S

Disciplinary Repdrt Form

Employee name: Employee number: Job title:
Caitlin Earmey 112119 Production
Bepartment: Shift: Supervisor:
Orics 8 2" shift Rick Nelson
Offense track: _X_ Performance issue __ Work rule violation Work rule viclated, if any:

Type of offense;: ___ Absenteeism __ Tardiness ___ Leaving work area without permission __ Misuse of property/equipment __
Damaging/Losing property/equipment __ Using property/equipment for personal use __ Leaking confidential information __ Theft or
fraud ___ Lying or cheating ___ Falsifying company documents __ Unsafe behavior __ Eating in undesignated areas __ Smoking in
undesignated areas ___ Posting items without permission __ Fighting or creating conflict __ Spreading gossip __ Using vulgar language
__Rudeness ___ Abusiveness __ Horseplay __ Bringing weapon onsite __ Bringing illegal drugs/alcohol onsite __ Failing to follow
instructions __ Poor work quality __ Poor work quantity ___ Refusing to work __ Sleeping on the job __ Poor hygiene __ Poor
housekeeping __ Disregarding dress code ___ Other

_X_ Indecent behavior

Incident description: (Describe actions, behavior, or incident; date(s); time(s}; place(s); witness(es) and his/her observations;
impact(s) of actions, behavior, or incident; employee’s responses immediately after the incident and other significant conversations;
employee’s previous related training or counseling; and other relevant facts.}

Incident happened on March 23, 2011. Caitlyn Earney became very upset and threw a box of finished product on the
floor while in the production area. Two other employees witnessed the incident and brought it the supervisor’'s
attention.

Completed by: b{/&(r W Date:
2 }

report presented to employee:

Employee comments: (Attach sheets if necessary.)

Employee acknowledgement: My signature acknowledges that I have received this report and that it has been discussed with me.
I understand that my signature is not an admission of the incident or offense. I understand that I may appeal this report by filing a

Discipline Complaint Forw P
Employee signature:_ vy Date: _“>-25-/1
Witness signature (If any): ) Date:

Signature of person presenting report: Date:




Disciplinary Report Form continued

Attached Documents-

Behavior and Standards of Conduct Policy

Incident description (continued):
Policy broken-
Behavior and Standards of
Conduct.
1. Personal Conduct
-Attitude
-Bad influence on
others.
2. Improper Behavior
-Unprofessional
conduct.



m PHONE CALLS

Reichel Foods attempts to be as efficient as possible when conducting daily business.
Personal phone calls and the distribution or collection of personal mail may have a disrupting
effect on trying to maintain an efficient environment. We ask that you place personal phone
calls during regularly scheduled break periods. Incoming telephone calls will be directed to
you only in the event of an emergency. Please do not have personal mail sent to our facilities.

Please turn off all cell phones during your regularly scheduled shift. In the event you transmit
or receive calls during your scheduled shift, you will be given a warning.

h" HOSPITALITY RULES

REICHEL FOODS periodically has customers touring the manufacturing floor. It is your
responsibility to keep the facilities as clean as possible. Htis imperative that you be responsible
for YOUR own workstation, restroom usagée and break room usage.

Workstations: Please clean your workstation before you leave for the day, so the
next shift employee can start their shift in a clean environment.

Restrooms: Please keep the bathroom as clean as possible.
Do not flush anything down the toilets uniess it is a paper product.
If in the event you are practicing cleansing procedures, it is your
responsibility to remove the containers from the toilet/sinks and clean up

after yourself.

Parking Lot: Do not leave glass or pop bottles, or any type of litter in the parking
lot. ‘

Break rooms.

v The refrigerators are for storage of your food.
v Do not put open containers in the fridge.

v Do not eat other people’s food.

v Please clean tables after using.

Respect your coworkers and work areas.
Every area should be jeft the way you would like to find it!

V|

ESSG and REICHEL FOODS have instituted certain rules and regulations to safeguard the
interest of all its associates. Refer to your Policies and Procedures Statement. A copy of this
statement was shown to you during your orientation. Agreement to abide by these policies and
procedures is a condition of your employment with ESSG.

¥ If you have any




questions or concemns about any aspect of your work as an associate, contact your ESSG
Account Manager. '

m CONDITIONS OF EMPLOYMENT

Failure to comply or infractions of the below conditions of employment may result in discipline,
up to and including termination of employment.

Attendance /Punctuality

Absent without a valid reason

Late for work/leaving early ‘

Failure to work and/or abuse of overtime
Carelessness in protecting company information.

\ Company Property
Improper use and care of physical assets e.g. equipment, facilities, copiers

! Safety

’ e Violating safety practices
Carelessness

Safety shoes/glasses
Misuse of equipment
Failure to follow procedures

Liquor and Drugs _
e The illegal or improper use, distribution, sale, dispensation or possession of any drug on

REICHEL FOODS property or during work time is prohibited.

Solicitation
e Sale of items on company time is prohibited
e No distribution of materials, flyers

Firearms/Explosives
e Not allowed on Company property

wilnneenmdatat

—vr—"

e Difficult to work with others
» Negative

Insubordination
e Failure to follow management directions

Dishonesty
e Stealing
e Lying
15



e Falsifying company records (e.g.. timecards, expense accounts, records)

Employee Abuse
e Mistreatment of others
« Verbal/Physical abuse ....on or off the job
e Sexual or other harassment

WY

Derogatory Comnts 0
e Harassment

Quality Workmanship/Quality Results
e Failure to follow procedures
e Failure to document results when required-

Productivity
e Failure to make proper use of work time

e Failure to stay on task as assigned

m VISITOR POLICY

Absolutely no visitors allowed at any time during your shift. Only employees working at Reichel

Foods are allowed beyond the parking lot. Employees working at Reichel Foods are not
allowed to go outside during their shift. Violation of this policy is grounds for disciplinary action.

Please inform your friends and family of this policy.

l‘ SOLICITATIONS

As a general rule, Reichel Foods discourages soliciting or distributing literature of any kind on
company property. Soliciting on anyone’s part during working time is not allowed. Exceptions to
the solicitation rule may be made for such things as the United Way or memorials for deceased

Reichel Foods employees and their close relatives.
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