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Caorporate Management Group Attendance Policy -- Huisken Meats
POLICY

Timely and regular attendance is an expectation of performance for all Corporate Managerment Group (CMG)
employees. To ensure adequate staffing, positive employee morals, and to meet expecied productivity standards
throughout our client sites. Emplayees will be held accountable for adhering to their workplace schedule. in the
gvent an employes is unable to meet this expectation, he / she must obiain approval from their supervisor in advance
of any requested schedule changes.

ES3G and BRANDING IRON need a relable workforce. When you are on the job and on time sach working day,
you contribute o the team effort and the continuous workflow. When you are absent or tardy, even far a valid
reasom, it places and extin burden on other ES5G Associates BRANDING [RON TEAM MEMEBERS and could
reduce the quality of the finished prodoct or service ai BRANDING FRON.

ESS(y Associates are expected to be at their workstations ready to begin work at their workstations ready to begin
work at their assigned starting time. You should retarn promptly Fom lonch and break perfods. Yoa are also
expected to remain on the job during working hours. T you wish to leave the premises for any reason {other than
lunch}, you must receive permission from your BRANDING TRON MANAGER. Your attendance record is part of
your total work record, and could affect your future with ESSG and BRANDING IRON.

PROCEDURE

L Abseni

An emplovee is deemed absent when he/ she iz unavailable for work as assigned £ scheduled and such time off was
not schedualed / approved in advance via a supervisor or CMG on-site representative verified by a supervisor.

. Tardy

An emplovee is deemed to be tardy when he / she:

Fatls to report for work at the assigned / schedulod work time,
Leaves work prior to the end of the assigned / schedulad work time without prior supsrvisory approval,
»  Takes an extended meal or break period witiout approval.

TII. DEPARMENTAL NOTIFICATION PROCEDURE

Regular and timely aittendance is esseotial to performing your job.

If you find it necessary to be absent From work doe to flluess or other emergency, you mast call hoth you
CMG / ESSG Account Manager at tel, (310) 281-5617 and your Branding Iron Maoager. If you reach the
voicemail, leave your name, the reason why you will mat be reparting for woerk and a relephone number where

you can be reached.



Reguiar and on-tiree atiendance is necessary for efficient operations at the Company. Excessive absenteeism and
tardiness is not only inconvenient but aize causes costly problems, While it is recogrized that an occasional illneys
or extenuating persomal reasen may cause imavoidable absence from work or tardiness, regular on-lime attondance is
required for comtinued employment.

LEmployoes are required ko netify the Company of any absence or tardiness. Employees muat contact the Office o
report any absence or lateness as far in advance of their starting timre as possible, so that arranpemnents roayv be made
to alter the distribution of work if necessary.

Because it is our desire to build a responsible workforce, we have chosen o itnplement a “Wo Fault™ attendance
policy. With this policy employees need not bring in excuses. Af absences and tardies are recordable for purposes
of determining excessive absenteeism or tardiness under this Policy. Absences tesulting from conditions that are
determined to qualify for leave under the federal Family and Medical Leave Act are not eounted as ahsences uncer
the “No Fault™ policy.

FROGRESSIVE DISCIPLINE POLICY

Any employes who fails to maintain an aceeptable attendance record by falling into the “Excessive Absénteeism”
categories described above or who engages in excossive tardiness, wilt be subject to disciplinary sction up to and
including termination. Excessive absenteeism or tardiness may aiso affect fiture prowmotions, job transfers,
compensation, and eligibility for vacation time.

If an employee is absent from work for one (1) day without informing his/her supervisor, the employee miay be
terminated. effective the last day worked by the emploves.

Total # of Days Absent
Consecutive or Non Consecutive 2 Diays Step i, Verbal Wamning
4 Dlays Step 2. Writien Warning
6 Days Step 3: Final Written Warning
8 Diays Step 4: Terraination
|_Single Digy — No Call / No Show 1 Ceeurrence Step 20 Written Waming
B 2 Qceurrences Step 3: Termination
Tardiness 2 Ogcurrences Step 1: Verbal Warning
4 Qecurrences Step 2 Written Wamning
6 Qecurrences Step 3. Final Writter Wamning
3 Occurrences Step 4: Termination

Absenteeism and tardiness are the most conumon reasons for ramoval from assignments at Huisken Meats, Make it a
priority to be on time and at work every day that vou are azsigned.
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Name (Print) Signature




Disciplinary Report Form

Employes name: T Hire Date: Job trte: . —
_____Eoed Oolver W0 (o [ 1 T &F
apartmant: Ehfft: e u igar: .
POLN O | =2 i T Seinug
Offense track: — Performance fssue EWDH( rule vhalation Work ruie violated, if any:

Type of offensa: 2 Ahsenteeism _ Tardiness Leaving work area without permission _ Misuse of propertyfeadipment
Pamaging/Losing property/equipment __ Using property/equipment for perconal use Leaking confdentlal irfamnation Thert
or fral._Jd __ Lying or cheating __ Falslfylng company documents __ Unsafe behavior __ Eating In whdesignasted areas _ Smoking in
! undesignabed areas __ Posting ltems withput permission __ Fighting or creating conflict __ Spraading gossip __ Using vulgar

language __ Rudeness _ Abusiveness __ Horseplay _ Indecent behavior Bringlng waapon onsite __ Bringing |lagal
drugs/aicohol onsite __ Failing to folfow Instructions _ Poor work guallty _ Poor work quantity Refusing to work __ Sleeping
on the jeb __ Poor hygiene . Poor heuseleeping _ Disregarding dress code _ Other
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_Incidant descripton: (Describe actlans, behavior, or incident; date{z); timefs]) phace(s); witness(es) and hisfher obsarvations;
impact{c] of actlons, behavier, o incident; employee’s responsas immediztely after the incident and other stonificant
conversations; cmplayee's previous related ralning or coturseling; and other relevant facts.)

Vv - sick OV 2 | ¥ i
jeafid s S Gilae)is - did i

Somplerede <t MorTtire | Over e [Zofeais

{Ehadad area to ba compinted by Human Resources only.)

Prog step: | Ol wamimg* __ Suspension (unpald) _ | Previous wamings: Type: Offence: Dape: Type: Offanse:
Releace X Written reprimand & Discharge __ Suspension Date: Type: Offence; Date;

{paid} *Frid agart from personnef fles and copies Eheraaf Ver EIZ-D LYo i i :
e

Consequency if Inddant accurs again;

poso ble Hermnration

Human Resources Signaturel(s): HQVME)U R Data: -r;/ ) “ S-

Employss statamant: i-tagres with the incldent description above.  __ 1 disagree with the incldent description above., Dabe
repert prasented to engloyas:
Employee commenits: (Attach sheets [f necessary, )

Employes acknowledgement: My signature acknowledges that T have received this rapart and that it hae besn discussed with
me, | understand that ry slgrature |s nok an admisslon of the incident or offense. 1 understand that T may appeat this repont by

TiHing a Disctplivg Contplalnt Foarm. /"’_\
Employes signature: ‘?f;?'_ Date: 2 =1 )— 15 witness
gigriature [if apy): Drate: Eignatura of

person presenting report: Cate;




