Disciplinary Report Form
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Dapartment: Shift: Supervizor; ’

Offanse brack: __. Perfopmance issue __ Work rule vidlation Work rule violated, if any:

2

Typa of affense: Absanteaslem _ Tardiress _ Leaving work area without permission ___ Mfsuse of property/equipment __
Daraging/ Laslng property/equipment __ Using propestyfequipment for personal use _ Lesking confidential Infeimnation ,__ Theft
or fraud __ Lying or cheating ___ Falsifying company tocuments _ Unsate behavior __ Ealing in undesignated areas _ Smoking in
undesignated aress __ Pasting ltems without permission __ Fighting ar creating conflict __ Spreading gossip __ Lising vulgar
fanguage _ Rudeness _ Abusivensss _ Horseplay _ Indecent hehavior __ Bringing weapoh shsite _ Buinging illegal
drugsfaleohel phalte _ Falling to Follow instructions __ Poor wark quality _ Poor work quantity _ Refusing v wark _ Sleeping
on the job __ Poor hygiene _ Peor housekeeping __ Disregarding dress code _ Othar

FS-1S NCNS - 12-1S Lebt awlde
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Incddent descriptlon: (Describe actions, behavior, or incident; date(s); time(s); place(s}; wimess{es) and his/her observations;
Impackis] of actions, behavicr, or nctdant; employea's responses imemediately after the incident and ether significant
conversations; employes's previous related raining or ¢counsaling; and other relevant facts.}
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{Shaded area to be completed by Human Resourcas only.)

Prograssive step; Ol waming® __ Suspenslon (unpaid) __ Prnrinhs wamings' Typa: Offense: Date: Type: Offense:
Releaze  Written Feprimand ___ Discharge _ Suspensian Type: Offense: Date:

{paid) YFHe apart from personnel files and copies thereod ww m . W)} TR X]‘ ag

Consequence H incldent occurs agaln:

Human Resources Slanaturals): . Data:

Emplayes statament;: | [ " agree with the incident descriptior abhove. T disagres with the incident description above. Date
repott prasentad to oyan:

Employee comments: {Artach sheets if necessary.)

Employese ncknowledgement: My sidnature acknowledges that I have recelved this report and that it has bean discussed with
me. 1 understand that my slgpature ks not an admission of the indident or offense. I understand that [ may appeal this report by
flling 3 Discipline Cnm._i?t/w_ /f

Employss slgnatura:c Mﬁ?‘q % o Date: A'r ‘f:}/ f—é Wikness
signature (if any): Date: = " _  Signaturaof
parson presentlng report: Date:
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CORMIRATE MAKACTMENT GRCHIE
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Cerparats Management Group Attendanee Policy — Haisken Meats
POLICY

Timely and regnlar attendance is an expectation of performance for all Corporate Management Group (CMG)
employees. To ensure adequate staffing, positive smployes morels, and to meet expected productivity standards
tirpughout our chent sites. Emplovees will be keld accountable for adhering to their workplace schedule. In the
event an employes is unable to meet this expectation, he / she must obtain approval from their supervisor in advance
of any requested schedule changes.

FS5G and PRANDING TRON need a relishle workforce, When you are on the job and on time each worldng day.,
you confribute to the team effort and the continucus workflow. When you are absent or tardy, even fora valid
reasun, it places and extra burden on other BSSG Associates/BRANDING TRON TEAM MEMBERS and coutd
reduce the quality of the finished product or service at BRANDING IRON.

ESSC Associates are expocted to be at their workstations ready to begin work at their workstations ready to begin
work, at their assigned starfing tima, You should retvrn prompily from lunch and break periods. You are also
expected to remain on the job during working hours. If you wish to leave the premises for any reason (other than
lunch), you must receive permission from your BRANDING IRON MANAGER. Your attendance record is part af
your total work record, and could affect your future with ESSG and BRANDING IRON.

FROCEDURE
I Abzent

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

Il. Tardy

An employee is desmed 1o be tardy when he / she:

+  Fails to report for work at the assigned / scheduted work time.
s Leaves work priot to the end of the assigned / scheduled work time without prior supervisory approval.
»  Takes an extended meal or break pericd withont approval.

OL DEPARMENTAL NOTIFICATION FROCEDURE

Regular and timely attendance is egsential to performing your job.

If you find it necessary io be absent from work due to ilfness or other emergency, you must eaft both you
CMG / ESSC Account Maoager at tel. (320) 281-5617 and your Brandimg Tron Mazager. If you reach the
voicemail, leave your name, the reason why you will not be reporting for work and a telephone namber where
you ¢an be reached.



Regular and on-time attendance is necessary for efficient operations st the Company. Excessive absenteeism and
tardiness is not only inconvenient but also causes costly problerns. While it is recognized that an occasional illness
oF extenuating personal reason may cause enavoidable absence frome work or tardiness, regular on-time attendance i3
required for cantimved employment,

Employees are required to notify the Company of any absence or tardiness. Employecs must contact the Office to
report any ahsence or lateness as far in advance of their starting time: as possible, so that arangements may be made
i alter the distribution of work if necessary.

Because it is our desire to buitd & responsible workdorce, we have chosen to implement a “No Fault™ attendance
policy. With this policy employoss need not bring in excuses. All absencer and tmrdies are recordable for purposes
of determining excessive absentesiszm or tardiness nnder thiz Policy. Absences resulting from conditions (hat are
determined fo qualify for leave under the federal Family and Medical Leave Act are not counied as absences under
the “Mo Fanlt” policy.

PROGRESSIVE DISCIPLINE POLICY

Any employee who fiils [0 maintain an soceptabls attendance record by talling into the “Excessive Absenteeism™
categories described above or who engages in excessive tardiness, will be subject to disciplinary action up to and
meluding termination. Fxcessive absenteeism or tardiness may alse affect furure promations, job transfers,
compensation, and elighility for vacation time.

If an employee is abeent from work for one (1) day without informing histher supsrvisor, the employee may be
terrminated, effectivo the last day worked by the employee. '

Tatal # of Days Absent
Consecutive or Non Consecofive 2 Days Step 1: Verbal Warning
4 Dxays Btep 2; Writen Waming
6 Days Step 3: Final Written Warning
§ Days Step 4 Termination
Smgle Pay - Wo Cafl / No Show 1 Qecurrence Step 2: Written Wamning
2 {ICCIITENCES Siep 3: Termination
Tardingss 2 Qochrences Step I: Verbal Warping
4 Ocenrrences 1 Step 2. Written Warning
& Ocowrences Step 3: Final Written Warning
8 Qoourrences Siep 4: Termination

Absenteeism and tardiness are the most ommon reasons for removal from assignments at Huisken Meats, Make it a
priority to be on time and ot work every day that you are agsigned,

Vo8 relor i/x@mﬂg&v \/30/15
Date

Nante (Print) Signature




