview, turn in dl uniforms and equipment, and meet dl of hisher other financid obligationsto
FIRST CHOICE SECURITY.

REDUCTION IN FORCE AND RECALL

FHRST CHOICE SECURITY expects to maintain steady employment for each regular
employee. However, economic conditions, changes in technology, decrease in clients, or other
unforeseen circumstances may require adjustments in saff levels by means of reduction in force.
Before competent employees are separated due to lack of work, reasonable possibilities for
reassgnment within the affected department and the Company as awhole, will be explored.
Liaison concerning this subject will be maintained with management by supervisorsin order to
accomplish any possible interdepartmentd transfers of personnd.
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Separation

FIRST CHOICE SECURITY AND INVESTIGATIONS

HANDBOOK RECEIPT AND ACKNOWLEDGMENT

I acknowledge that | have received, read and
reviewed the FIRST CHOICE SECURITY handbook on the date shown below. | will
regularly retain for my continued use and will review its terms and conditions. | agreethat if | do
not understand or agree with any provision of the handbook, | will discuss the provision with my
upervisor or amember of the management within seven (7) days from the sgning of this
acknowledgment. |, further, agree that it is not a binding contract, but a set of guiddinesfor the
implementation of personnd policies. | agree that FIRST CHOICE SECURITY may modify, in
writing, any of the provisons of this handbook at any time,

In congderation of my employment, | agree to conform to the rules and the regulations of
FIRST CHOICE SECURITY. | dso understand that my employment is voluntary and “at-will”
and may be terminated at any time, with or without cause, for any reason and without notice.
That any ora statement or conduct by a supervisor or manager of FIRST CHOICE
SECURITY will not dter my voluntary and at-will employment statue.

Date:
Employee Signature

Date:
Witness
11-93
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