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It is your responsibility and obligation to understand this Handbook and its policies. This Handbook contains an arbitration
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INTRODUCTORY POLICIES

INTRODUCTION

This Employee Handbook contains information about the employment policies and practices of CORE Contracting,
Inc. (the "Company"). This Handbook explains what you may expect from the Company, as well as what will be
expected of you. We expect each employee to read this Employee Handbook carefully, as it is a valuable reference
for understanding your job and the business. The policies outlined in this Employee Handbook should be regarded
as management guidelines only, which in a developing business will require changes from time to time. This
Employee Handbook supersedes and replaces any and all prior Employee Handbooks and any inconsistent verbal or
written policy statements.

This Handbook is designed to familiarize you with the Company's major policies and to answer common questions
posed by employees. It cannot, however, anticipate every situation or answer every question about your
employment. It is a summary of the Company's personnel policies, benefits and work rules. If you have any
guestions about the Company's policies and practices that are not answered by this Handbook, you should ask your
supervisor or James Moore.

For those employees covered by a Collective Bargaining Agreement (CBA), please reference the policies of that CBA
first when it conflicts this Employee Handbook.

Any such changes can be made only by way of official updates to this Handbook and/or by a writing signed by the
James Moore.

Upon joining our business, you will be given a copy of our Employee Handbook. After reading

this Employee Handbook please sign the receipt page and return it to your supervisor. You will be asked to complete
personnel, payroll and benefit forms.

If you lose your Employee Handbook or if it becomes damaged in any way, please notify your supervisor as soon as
possible to obtain a replacement copy.

Your supervisor is responsible for the operations of your department. (S)he is a good source of information about
the business and your job.

TERMS OF EMPLOYMENT (AT-WILL)

OUR COMPANY IS AN AT-WILL EMPLOYER. THIS MEANS THAT REGARDLESS OF ANY PROVISION IN THIS EMPLOYEE
HANDBOOK, EITHER YOU OR THE BUSINESS MAY TERMINATE THE EMPLOYMENT RELATIONSHIP AT ANY TIME, FOR
ANY REASON, WITH OR WITHOUT CAUSE OR NOTICE. NOTHING IN THIS EMPLOYEE HANDBOOK OR IN ANY
DOCUMENT OR STATEMENT, WRITTEN OR ORAL, SHALL LIMIT THE RIGHT TO TERMINATE EMPLOYMENT AT-WILL.
NO OFFICER, EMPLOYEE OR REPRESENTATIVE OF THE BUSINESS IS AUTHORIZED TO ENTER INTO AN AGREEMENT—
EXPRESS OR IMPLIED—WITH ANY EMPLOYEE FOR EMPLOYMENT FOR A SPECIFIED PERIOD OF TIME UNLESS SUCH
AN AGREEMENT IS IN A WRITTEN CONTRACT SIGNED BY THE PRESIDENT OF THE COMPANY.

The Company retains the right to make decisions involving employment as needed in order to conduct its work in a
manner that is beneficial to the employees and the business. . This Handbook contains the entire agreement
between you and the Company as to the duration of your employment and the circumstances under which your
employment may be terminated. Nothing contained in this or any other materials generated by the Company or its
employees, or any statement made by any employee of the Company, shall require the Company to have "just" or
"good cause" to terminate the employment relationship or to change the terms and conditions of your employment.
Further, the Company can demote, transfer, suspend or otherwise discipline an employee in its sole and absolute
discretion.
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The provisions of this Employee Handbook are not intended to create contractual obligations with respect to any
matters it covers. Nor is this Employee Handbook intended to create a contract guaranteeing that you will be
employed for any specific time period. Even if another provision in this Employee Handbook or any other document
seems to provide for continued employment or an exception to this at-will rule, this provision for at-will employment
shall control. There will be no agreement, express or implied, between you and the Company for any specific period
of employment, for continuing or long-term employment, or for employment under certain conditions, unless it is
in writing, signed by you and James Moore.

Nothing in this Employee Handbook is intended to unlawfully restrict an employee's right to engage in any of the
rights guaranteed them by Section 7 of the National Labor Relations Act, including but not limited to, the right to
engage in concerted protected activity for the purposes of their mutual aid and/or protection. Nothing in this
Employee Handbook will be interpreted, applied or enforced to interfere with, restrain or coerce employees in the
exercise of Section 7 rights.
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STARTING THE EMPLOYMENT RELATIONSHIP

BUILDING FOR THE FUTURE

As with any business, revenues are an absolute necessity for maintaining jobs and building for the future. Rather
than look at generating sales and revenue as an "undesirable task", we look at it as a "must" situation. How do we
continue to generate revenues to ensure a secure future and continued opportunities for all employees? With
teamwork. Together we must meet the challenges we face on a daily basis.

In general, we have mentioned benefits, responsibilities and operations. We have saved the most crucial component
of this business for last -- You.

At all times, you represent the business, and it is up to each one of you to take this responsibility seriously. Our
business exists with your joint efforts. Don’t underestimate your contribution to it. A great many people outside
the business who invest their time, money and faith in us are part of that equation. They are our customers who
will determine how fast we grow, how many people we will employ, how much service we render and the profit we
make. In order to retain these customers, we want to ensure that our good service continues by always giving our
customers the best possible value and quality. Working together and working well provides us with a bright future
and with the most important commodity, a good reputation.

A WORD ABOUT OUR EMPLOYEE RELATIONS PHILOSOPHY

We are committed to providing the best possible climate for maximum development and goal achievement for all
employees. Our practice is to treat each employee as an individual. We seek to develop a spirit of teamwork;
individuals working together to attain a common goal.

In order to maintain an atmosphere where these goals can be accomplished, we provide a comfortable and
progressive workplace. Most importantly, we have a workplace where communication is open, and problems can
be discussed and resolved in a mutually respectful atmosphere. We take into account individual circumstances and
the individual employee.

We firmly believe that with direct communication, we can continue to resolve any difficulties that may arise and
develop a mutually beneficial relationship.

EMPLOYMENT APPLICATIONS

The Company relies upon the accuracy of information contained in the employment application, as well as the
accuracy of other data presented and gathered during the employment process. Any misrepresentation, falsification
or material omission may result in the Company's exclusion of the applicant from further consideration for
employment.

REFERENCE CHECKS

No references will be given concerning any present or past employee of the Company unless the Company has
received a written request for such a reference. Only James Moore may respond to a request for a reference. Such
response will only confirm the dates of employment and position held.

IMMIGRATION LAW COMPLIANCE

The Company is committed to full compliance with the federal immigration laws. In compliance with the federal
Immigration Reform and Control Act of 1986 (IRCA), as amended, and any state law requirements, if applicable, the
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Company is required to verify the identity and legal ability to work of all individuals before they can begin work. In
keeping with this obligation, each applicant must produce documentation that shows his or her identity and legal
authority to work in the United States. Each applicant must also attest to his or her legal authority to work and
identity on an 1-9 Form provided by the federal government. This verification form will be distributed by the
Company. Section 1 must be completed no later than the first day of employment. Section 2 must be completed
not later than the third day of employment.

Notwithstanding this policy, under no circumstances will the Company retaliate against any employee by contacting
immigration authorities using E-verify, or asking for additional or different documentation when not required.

If an employee is authorized to work in this country for a limited time period, the individual will be required to submit
proof of renewed employment eligibility prior to expiration of that period to remain employed by the business.

All offers of hire and continued employment are conditioned on furnishing satisfactory evidence of identity and legal
authority to work in the United States. If you are unable to show proof of your authorization to work in the United
States within the time limits established by the government, CORE Contracting, Inc. will have no choice but to
terminate your employment.
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DISCRIMINATION AND HARASSMENT

EQUAL EMPLOYMENT PoLICY

The Company is committed to equal employment opportunity and make employment decisions on the basis of merit.
We want to have the best available people in every job. Therefore, the Company does not discriminate, and does
not permit its employees to discriminate against other employees or applicants because of race, color, religion, sex
or gender (including pregnancy, childbirth, breastfeeding or related medical conditions), /sex /stereotype, sexual
orientation, gender identity/expression/transgender (including whether or not you are transitioning or have
transitioned), marital status/registered domestic partner status, national origin, citizenship, military and veteran
status, ancestry, age (40 or over), physical or mental disability (an impairment that limits a major life activity),
medical condition, geneticinformation/characteristic), as well as any other basis protected by federal, state or local
law or ordinance or regulation is strictly prohibited by the Company. Equal employment opportunity will be
extended to all persons in all aspects of the employer-employee relationship, including recruitment, hiring,
upgrading, training, promotion, transfer, compensation, benefits, discipline, layoff, recall and termination.

GENDER, RACIAL AND ETHNIC PAY EQUITY

The Company takes pride in paying all of its” employees equally for substantially similar work, without regard to
gender, race or ethnicity. We also believe strongly that no one should be denied an equal day’s work simply due to
gender, race, or ethnic background.

NON-HARASSMENT PoLICcY

Harassment in employment, including sexual, racial and ethnic harassment, because of race, color, religion, sex or
gender (including pregnancy, childbirth, breastfeeding or related medical conditions), /sex /stereotype, sexual
orientation, gender identity/expression/transgender (including whether or not you are transitioning or have
transitioned), marital status/registered domestic partner status, national origin, citizenship, military and veteran
status, ancestry, age (40 or over), physical or mental disability (an impairment that limits a major life activity),
medical condition, geneticinformation/characteristic), as well as any other basis protected by federal, state or local
law or ordinance or regulation is strictly prohibited by the Company.

The purpose of this policy is not to regulate the personal morality of employees. Itis to ensure that in the workplace,
no employee harasses another for any reason or in any manner.

Forms of prohibited harassment include, but are not limited to:
e Visual conduct, including displaying of derogatory objects or pictures, cartoons, or posters; or
e Verbal conduct, including making or using derogatory comments, epithets, slurs, and jokes.

In addition, sexual harassment is defined by the regulations of the Fair Employment and Housing Commission as
unwanted sexual advances, or visual, verbal or physical conduct of a sexual nature. Sexual harassment includes
gender harassment and harassment on the basis of pregnancy, childbirth or related medical conditions, and also
includes sexual harassment of an employee of the same gender as the harasser. This includes, but is not limited to,
the following types of offensive behavior:

e Unwanted sexual advances;
e  Offering employment benefits in exchange for sexual favors;
e Making or threatening reprisals after a negative response to sexual advances;

e Visual conduct, including leering, making sexual gestures, displaying of sexually suggestive objects or
pictures, cartoons or posters;
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e Verbal conduct, including making or using derogatory comments, epithets, slurs, and jokes;
e Verbal sexual advances or propositions;

e Verbal abuse of a sexual, racial or other prohibited nature, graphic verbal commentaries about an
individual’s body, sexually degrading words used to describe an individual, suggestive or obscene letters,
emails, texts, notes or invitations;

e Physical conduct, including touching, assault, impeding or blocking movements; and
e Using nicknames or terms of endearment with a racial, sexual or other prohibited connotation.

Examples of sexual harassment include (a) an employee being fired or denied a job or an employment benefit
because the employee refused to grant sexual favors or because he or she complained about the harassment; (b) an
employee reasonably quitting his or her job to escape harassment; or (c) an employee being exposed to a hostile
work environment. Conduct need not be motivated by sexual desire to be considered sexual harassment.

Employees may also be personally liable for their own harassment.

COMPLAINT AND INVESTIGATION PROCEDURE

Regardless of whether the action occurred on or off Company premises, if you believe that you have been
discriminated against or you have been harassed by a co-worker, supervisor, agent, vendor or customer or other
third parties or visitors; have witnessed possible discrimination and/or harassment; or if you believe that the
Company or another employee has violated any applicable law in the conduct of the Company’s business, you have
a duty to immediately bring the incident(s) to the attention of your supervisor, any other supervisor, a member of
management or James Moore. Any supervisory or managerial employee who receives such a complaint must
promptly report it to James Moore via email jmoore@corecontractinginc.com or phone: (760) 683-8303 ext. 104.

The description of the incident(s) can be given verbally or in writing.

The matter will be thoroughly investigated, with confidentiality maintained to the extent possible. We will track and
document all steps in the investigation process. After reviewing the evidence, a determination will be made
concerning whether reasonable grounds exist to believe that discrimination, harassment and/or a violation of law
has occurred. It is the obligation of all employees to cooperate fully in the investigation process. The persons
involved will be advised of the determination if appropriate.

The Company will take action to deter any future discrimination, harassment and/or violation of law. The Company
considers any discrimination, harassment, and/or violation of law to be a serious offense which can result in
disciplinary action for the offender, up to and including discharge. In addition, disciplinary action will be taken
against any employee who attempts to discourage or prevent another employee from bringing discrimination,
harassment and/or a violation of law to the attention of management.

The Company wants to assure all of its employees that measures will be undertaken to protect those who complain
about discrimination, harassment and/or a violation of law from any coercion, intimidation, or retaliation due to
their reporting an incident or participating in an investigation or proceeding concerning such an incident. The
Company will provide appropriate options for remedial actions and resolution when warranted and will provide a
prompt response to any complaint of retaliation, coercion or intimidation.

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.eeoc.gov.

No action will be taken against any employee in any manner for filing a complaint with, or otherwise participating in
an investigation, proceeding or hearing conducted by the DFEH or the EEOC with respect to discrimination or
harassment.
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VIOLATIONS OF LAW

The Company is strongly committed to the concept of good business citizenship. We want to obey the law, and we
expect our employees to do the same.
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REASONABLE ACCOMMODATION FOR
DISABILITIES, PREGNANCY AND LACTATION

DISABILITY ACCOMMODATION

Our Company is committed to providing equal employment opportunities to qualified individuals with known
physical or mental disabilities and will make reasonable accommodations for an otherwise qualified applicant for
employment or employee, unless undue hardship would result. Any applicant or employee who requires
accommodation in order to perform the essential functions of a job should contact James Moore. The applicant or
employee should advise the Company what accommodations he or she believes are needed in order to perform the
job. Together with the applicant or employee, the Company will engage in an interactive process to determine
effective, reasonable accommodations, if any. If such an accommodation is possible and will not impose undue
hardship upon the Company, the Company will make the accommodation. The Company will not accommodate an
employee if the accommodation would constitute a direct threat to the employee's safety or the safety of other
employees. The Company is not required to accommodate an employee if the requested accommodation requires
the use of medicinal marijuana.

The Company also reserves its right to require an employee to undergo a fitness-for-duty medical examination, at
the Company's expense, if the Company believes or suspects that the employee may not be able to perform the
essential duties of the job or may not be able to perform the essential duties of the job without risk of harm to
him/herself or others. In such an instance, the Company will so advise the employee, in writing, of the need for the
examination. Depending on the situation, the Company reserves the right to suspend employment pending the
results of the examination.

PREGNANCY ACCOMMODATION

If you are pregnant, have a related medical condition, or are recovering from childbirth, please review this policy.
Any employee planning to take pregnancy disability leave should advise their supervisor or James Moore as early as
possible. The individual should make an appointment with their supervisor or James Moore to discuss the following
conditions:

Duration of pregnancy disability leave will be determined by the advice of the employee's physician, but employees
disabled by pregnancy may take up to four months of leave per pregnancy (the working days you normally would
work in one-third of a year or 17 1/3 weeks). Part-time employees are entitled to leave on a pro rata basis. The four
months of leave includes any period of time for actual disability caused by the employee's pregnancy, childbirth, or
related medical condition. This includes leave for severe morning sickness and for prenatal care, doctor-ordered bed
rest, as well as other reasons. Your healthcare provider determines how much time you need for your disability;

CORE Contracting, Inc. will also reasonably accommodate medical needs related to pregnancy, childbirth, or related
conditions or temporarily transfer you to a less strenuous or hazardous position (where one is available) or duties if
medically needed because of your pregnancy;

Employees who need to take pregnancy disability must inform CORE Contracting, Inc. when a leave is expected to
begin and how long it will likely last. If the need for a leave, reasonable accommodation, or transfer is foreseeable
(such as the expected birth of a child or a planned medical treatment for yourself), employees must provide at least
30 days' advance notice before the pregnancy disability leave or transfer is to begin. Employees must consult with
their supervisor regarding the scheduling of any planned medical treatment or supervision in order to minimize
disruption to the operations of the Company. Any such scheduling is subject to the approval of the employee's health
care provider;

For emergencies or events that are unforeseeable, we need you to notify the Company, at least verbally, as soon as
practical after you learn of the need for the leave;
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Failure to comply with these notice requirements may result in delay of leave, reasonable accommodation, or
transfer;

Pregnancy leave usually begins when ordered by the employee's physician. The employee should provide CORE
Contracting, Inc. with a written certification from a health care provider for need of PDL, reasonable accommodation
or transfer. The certification must be returned no later than 15 calendar days after it is requested by the Company.
Failure to do so may, in some circumstances, delay PDL leave, reasonable accommodation or transfer. Please see
your supervisor for a medical certification form to give to your health provider;

Leave returns will be allowed only when the employee's physician sends a release;

An employee will be required to use sick time during a pregnancy disability leave. An employee will be allowed to
use flexible vacation or personal time during a pregnancy disability leave; and

Leave does not need to be taken in one continuous period of time and may be taken intermittently, as needed. Leave
may be taken in increments of 30 minutes.

If intermittent leave or leave on a reduced work schedule is medically advisable the employee may, in some
instances, be required to transfer temporarily to an available alternative position that meets the employee's needs.
The alternative position need not consist of equivalent duties but must have the equivalent rate of pay and benefits.
The employee must be qualified for the position. The position must better accommodate the employee's leave
requirements than their regular job. Transfer to an alternative position can include altering an existing job to better
accommodate the employee's need for intermittent leave or a reduced work schedule.

Upon submission of a medical certification that an employee is able to return to work from a pregnancy disability
leave, an employee will be reinstated to their same position held at the time the leave began or, in certain instances,
to a comparable position, if available. There are limited exceptions to this policy. An employee returning from a
pregnancy disability leave has no greater right to reinstatement than if the employee had been continuously
employed.

Employees on pregnancy disability leave will be allowed to continue to participate in group health insurance
coverage for up to a maximum of four months of disability leave (if such insurance was provided before the leave
was taken) at the level and under the conditions that coverage would have been provided if the employee had
continued in employment continuously for the duration of the leave. In some instances, an employer can recover
from an employee premiums paid to maintain health coverage if the employee fails to return following pregnancy
disability leave. PDL may impact other benefits or a seniority date. Please contact your supervisor or James Moore
for more information.

LACTATION ACCOMMODATION

The Company will provide a reasonable amount of break time to accommodate a female employee's need to express
breast milk for the employee's infant child. The break time should, if possible, be taken concurrently with other
break periods already provided. Non-exempt employees should clock out for any time taken that does not run
concurrently with normally scheduled rest periods, and such time generally will be unpaid in accordance with state
law. The business will also make a reasonable effort to provide the employee with the use of a room or other
location in close proximity to the employee's work area, for the employee to express milk in private.

Employees should notify their supervisor/foreman to request time to express breast milk under this policy. The
business reserves the right to deny an employee's request for a lactation break if the additional break time will
seriously disrupt operations.

No provision of this policy applies or is enforced if it conflicts with or is superseded by any requirement or prohibition
contained in a federal, state, or local law or regulation. Anyone with knowledge of such a conflict or potential conflict
should contact their supervisor/foreman.
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COMMUNICATION AND PROBLEM SOLVING

OPEN-DOOR PoLIcY

The Company is constantly striving to improve its policies, the services and products that it provides to its customers,
and its relations with employees. We encourage you to bring your questions, suggestions and complaints to our
attention. We will carefully consider each of these in our continuing effort to improve operations. Your suggestions
and comments on any subject are important, and we encourage you to take every opportunity to discuss them with
us. Your job will not be adversely affected in any way because you choose to use this procedure.

We are committed to maintaining a positive and pleasant environment in which to work and believes in an open-
door policy. If you feel you have a problem, present the situation to your supervisor/foreman so that the problem
can be settled by examination and discussion of the facts.

If you still have questions after meeting with your supervisor/foreman or If at any time you do not feel comfortable
speaking with your supervisor/foreman or the next level of management, request a meeting with the President. He
will review the issues and meet with you to discuss possible solutions.

While these procedures cannot result in every problem being resolved to your satisfaction, the Company values your
input and you should feel free to raise issues of concern. The Company will listen to your concerns with respect and
do its best to solve your problems.
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CONFIDENTIALITY AND CONFLICT OF INTEREST

CONFIDENTIALITY AND NON-DISCLOSURE

The Company may provide and make available to you certain information regarding our business and our
clients'/customers' business, including without limitation:

various sales and marketing information;

actual and potential customer and lead names, addresses, telephone numbers, and specific characteristics;
mailing labels;

sales report forms;

pending projects or proposals;

methods of production (including quality control and packaging);

business plans and projections, including new product, facility or expansion plans;

pricing information (such as price lists, quotation guides, previous or outstanding quotations, equipment
prices, or billing information);

estimating programs and methodology;
the techniques used in, approaches to, or results of any market research;
advertising sources;

salary information or employment contract language or terms relating to other employees (except for the
employee's own salary information or employment contract language or terms);

financial information of the Company or of our clients'/customers' companies;
customer information reports; and

mailing plans and programs;

whether written or verbal, or contained on computer hardware or software, disk, tape, microfiche or other media
("Information"). This Information is of substantial value and highly confidential, is not known to the general public,
is the subject of reasonable efforts to maintain its secrecy, constitutes the professional and trade secrets of the
Company or our clients/customers, and is being provided and disclosed to you solely for use in connection with your
employment by the Company.

In consideration of your employment and receipt of the Information, you agree that you:

will regard and preserve the Information as highly confidential and the trade secrets of the Company or of
our clients/customers;

will not disclose, or permit to be disclosed, any of the Information to any person or entity, absent written
consent and approval from the Company;

will not photocopy or duplicate, and will not permit any person to photocopy or duplicate, any of the
Information without the Company's written consent and approval;

will not make any use of Information for your own benefit or the benefit of any person or entity other than
the Company;

will return all Information to the Company immediately upon request for same; and

will immediately contact the Company if any client or customer of the Company contacts you after the
termination or resignation of your employment with the Company.
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Nothing in this policy alters the at-will nature of the employment relationship.

CONFLICT OF INTEREST

An employee is required to avoid any conflict of interest during his or her employment by the Company. Any
involvement that conflicts with an employee's duties or responsibilities or affects the employee's judgment in
making a decision affecting the Company will be considered a conflict of interest. This includes any direct or indirect
business, management or financial interest or activity, whether or not for compensation, in any business or entity
that is a competitor, supplier or vendor of the Company.

Employees may engage in or have outside business or personal interests or activities that do not constitute a conflict
of interest with their employment by the Company. The Company requires that these activities or interests do not
adversely affect an employee's capacity to perform his or her functions or result in conflicting loyalties.
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PAYROLL PRACTICES

EMPLOYEE STATUS

REGULAR FULL-TIME EMPLOYEES

Those employees who are hired to work on a regular basis for thirty (30) or more hours per week are deemed to be
full-time. They are eligible for all Company-sponsored benefits.

REGULAR PART-TIME EMPLOYEES

Those employees who are hired to work on a regular basis for less than thirty (30) hours per week are deemed to be
part-time. Part-time employees may be assigned a work schedule in advance or may work on an as-needed basis.
They are only eligible for required mandated benefits, including paid sick leave.

NON-EXEMPT EMPLOYEES

Those employees who are entitled to overtime pay and subject to the provisions of federal and state wage and hour
laws are deemed to be non-exempt.

EXEMPT EMPLOYEES

Those employees who are not entitled to overtime pay and not subject to the provisions of federal and state wage
and hour laws are deemed to be exempt.

INACTIVE EMPLOYEES

Employees who are on any type of leave of absence, work-related or non-work-related, that exceeds any protected
state, federal or local leave of absence will be placed on inactive status.

You will be advised of your employee status at the time of hire, promotion or transfer.

ANNIVERSARY DATE

The first day you report to work will be recorded in business records as your anniversary date. This date may be
used to calculate many different business benefits. If you have any questions regarding your anniversary date, please
see the President or Human Resource Manager.

DRIVER’S LICENSE/DRIVING RECORD

Employees in positions where the operation of a motor vehicle is an essential duty of the position must present and
maintain a valid driver's license and acceptable driving record to our insurer. Changes in your driving record must
be reported to your supervisor immediately.
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HOURS OF OPERATION AND WORK SCHEDULES

BUSINESS HOURS

The Company's work week begins on Monday and ends at midnight on the following Sunday. The Company's
workday begins at 12:01 A.M. and ends at midnight. The Company's standard office business hours are 7:00 A.M.
to 5:00 P.M., Monday through Friday. Employees generally work a forty (40) hour week, five (5) days per week, eight
or more eight (8) hours per day.

Various factors, such as workloads, operational efficiency and staffing needs may require variations in your starting
and quitting times, and total hours worked each day or each week. The Company reserves the right to assign you to
jobs other than your usual assignments when required. In addition, you may be required to work overtime or hours
other than those normally scheduled whenever necessary.

MEAL AND REST PERIODS

Non-exempt employees receive a full thirty (30) minute unpaid, uninterrupted meal period for every five (5) hours
of work. Your supervisor may adjust the timing of the meal period in order to accommodate production and
individual needs. However, the thirty (30) minute meal break must commence not later than the end of the fifth
hour of work. Example: If you began work at 8:00 a.m. you must begin your meal period not later than 12:59 p.m.

In order to provide efficient Company office operations, meal periods should not be taken outside the hours of 11:30
A.M. to 1:00 P.M., unless you are working a non-standard shift.

You will also receive a ten (10) minute paid break for every four (4) hours of work or major portion thereof.

Employees will also be provided at least five (5) minutes of paid rest break to cool down, if they are working outdoors
in temperatures over 95 degrees, if they feel the need to do so to avoid overheating.

If for any reason you are not able to take your rest breaks or meal period, please advise your supervisor as soon as
possible so arrangements for your break can be made. An employee who fails to report that they were prevented
from taking these breaks may be subject to discipline.

OVERTIME

Due to operational demands and workloads, the Company may require an employee to work beyond his or her
normal shift. The Company will attempt to distribute overtime evenly and to accommodate individual schedules;
however, when overtime is required. Although an employee will be given advance notice where feasible, this is not
always possible. A non-exempt employee must have approval from his or her supervisor before any overtime can
be worked. Non-approved overtime will be paid, but it may result in discipline.

Exempt employees may have to work hours beyond their normal schedule, but will not be paid overtime.

The Company will pay overtime at the rate of one and one-half (1%%) times an employee's regular rate of pay to non-
exempt employees for hours worked over forty (40) hours in a work week or eight (8) in a workday. In addition, the
Company will pay one and one-half (1%) times an employee's regular rate of pay to non-exempt employees for the
first eight (8) hours worked by the employee on his or her seventh (7%) consecutive day of work in a work week.

The Company will pay overtime at the rate of two (2) times a non-exempt employee's regular rate of pay to hourly
employees for hours worked over twelve (12) in a workday. The Company will pay overtime at the rate of two (2)
times an employee's regular rate of pay to hourly employees for hours worked over eight (8) by the employee on
his or her seventh (7*") consecutive day of work in a work week.

Holiday, vacation, and sick leave hours paid, but not worked, are not included in calculating overtime.
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MAKE-UP TIME

The Company allows the use of make-up time when an hourly employee needs to take time off to tend to a personal
obligation. An employee may take time off and then make up the time later in the same work week, or may work
extra hours earlier in the work week to make up for time that will be taken off later in the work week. Make-up time
worked will be paid at an employee's straight-time hourly rate of pay and will not be paid at an overtime rate.

The Company will have the discretion to grant or deny an employee's request for make-up time based upon the
Company's staffing and operational needs.

All make-up time must be worked in the same work week as the time taken off.

Employees may not work more than eleven (11) hours in a day or forty (40) hours in a work week as a result of
making up time that was or would be lost due to personal obligations.

If an employee takes time off and is unable to work the scheduled make-up time for any reason, the hours missed
will normally be unpaid. However, the Company may arrange with you for another day within that workweek to
make up the time if possible, based on staffing and operational needs. If an employee works make-up time before
he or she plans to take time off, the employee must take the time off, even if the employee no longer needs the
time for any reason.

An employee's use of make-up time is completely voluntary. The Company does not encourage, discourage or solicit
the use of make-up time.

TIME RECORDS

We use time records, in the form of timecards or time sheets as a means of accurately recording hours worked and
calculating pay. These time records are used to track regular hours worked, meal periods, overtime, absences, and
paid time off. Accordingly, non-exempt employees should record the time they begin and end work each day, as
well as the beginning and end of each meal period.

It is important that the time records not be lost, falsified or mutilated. If there is a mistake on the timecard, an
employee should inform his or her supervisor and then make and initial the necessary corrections. The supervisor
should also initial any corrections.

ACCURACY OF TIME

It is the Company's goal to ensure that all employees are properly paid for all of their work. Therefore, it is every
employee's responsibility to examine his or her paycheck and paycheck stub to ensure that he/she is being properly
paid for all work time and that the paycheck and pay stub are accurate. If an employee believes that he/she is not
being properly paid for all his/her work, the employee must immediately inform James Moore.

Additionally, no supervisor or manager can permit an employee to work "off the clock." If your supervisor or
manager asks you to work "off the clock," you must immediately bring this issue to James Moore. No employees
are permitted to work "off the clock" at any time, even voluntarily. For the purposes of this policy, "off the clock"
work is where an employee works for the Company but does not accurately record his/her time in the Company's
approved time record.

Supervisors or managers are only authorized to change an employee's time record to accurately reflect the
employee's actual work hours. If you believe that a supervisor or manager has modified your time record to
inaccurately reflect an employee's work hours, again, you must immediately inform James Moore of the alleged
inaccuracy.

It will be presumed that the Company is accurately compensating an employee, unless the employee timely reports
otherwise pursuant to this policy.
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PAY DAYS

You will be paid weekly, on every Friday, for work performed during the payroll period ending the week before.
Paychecks are mailed via USPS each week in such a manner that they will arrive on the scheduled payday. If payday
falls on a holiday, paychecks are mailed on the last regular scheduled working day before the holiday.

PAYROLL ADVANCES

At the Company’s discretion, the Company may make advances against future earnings or vacation. Any employee
seeking such an advance shall contact James Moore.

PAYROLL DEDUCTIONS

State and federal laws require the Company to make the proper deductions on your behalf. Amounts withheld vary
according to your earnings, your marital status, and the number of your exemptions. Required deductions include:
(1) Social Security (FICA); (2) Medicare; (3) federal income tax; (4) state income tax; and (5) state disability/paid
family leave insurance (SDI). Voluntary deductions for the employee portion of health insurance premiums, credit
union contributions, and other deductions made for your benefit must be authorized by you in writing.

It is the policy of the business that exempt employees' pay will not be “docked,” or subject to deductions, in violation
of salary pay rules issued by the United States Department of Labor and any corresponding rules issued by the state
government, as applicable. However, the business may make deductions from employees' salaries in a way that is
permitted under federal and state wage and hour rules. Employees will be reimbursed in full for any isolated,
inadvertent, or improper deductions, as defined by law.

Thus, exempt employees may be subject to the following salary deductions, except where prohibited by state law,
but only for the following reasons:

Absences of one or more full days for personal reasons, other than sickness or disability; or

Absences of one or more full days due to sickness or disability, if there is a plan, policy, or practice providing
replacement compensation for such absences; or

Absences of one or more full days before eligibility under such a plan, policy, or practice or after

replacement compensation for such absences has been exhausted; or Suspensions of one or more full days for
violations of safety rules of major significance; or Suspensions of one or more full days for violations of written
workplace conduct rules, such as rules against sexual harassment and workplace violence; or Payment of actual time
worked in the first and last weeks of employment, resulting in a proportional rate of an employee's full salary; or
Any unpaid leave taken under the Family and Medical Leave Act; or

Negative paid-time-off balances, in whole-day increments only.

If questions or concerns about any pay deductions arise, employees may discuss and resolve them with by emailing
payroll@corecontractinginc.com or contacting James Moore.

SOCIAL SECURITY

All employees are covered by the Social Security Law and are subject to taxes under the Federal Insurance
Contribution Act ("FICA"). A deduction is made from your gross earnings in accordance with the law as your
contribution to Social Security. The Company contributes an amount equal to your deduction.

This program is intended to provide you with retirement benefit payments and medical coverage once you reach
retirement age.
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CALIFORNIA STATE DISABILITY INSURANCE

As an additional benefit, employees are covered under a state disability plan known as SDI. This insurance provides
low cost disability protection if illness or injury not caused by the job prevents you from working. A deduction is
taken from your gross earning to pay for this mandated insurance.

The benefits are calculated as a percentage of your salary up to a weekly maximum as specified by law, for up to 52
weeks.

Employees who apply for this benefit must provide written notice of disability, including a doctor’s certificate stating
the nature of the disability and your expected date of return to work.

You are responsible for filing your claim and other forms promptly and accurately with the Employment
Development Department. A claim form may be obtained from the Employment Development Department by
telephone, letter or in person.

UNEMPLOYMENT INSURANCE

If your employment terminates, you may be eligible to receive unemployment insurance. You must file a claim in
order to collect this benefit. You will be provided with information about unemployment insurance at the time of
your separation from employment.

PAYROLL CORRECTIONS

The Company takes all reasonable steps to ensure that you receive the correct amount of pay in each paycheck and
that you are paid promptly on the scheduled payday. Please review your paycheck for errors. In the unlikely event
that there is an error in the amount of your paycheck, you should promptly bring the discrepancy to the attention
of payroll@corecontractinginc.com or James Moore so that a correction can be made as soon as possible.

REPORTING TIME PAY

The Company will make every effort to notify employees in advance when it is not necessary to report to work.
These circumstances may include inclement weather, fire, flood, power outage, lack of work, etc. In the event you
report for work without being notified in advance that your services are not needed, you will be compensated in
accordance with applicable state and federal wage and hour laws.

GARNISHMENT OF WAGES

When an employee's wages are garnished by a court order, our business is legally bound to withhold the amount
indicated in the garnishment order from the employee's paycheck. Our business will, however, honor applicable
Federal and State guidelines that protect a certain amount of an employee's income from being subject to
garnishment. Although we understand that a wage garnishment can happen to anyone, the Company strongly
encourages you to work out a financial problem before this situation occurs.

REQUESTS FOR PAYROLL RECORDS

The Company will provide an employee or former employee with copies of his or her payroll records within twenty-
one (21) days of his or her written request. The written request must be submitted to James Moore.
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DIRECT DEPOSIT

You have the option of receiving your pay in a payroll check or having your pay deposited into your bank account
through our direct deposit program. A direct deposit form is attached to the Employee Handbook for your
convenience.
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PERSONNEL RECORDS

REQUESTS FOR MEDICAL INFORMATION

Employees may be asked to provide information related to their fitness to work or their release to return to work
from their physicians in the following instances:

e after any absence for illness or in cases of certain recurrent absences;
e when requesting certain leaves of absence for health reasons;
e to verify an employee's ability to return to work from a leave granted for health reasons; and
e as appropriate under the Company's insurance plans.
Examples of information that may be provided by an employee's physician include:
e anote to justify absence;
e anote to request a leave;
e anote to verify the employee's ability to return to work;
e medical records to support a claim for sick pay or disability benefits;
e insurance records; and
e workers' compensation records.

Any and all medical information must be sent to James Moore. No information is to be provided directly to an
employee's immediate supervisor. Only James Moore will have the authority to determine if the medical
information provided is sufficient, depending upon the specific circumstances. James Moore will not inform the
supervisor of an employee's condition, unless warranted by law, and will inform the supervisor only whether an
absence is excused, whether leave should be granted, or whether an employee may return to work.

Information to support insurance claims must be submitted directly to the insurance administrator by the employee.

MEDICAL RECORDS — MAINTAINING CONFIDENTIALITY

Federal law and state law require that the Company maintain all employee medical information in separate,
confidential files. Therefore, in addition to personnel files, the Company will also maintain a separate medical file
for each employee. These files will be maintained by James Moore.

It is important that employees understand that the records are confidential but that the confidentiality may be
waived if the employee provides medical information to his or her supervisor or to anyone outside James Moore. In
order for employees to preserve the confidentiality of medical records, any and all information from physicians
should not be provided to the immediate supervisor unless the employee does not mind the information is being
shared with the supervisor. If an employee does provide information to the supervisor, however, the supervisor is
expected to keep it confidential.

This policy does not excuse employees from complying with appropriate supervisor requests for information
pursuant to attendance procedures.

Consistent with the Company policy concerning the inspection of personnel files, an employee may also inspect his
or her medical file during normal business hours, in the presence of James Moore.
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PERSONNEL RECORDS

The Company keeps a personnel file on each employee. The personnel file contains employment-related
information about the employee.

The content of your file, except for letters of reference and certain other limited kinds of information, are open for
your inspection upon request and at reasonable times. You may not add or remove any documents from your
personnel file without the written permission of James Moore.

Personnel files are the property of the Company and access to the information they contain is restricted. Generally,
this information is only available to supervisors and management personnel who have a legitimate need for the
information. Under no circumstances should any non-management employee be permitted to review the contents
of another employee's personnel file, and managers and supervisors are only permitted to review the files of those
employees which they supervise.

The Company will keep your personnel records confidential. However, there are certain times when information
may be given to persons outside of the Company. These include:

e  Responses to subpoenas, court orders, or orders of administrative agencies;
e In alawsuit in which you and/or the Company are parties;

e To administer employee benefit plans; and

e To a health care provider.

Upon written request, the Company will furnish a current or former employee with a copy of his or her personnel
file, within thirty (30) days of the request. The written request must be submitted to James Moore.

PERSONNEL DATA CHANGES

It is your responsibility to promptly notify the Company of any changes in your personnel data. It is essential that
your personal mailing address, telephone number, number and names of dependents, emergency contact, and
educational information be kept accurate and current. Moreover, to ensure that the employer can notify you when
necessary, you must provide the Company with an address where it can reach you (not a Post Office or P.O. Box),
your personal e-mail address, and your cell phone number. If any personnel data has changed, immediately notify
payroll@corecontractinginc.com.
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EMPLOYEE CONDUCT AND PERFORMANCE

PERFORMANCE EVALUATIONS AND WAGE REVIEWS

The Company endeavors to pay wages that are competitive with those paid for comparable skills and work in similar
industries in our community. An employee may receive two (2) types of wage increases: a merit raise or a cost-of-
living increase. A merit raise may be given when the Company determines that an employee's performance warrants
anincrease in his or her pay. A cost-of-living raise, which is based on factors other than an employee's performance,
may be given whenever the Company determines that it is appropriate to do so. Neither a merit raise nor a cost-of-
living raise should be construed as an assurance of continued or long-term employment.

Performance evaluations will normally be conducted upon the completion of twelve (12) months of employment
and periodically thereafter.

The actual frequency of evaluations may vary depending upon an employee's length of service, job position, past
performance, changes in job duties or performance problems.

The purpose of evaluation is to let you know how well you are performing your assigned job duties, whether you
have any performance problems, and to set future performance goals. Employees should understand that in our
increasingly service-oriented economy, subjective evaluations of applicants and employees have become more
important. To that end, personal qualities can factor heavily into employment decisions, with traits such as common
sense, good judgment, originality, ambition, loyalty and tact needing to be assessed, often in a subjective fashion.
Because of this necessary subjectivity, "numerical" evaluations are often not possible.

Evaluations will be reviewed in a private meeting between you and your supervisor. You will be given an opportunity
to see and comment upon the evaluation, sign the form to show that it has been read and discussed, and receive a
copy. You are encouraged to ask questions and comment upon the evaluation.

Performance evaluations will not necessarily result in a salary increase. The timing, nature and amount of such
increases will be determined by the Company.
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EMPLOYEE CONDUCT AND WORK RULES

Whenever people are required to work together for any purpose, they need certain guidelines to govern their
personal conduct and relations. The Company considers work rules to be an important responsibility. They are a
necessary part of managing the business so that employees can be treated fairly, and work safely and effectively.
These rules apply to all employees.

Examples of impermissible conduct which may lead to disciplinary action are identified below to promote
understanding of what is considered unacceptable conduct and to encourage consistent action by the Company in
the event of violations. However, it is impossible to provide an exhaustive list of types of conduct that may result in
disciplinary action. The following list, therefore, contains some, but not all, examples of conduct that may lead to
the imposition of discipline up to and including possible termination:

Excessive absenteeism or tardiness, including a pattern of absenteeism or tardiness;
Job abandonment;

Working overtime without the prior approval of your supervisor;

Sleeping or malingering on the job;

Theft, stealing, or unauthorized removal of property belonging to the Company, another employee, a
customer or a visitor, regardless of the value of the item;

Unauthorized use of Company equipment, time, materials or facilities;
Waste of Company materials or supplies;

Use, possession, or sale of unlawful drugs, marijuana or alcohol while on Company premises, while in a
Company vehicle, or while on duty, or reporting to work under the influence of alcohol, marijuana or any
unlawful drugs;

Bringing or possessing unauthorized firearms, weapons, or other hazardous or dangerous devices or
substances onto Company property or into Company vehicles;

Failure to observe safety regulations;

Failure to report any unsafe conditions, damage to equipment or machinery, or job-related traffic accidents
or violations to your supervisor;

Carelessness or negligence while performing duties;

Wearing extreme, unprofessional or inappropriate dress or hair styles while working;

Failure to perform work or job assignments satisfactorily and efficiently;

Destruction or damage to the property of the Company, another employee, a customer or a visitor;
Unlawful harassment, including sexual harassment, of other employees;

Horseplay on Company time or property;

Threatening, intimidating or coercing other employees, customers or visitors;

Fighting or provoking a fight on Company time or property;

Insubordination, including improper conduct toward a supervisor or refusal to perform tasks assigned by a
supervisor;

Refusal to do job assigned or perform work in the manner described by the Company;
Disrespect or discourtesy to supervisors or customers;

Failure to immediately report a job-related injury, no matter how minor, to your supervisor;
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e Making or receiving personal telephone calls, other than emergency calls, during working hours;

e  Falsifying, altering, destroying or willfully omitting information from any timecard or Company record
(including employment applications);

e  Obtaining employment by means of false or misleading information; and
e  Failure to follow Company procedures for maintaining confidentiality.

It must be remembered that the employment relationship is based on mutual consent of the employee and the
Company. Accordingly, either you or the Company can terminate the employment relationship at will at any time,

for any or no reason. Further, the Company can demote, transfer, suspend or otherwise discipline an employee
in its sole and absolute discretion.

CUSTOMER RELATIONS

The Company believes that a customer's patronage is earned by providing high-quality work (product) and excellent
personal service. Everyone must be considered a potential customer, whether they are inside or outside of the
Company's facility. Employees are expected to conduct themselves in a congenial and helpful manner at all times in
order to enhance our business.

We are a service business and all of us must remember that the customer always comes first. It is the customer that
pays all of our wages. Remember, while the customer is not always right, the customer is never wrong.

Customers are to be treated courteously and given proper attention at all times. Never regard a customer's question
or concerns as an interruption or an annoyance. Customer inquiries, either in person or by telephone, must be
addressed promptly and professionally.

All correspondence and documents, whether to customers or others, must be neatly prepared and error-free.
Attention to accuracy and detail in paperwork demonstrates your commitment to those with whom we do business.

Never argue with a customer! If a problem develops, or if a customer remains dissatisfied, ask your supervisor to
intervene.

ALCOHOL AND DRUG PoLIcY

The Company has a vital interest in maintaining safe, healthful and efficient working conditions for its employees,
customers and visitors. Being under the influence or using intoxicants while on the job poses serious safety and
health risks not only to the user but to all those who work or come into contact with the user. The manufacture,
possession, sale or distribution of an intoxicant in the workplace also poses unacceptable safety and health risks.
Accordingly, it is the right, obligation and intent of the Company to protect its employees, customers and visitors,
and to safeguard Company property, equipment and operations by establishing and maintaining the following policy
with regard to use, possession or sale of alcohol, marijuana or other intoxicants in the work place.

e Employees may be disciplined, up to and including discharge without prior notice or warning, even for a
first offense, for any of the following:

e  For reporting to work and/or working with the presence of intoxicants in their bodies;
e  For bringing intoxicants into the workplace;

e For possessing or ingesting intoxicants in the workplace during working hours, including meal and rest
breaks;

e  For involvement in the manufacture, sale, purchase, transfer, distribution or dispensation of intoxicants in
the workplace and/or during working hours, including lunch and rest breaks; and

e  For providing false or misleading information or failing to provide information about any of the foregoing
with regard to themselves or others.
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As used above, "workplace" includes any premises where an employee may be working on behalf of the Company.
"Intoxicants" as used in this policy means any drug listed in 21 U.S.C. § 821 and other federal regulations, including,
but not limited to, heroin, marijuana, cocaine, PCP and crack, narcotics, barbiturates, amphetamines and any other
controlled substance other than those taken under the direction and prescription of a licensed physician. Intoxicants
also include legal drugs not taken under the direction and prescription of a licensed physician to the extent that their
ingestion may affect the safety of co-workers or members of the public, the employee's job performance, or the safe
or efficient operation of the Company facility.

COMPANY TESTING

The Company may require a blood test, urinalysis or other drug/alcohol screening of those persons reasonably
suspected of using or being under the influence of a drug, marijuana or alcohol. "Reasonable suspicion" may be
established by a layperson's opinion based upon specific personal observations concerning an employee's
appearance, behavior (including job performance) and body odors, unusual employee behavior, possession of drugs,
marijuana or alcohol, or other factors.

REPORTING CONVICTIONS

An employee is required to inform the Company within five (5) days after he/she is convicted for violation of any
federal or state criminal drug statute, where such violation occurred on the Company's premises. "Conviction"
means a finding of guilt (including a plea of nolo contendere) or the imposition of a sentence by a judge or jury in
any federal or state court.

PRESCRIPTION DRUGS

The legal use of controlled substances, such as prescription drugs prescribed by a licensed physician, or over-the-
counter medications, is allowed. However, if an employee cannot do his or her job satisfactorily because of such
substances, the Company may require him or her to see a doctor, at Company expense. An employee may be
terminated or obligated to take an unpaid leave of absence if the doctor concludes that he or she cannot do their
job safely and efficiently because of the use of prescription or over-the-counter drugs.

MARIJUANA IN OUR WORKPLACE

Although the use of marijuana is legal in California it is still considered an illegal substance under federal law. As
such, if an employee is reasonably suspected to be under the influence of marijuana at work, he or she may be sent
for a drug screen. Further, if an employee is found to possess marijuana on Company premises, the Company
reserves the right to terminate the employee, just as if the employee possessed alcohol on premises. The passage
of California laws permitting the use of marijuana does not alter the Company’s ability to require a drug test or
terminate based on use, possession or being under the influence of marijuana at work.

COMPANY EVENTS

Some of you may attend Company or business-related events where alcohol is served. You are expected to use good
judgment in consuming alcohol at any such Company or business-related event. Under no circumstances should you
ever operate a vehicle if you are under the influence.

ATTENDANCE

The Company counts on your attendance and expects regular attendance during working hours. Regular and timely
attendance is an essential function of every employee's job. You are expected to be present and ready to start work
promptly at the beginning of your shift and after your meal period and breaks. You are expected to work until the
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scheduled quitting time. Unsatisfactory attendance, reporting late or quitting early, or patterns of absenteeism or
tardiness, may result in disciplinary action.

If you are going to be late or absent from work for any reason, please notify your supervisor as soon as possible. If
your supervisor is not available, contact James Moore and keep calling back until you speak directly with your
supervisor or James Moore.

If your absence is due to illness, you must report your progress to your supervisor regularly until you recover. If you
are absent for three or more days, you may be required to bring a statement from your doctor verifying your illness
and releasing you to return to work.

CELL PHONE SAFETY

The Company expects employees whose job responsibilities include regular or occasional driving and who use a cell
phone for business use to refrain from using their phone while driving. Safety must come before all other concerns.
Regardless of the circumstances, including slow or stopped traffic, the Company strongly encourages employees to
pull off to the side of the road and safely stop the vehicle before placing or accepting a call. If employees must take
or make a phone call, they must use a hands-free option such as a headset or speaker phone. Under no
circumstances are employees allowed to place themselves or others at risk to fulfill business needs. Employees who
are charged with traffic violations resulting from the use of their phone while driving will be solely responsible for
all liabilities that result from such actions.

TEXTING AND E-MAILING WHILE DRIVING

Regardless of the circumstances, including slow or stopped traffic, employees whose job responsibilities include
regular or occasional driving may not use, send or read or review text messages or e-mails while driving. Employees
who are charged with traffic violations resulting from texting or e-mailing while driving will be solely responsible for
all liabilities that result from such actions.

EMPLOYEE APPEARANCE

Each employee represents our Company, and it is essential to our business that we portray a professional image to
our customers and visitors. You should therefore use good judgment in determining your dress and appearance
and, in all circumstances, dress in an appropriately professional and business-like manner.

Examples of clothes that are not appropriate include: Revealing clothing, sports apparel, baggy clothing, flip flops,
thongs, halter tops, tops with bare shoulder and tops showing excessive back.

Any employee who requires a variation from the dress code as an accommodation for religious grooming standards
or for medical reasons should contact James Moore.

SMOKING

As part of the Company's efforts to provide a safe and healthy workplace, smoking is prohibited on Company
premises and customer projects, including but not limited to work areas, break areas, bathrooms, conference rooms
and hallways. Employees who smoke may do so only on their meal and rest breaks and only outside of the
Company's facility or away from customers’ projects.
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SECURITY

The Company has a vital interest in maintaining safe, healthful and efficient working conditions for its employees,
customers and visitors. Accordingly, it is the right, obligation and intent of the Company to protect its employees,
customers and visitors, and to safeguard Company property, equipment and operations by establishing and
maintaining the following policies.

PHYSICAL SECURITY

The Company is committed to providing a workplace that is free from acts of violence or threats of violence. In
keeping with this commitment, the Company has established a policy that provides "zero tolerance" for actual or
threatened violence against employees, customers, visitors, or any other person who has contact with employees in
the course of their duties. Security and safety in the workplace is every employee's responsibility. It is therefore
essential that every employee understand the importance of workplace safety and security.

In order to promote compliance with this policy and maximize our efforts to provide a safe and secure workplace
that is free from violence, the Company, as part of its written Injury and lliness Prevention Plan, has established
security measures and practices. It will also provide programs to train and retrain employees as appropriate. This
will assist employees and the Company to make the workplace more secure, and to remedy any problems and
workplace security hazards that are identified before they lead to injuries.

The welfare of our employees and the security of Company facilities require that every individual be aware of
potential security risks. Immediately notify your supervisor if you see any person acting in a suspicious manner, in
or around Company premises.

Every verbal or physical threat of violence will be treated seriously by the Company. Any such threat should be
immediately reported to your supervisor. Where a violation of this policy is found to exist, the Company will take
appropriate corrective action.

In situations where an employee becomes aware of an imminent act of violence, a threat of imminent violence, or
actual violence, emergency assistance must be immediately sought. In such situations, the employee should
immediately contact their supervisor and, if necessary and appropriate, law enforcement authorities by dialing 911.

An employee will not be discriminated against or retaliated against as a result of the employee making a truthful
complaint or report about a credible threat of violence made against themselves, their family members, or other
employees.

Full cooperation by all employees is necessary for the Company to accomplish its goal of maximizing the security and
safety of its employees. Employees should direct any questions they have regarding their rights and obligations
under this policy to James Moore.

ComPANY EQUIPMENT

All Company business machines, equipment and furnishings, including but not limited to desks, cabinets, files and
lockers, are Company property and the Company reserves the right to monitor, access, and inspect such equipment
and furnishings. Therefore, employees should have no anticipation of privacy with respect to any information or
materials stored in Company-owned equipment or furnishings.

Voice MAIL, E-MAIL, AND COMPUTER FILES

Messages or communications on the Company's voice mail, e-mail, or computer systems are subject to the same
policies regarding harassment and discrimination as are any other workplace communications. Offensive, harassing
or discriminatory content will not be tolerated by the Company. Content that is considered offensive includes, but
is not limited to, any message which contains sexual implications, racial slurs, gender-specific comments, or any
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other statement that offensively addresses someone's age, sex, sexual orientation, pregnancy status, marital status,
religious or political beliefs, ancestry, national origin, citizenship or disability.

EMPLOYEE PRIVACY

From time to time, third parties may seek your contact information for various purposes. The Company understands
and appreciates that you want to keep your personal contact information private from third parties. To that end,
the Company will not disclose your name, address, or other contact information to any third party — even if these
third parties are purportedly acting on your behalf — without your prior authorization.
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BENEFITS

EMPLOYEE GROUP INSURANCE

A Company group insurance plan is available to employees scheduled to work at least 30 hours per week and their
eligible dependents.

The Company will pay one hundred percent (100%) of the premium for eligible employees.
Eligible employees pay the premium for dependent coverage, if elected.
Complete details concerning this insurance will be given to you at the time of eligibility.

Eligibility for this program begins on the first day of the month following the completion of thirty (30) days of
employment. Federal and state law (COBRA) provides that in case of termination of employment, or certain other
events, an employee and his or her family members may be able to continue group insurance coverage by paying
the monthly premium themselves. Further information will be provided to you in case of termination of
employment.

The Company reserves the right to amend, supplement and/or cancel Employee Group Insurance at its discretion.
The Company will provide as much notice as possible to all eligible employees regarding any amendments,
supplements and/or cancellations.

SICK LEAVE

In order to minimize the economic hardships that may result from short-term illness or injury, the Company provides
sick leave benefits. Employees begin accruing sick leave benefits on the first day of employment. Employees must
satisfy a continuous 90-day employment period before he or she can actually take any sick leave.

Employees receive the full amount of leave at the beginning of each year of employment, calendar year. The term
“full amount of leave” means three days (24 hours) or five days (40 hours) if working anywhere in the city of San
Diego. Employees will be paid sick leave at their rate of pay (i.e., hourly rate of pay) at the time the sick leave is
taken and not inclusive of other discretionary amounts. Employees will only be paid for the number of hours
regularly scheduled to work, or, if there is no set schedule, the number of hours the employee is reasonably
anticipated to work, not inclusive of overtime.

Sick leave is available in the case of actual illness or injury of an employee or family member, including children,
spouse or registered domestic partner, grandparents, grandchildren or siblings, or to see a healthcare provider for
preventative care. Sick leave is also available if an employee, or a member of the employee's family, has been the
victim of a crime and the employee needs to take time off in order to attend judicial proceedings relating to the
crime.

Once an employee meets the eligibility requirements (i.e., has worked for the Company for at least 90 days), sick
leave may be taken, up to a maximum of 24 hours or 3 days (40 hours or 5 days if the employee works in the city
limits of San Diego) within each year. If no sick time is available (and if employee does not have vacation/paid time
off available), the time off shall be unpaid. Sick leave can be used in increments of no less than two (2) hours. Due
to the nature of our business, you must provide as much advance notice of the sick leave as is practicable under the
circumstances. If you fail to provide advance notice when you otherwise could have you may be precluded from
using paid sick leave. The Company reserves the right to request documentation related to the need for sick leave
for absences in excess of three (3) days in accordance with applicable state or federal law.

An employee will not be paid for unused sick leave, and no sick leave benefits are paid upon termination. However,
if the employee is re-employed within 1 year of termination (or 6 months if they worked within the city limits)the
balance of sick leave at the time of termination will be reinstated.

Paid sick leave is not considered as time worked in the computation of overtime.
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HoLIDAY BENEFITS

All Employees who are not covered by a Collective Bargaining Agreement (CBA) and have completed ninety (90) days
of employment will receive holiday benefits for the following holidays, subject to the restrictions described below:

New Year's Day
Memorial Day
Independence Day
Labor Day
Thanksgivings Day
Friday after Thanksgivings Day
Christmas Day

In order to be eligible for holiday benefits, you must work your last scheduled workday before and your first
scheduled workday after the holiday unless you have received prior approval from the Company.

If you do not work on a holiday, you will receive your regular, straight time rate of pay for that day. If you work on
a holiday you will receive your regular hourly pay for any hours worked and your regular straight time rate for the
holiday.

If a holiday falls during your vacation period, you will be paid for the holiday and will not be charged with a vacation
day.

Holidays that are paid but not worked are not considered as time worked in the computation of overtime.

Employees on an unpaid leave of absence for any reason are ineligible for holiday benefits for holidays observed
during the period they are on leave of absence.

FLEXIBLE VACATION

Flexible Vacation is separate from other time off benefits, like sick days and holidays, and it may not be used in
conjunction with sick days and/or any other leave to include FMLA and all applicable leaves that run concurrent
under FMLA.

CORE’s Flexible Vacation policy is available to regular full time exempt, salaried non-exempt associates and hourly
non-union employees, who have been with the company for a minimum of 90 days.

Under CORE’s Flexible Vacation policy, you do not “accrue” or “earn” vacation days as in traditional plans, therefore,
you will not be compensated for “unused” Flexible Vacation days upon termination of employment.

Flexible Vacation requests will require approval from your supervisor, similar to our current vacation request
procedure. You can request Vacation time by email to James Moore or by completing the vacation request form and
sending it to your supervisor for approval.

Associates may not elect financial compensation in lieu of taking flexible vacation days.

PAID FAMILY LEAVE INSURANCE

All employees are covered under the state's paid family leave insurance plan (PFL). This program provides up to
eight (8) weeks of partial pay in any 12-month period to an employee who is takes time off work to care for a seriously
ill parent, spouse, registered domestic partner or child, grandparent, grandchild, sibling or parent-in-law, or to take
time off to bond with a newborn child or a newly placed adopted or foster child. PFL does not create any rights to
time off of work. This is a partial wage replacement program for those who are taking time off to care for a family
member.

PFLis funded by an employee payroll deduction, according to law. PFL benefits are paid to an employee by the state.
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WORKERS’ COMPENSATION

On the job injuries are covered by our Workers’ Compensation insurance policy. This insurance is provided at no
cost to you. If you are injured on the job, no matter how slightly, report the incident immediately to James Moore.
Consistent with applicable state law, failure to report an injury within a reasonable period of time could jeopardize
your claim. We ask for your assistance in alerting management to any condition that could lead to or contribute to
an employee accident.
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LEAVES OF ABSENCE

RULES REGARDING ALL LEAVES

NON-RETALIATION

No action will be taken against any employee in any manner for requesting or taking any of the leaves of absence
provided for in this Section of the Handbook.

ACCRUAL OF BENEFITS WHILE ON LEAVE OF ABSENCE

Vacation days, holidays and sick leave do not accrue during any period of a leave of absence, except that an employee
returning from a military or bone marrow/organ donation leave of absence will be reinstated with full benefits.

LEGAL ELIGIBILITY

For all leaves except industrial medical leaves, bereavement leave, and personal leaves of absence, employees
should have no expectation that a leave is available to them unless both the Company and the employee meet the
eligibility criteria stated by law. For example, simply because the Company lists a Pregnancy Disability Leave policy,
employees are not eligible for such a leave unless the Company employs five (5) or more employees.

WORKING ELSEWHERE WHILE ON A LEAVE OF ABSENCE

Employees cannot be employed elsewhere or apply for unemployment benefits while on leave.

FAILURE TO RETURN AFTER A LEAVE OF ABSENCE

Failure to return from leave of absence by the scheduled time may result in termination.

PREGNANCY DISABILITY LEAVE

If you are pregnant, have a related medical condition, or are recovering from childbirth, please review this policy.
Any employee planning to take pregnancy disability leave should advise James Moore as early as possible. The
individual should make an appointment with him to discuss the following conditions:

Duration of pregnancy disability leave will be determined by the advice of the employee's physician, but employees
disabled by pregnancy may take up to four months of leave per pregnancy (the working days you normally would
work in one-third of a year or 17 1/3 weeks). Part-time employees are entitled to leave on a pro rata basis. The four
months of leave includes any period of time for actual disability caused by the employee's pregnancy, childbirth, or
related medical condition. This includes leave for severe morning sickness and for prenatal care, doctor-ordered bed
rest, as well as other reasons. Your healthcare provider determines how much time you need for your disability;

CORE Contracting, Inc. will also reasonably accommodate medical needs related to pregnancy, childbirth, or related
conditions or temporarily transfer you to a less strenuous or hazardous position (where one is available) or duties if
medically needed because of your pregnancy;

Employees who need to take pregnancy disability must inform the Company when a leave is expected to begin and
how long it will likely last. If the need for a leave, reasonable accommodation, or transfer is foreseeable (such as the
expected birth of a child or a planned medical treatment for yourself), employees must provide at least 30 days'
advance notice before the pregnancy disability leave or transfer is to begin. Employees must consult with James
Moore regarding the scheduling of any planned medical treatment or supervision in order to minimize disruption to
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the operations of the Company. Any such scheduling is subject to the approval of the employee's health care
provider;

For emergencies or events that are unforeseeable, we need you to notify the Company, at least verbally, as soon as
practical after you learn of the need for the leave;

Failure to comply with these notice requirements may result in delay of leave, reasonable accommodation, or
transfer;

Pregnancy leave usually begins when ordered by the employee's physician. The employee must provide James
Moore with a written certification from a health care provider for need of PDL, reasonable accommodation or
transfer. The certification must be returned no later than 15 calendar days after it is requested by the Company.
Failure to do so may, in some circumstances, delay PDL leave, reasonable accommodation or transfer. Please see
James Moore for a medical certification form to give to your health provider;

Leave returns will be allowed only when the employee's physician sends a release;

An employee will be required to use sick time (if otherwise eligible to take the time) during a pregnancy disability
leave. Up to 10 days of flexible vacation time is available during this leave. All subsequent absences will be without
pay; and

Leave does not need to be taken in one continuous period of time and may be taken intermittently, as needed. Leave
may be taken in minimum increments of one hour.

If intermittent leave or leave on a reduced work schedule is medically advisable the employee may, in some
instances, be required to transfer temporarily to an available alternative position that meets the employee's needs.
The alternative position need not consist of equivalent duties but must have the equivalent rate of pay and benefits.
The employee must be qualified for the position. The position must better accommodate the employee's leave
requirements than their regular job. Transfer to an alternative position can include altering an existing job to better
accommodate the employee's need for intermittent leave or a reduced work schedule.

Upon submission of a medical certification that an employee is able to return to work from a pregnancy disability
leave, an employee will be reinstated to their same position held at the time the leave began or, in certain instances,
to a comparable position, if available. There are limited exceptions to this policy. An employee returning from a
pregnancy disability leave has no greater right to reinstatement than if the employee had been continuously
employed.

Employees on pregnancy disability leave will be allowed to continue to participate in group health insurance
coverage for up to a maximum of four months of disability leave (if such insurance was provided before the leave
was taken) at the level and under the conditions that coverage would have been provided if the employee had
continued in employment continuously for the duration of the leave. In some instances, an employer can recover
from an employee premiums paid to maintain health coverage if the employee fails to return following pregnancy
disability leave. PDL may impact other benefits or a seniority date. Please contact James Moore for more
information.

ORGAN AND BONE MARROW DONOR LEAVE

An employee will be granted a leave of absence due to their donation of an organ or bone marrow to another person.
Employees must be employed for at least a 90-day period immediately preceding the beginning of leave.

REQUEST FOR LEAVE

No employee shall be granted an organ or bone marrow leave unless he/she submits a written request for leave
stating that s/he is an organ or bone marrow donor and showing a medical necessity for the donation of the organ
or bone marrow. Failure to provide the above information is grounds for denial of this leave of absence.
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LENGTH OF LEAVE

Leave time due to organ donation may not exceed thirty (30) days off in any 12-month period, commencing with the
first day on which any such leave is taken.

Leave time due to bone marrow donation may not exceed five (5) days off in any 12-month period, commencing
with the first day on which any such leave is taken.

COMPENSATION AND BENEFITS

Organ and bone marrow donor leave is with pay. As such, employees will be paid their usual and customary
salary/daily rate while on such leave.

Time spent on an organ or bone marrow donor leave will not constitute a break in service for any reason. To the
extent an employee receives benefits under a group health plan; the Company will continue to pay the premium for
the employee's health insurance that the Company would have paid but for the employee's leave.

Leave taken for the purpose of organ or bone marrow donation is not leave for the purpose of family medical leave
under the federal Family and Medical Leave Act or the state California Family Rights Act.

USE OF SICK LEAVE

The Company requires employees taking leave to donate bone marrow to use no more than five days of earned but
unused sick leave. The Company requires employees taking leave to donate an organ to use no more than two
weeks of earned but unused sick leave.

RETURN FROM LEAVE

Upon return from such a leave of absence, the Company will use its best efforts to return the employee to the same
position held prior to the leave of absence. If this position is not available, a comparable position will be offered.

An employee returning from Organ or Bone Marrow Donation leave must present a doctor's certificate declaring
fitness to return to work.

FAMILY AND MEDICAL CARE LEAVE (FMLA) AND CALIFORNIA FAMILY
RIGHTS AcT LEAVE (CFRA)

ELIGIBILITY

To be eligible for this leave, an employee must meet the following criteria:
e The employee must be employed by the Company for at least one (1) year of aggregate employment;

e The employee must have worked for the Company for at least 1,250 hours (excluding vacations, holidays,
sick leave and leaves of absence) during the immediately preceding 12-month period; and

e The employee must be employed at a location where fifty (50) or more of the Company's workers are
employed or work within seventy-five (75) miles of each other.

REASONS FOR LEAVE

Leave under this policy is available for the following reasons:

e Child Bonding. Due to the birth of the employee's child or placement of a child with the employee by
adoption or for foster care.
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e Serious Health Conditions. To care for a child, spouse or parent with a serious health condition, or on
account of the employee's own serious health condition, including work-related injuries or illness. For
purposes of this policy, a parent can mean someone who stands in loco parentis to the employee and a
child can be someone for whom the employee stands in loco parentis.

e Servicemember's Serious Health Condition. To care for a current member of the Armed Forces, or a
member of the Armed Forces who is on the temporary disability retired list, who has a serious injury or
iliness incurred in the line of duty on active duty for which he or she is undergoing medical treatment,
recuperation, or therapy; or otherwise in outpatient status; or otherwise on the temporary disability retired
list. The employee must be the spouse, son, daughter, parent, or next of kin of a member of the United
States Armed Forces. For the purposes of this policy, a parent can mean someone who stands in loco
parentis to the employee and a child can be someone for whom the employee stands in loco parentis.

e Qualifying Exigency Involving a Servicemember. To address a "qualifying exigency" as defined below.

QUALIFYING EXIGENCIES

Federal law describes many circumstances that may be considered a "qualifying exigency." If there is any question
on whether something is a qualifying exigency, the Company will use only such circumstances as are required by law
and nothing in this policy should be considered to have granted any rights to leave that are not required by law. In
any event, all qualifying exigencies require that the military member be the employee's spouse, son, daughter, or
parent on active duty or call to active duty status. Military members covered by this policy also include the
employee's biological, adopted, or foster child, stepchild, legal ward, or a child for whom the employee stood in loco
parentis, who is on active duty or call to active duty status, and who is of any age. For purposes of this policy, a
"parent" can mean someone who stands in loco parentis to the employee and a "child," "son" or "daughter" can be
someone for whom the employee stands in loco parentis. A qualifying exigency is, as defined by applicable law: 1)
Short-Notice Deployment; 2) Military Events and Related Activities; 3) Childcare and School Activities; 4) Financial
and Legal Arrangements; 5) Counseling; 6) Rest and Recuperation; 7) Post-Deployment Activities; and 8) Additional
Activities as agreed by the Company and employee.

LENGTH OF LEAVE

Leave time due to child bonding, a serious health condition (other than a servicemember's serious health condition),
or a qualifying exigency may not exceed twelve (12) weeks off in any 12-month period, commencing with the first
day on which any family and medical care leave is taken.

Leave time due to a "servicemember's serious health condition" may not exceed twenty-six (26) weeks off in any 12-
month period, commencing with the first day on which any such leave is taken. A family and medical care leave may
be taken in addition to any leave of absence that an employee may be entitled to on account of a disability resulting
from pregnancy disability.

Thus, for example, an eligible employee may, during the single 12-month period take sixteen (16) weeks of leave to
care for a covered servicemember and ten (10) weeks of leave to care for a newborn child. However, the employee
may not take more than twelve (12) weeks of leave to care for the newborn child during the single 12-month period
even if the employee takes fewer than fourteen (14) weeks of FMLA leave to care for a covered servicemember.

Each instance of leave time due to a short-notice "qualifying exigency" may not exceed seven (7) calendar days off.
Each instance of leave time due to a rest and relaxation qualifying exigency may not exceed five (5) calendar days.
Each instance of leave time due to any additional activity to which the Company and employee agree is a qualifying
exigency may not exceed the time agreed to by the Company and employee.

A family and medical care leave may be taken in addition to any leave of absence to which an employee may be
entitled on account of a disability resulting from pregnancy disability.

No more than a combined total of twenty-six (26) weeks of family and medical care leave in a 12-month period will
be granted to a husband and wife who both work for the Company during which the leave is taken on account of
the birth of a child, for placement of a child by adoption or for foster care, to care for a child, spouse or parent with
a serious health condition, or to care for a covered servicemember with a serious injury or illness.
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If the leave is required due to a planned medical treatment, the employee must make a reasonable effort to schedule
the treatment to avoid disruption of the Company's operations.

USE OF SICK LEAVE

An employee who takes a family or medical care leave for any reason must use sick leave. Additionally, up to 10
days of flexible vacation time may be used for this leave.

If an employee is receiving benefits from a disability leave plan, such as Paid Family Leave, state disability, or a
disability benefit offered by the employer (such as Aflac or a long-term disability plan), the Company will not require
an employee taking a FMLA leave to use his/her sick and/or vacation time however, the employee may use sick
and/or vacation time to supplement the employee's disability benefits if: (1) the employee requests the use of the
paid leave; and (2) the disability leave plan does not provide the employee with complete wage replacement (e.g.,
if the plan only pays the employee 2/3 of his/her wages).

INTERMITTENT LEAVE

If the leave is due to a serious health condition in the employee's family or the employee's own health problems, it
will, upon request, be granted to an employee on an intermittent basis. If the employee has requested intermittent
leave, the Company may temporarily transfer the employee to another position which better accommodates
recurring periods of leave, provided that the employee is qualified for the other position and that the employee
continues to receive equivalent pay and benefits.

REQUEST FOR LEAVE

No leave will be granted to an employee unless he or she submits a written request for a family and medical care
leave stating the beginning date and length of such leave. If the employee's need for family or medical care leave is
foreseeable, the employee must provide the Company with reasonable advance notice of the need for the leave.
Written updates may be required from time to time thereafter. Failure to comply with these requirements is
grounds for denial of a family or medical care leave.

Where the leave is requested to enable the employee to care for a seriously ill child, spouse or parent, or because
of the employee's own serious health condition, the employee must furnish a doctor's written certification, on a
form provided by the Company, including the date the serious health condition commenced, and an estimate of the
probable duration of the condition. For leave to enable the employee to care for a seriously ill child, spouse or
parent, the written certification must also contain an estimate of the amount of time that the doctor believes the
employee needs to care for the family member, and a statement that the serious health condition warrants
participation of a family member to provide care during a period of treatment or supervision.

For leave because of the employee's own serious health condition, the written certification must also indicate if the
employee is unable to perform work of any kind or is unable to perform the essential functions of the employee's
job as set forth in the employee's written job description.

For leave because of a qualifying exigency, the first time that the employee requests such leave, the Company may
request that the employee provide a copy of the covered military member's active duty orders or other documents
issued by the military which indicate that the military member is on active duty or call to active duty status and dates
of the active duty service. The Company then may require that the employee provide a signed certification stating,
among other things, the need for leave, the approximate date for commencing the leave, the frequency and duration
requested, and the contact information for third parties involved. If the qualifying exigency involves a third person,
without the employee's permission, the Company may contact the third person to verify the employee's meeting or
appointment with the third party. Without prior employee permission, the Company also may contact the
Department of Defense to verify the military member's active duty.

For leave to care for a servicemember with a serious injury or illness, the Company may require the employee to
provide certification from the servicemember's health care provider. This certification may request the health care
provider to provide, among other things, the name, address and contact information of the health care provider,
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their medical practice type, their specialty, whether the servicemember's injury or illness was incurred in the line of
active duty, approximate date and probable duration of the condition, medical facts sufficient to ascertain the need
for the leave and information about intermittent or reduced schedule treatment. The Company also can request
information from the employee or servicemember to ascertain the need for the leave and its duration. The Company
will not ask for the underlying diagnosis unless the employee has exhausted his/her right to leave (if any) under the
California Family Rights Act. The Company may accept International Travel Orders or Invitational Travel
Authorizations in lieu of the Company's certification form. The Company will not request second or third medical
opinions or recertification when leave is requested for a servicemember's serious injury or illness.

SECOND MEDICAL OPINION

Prior to granting a leave because of an employee's own serious health condition, the Company may request a second
medical opinion to be rendered by a doctor of its choice. If the opinions of the employee's and the Company's
doctors differ, the Company may require a final and binding opinion from a third doctor, jointly approved by the
Company and the employee.

COMPENSATION AND BENEFITS

Family and medical care leave is without pay. The Company will, however, continue to pay the premium for the
employee's health insurance that the Company would have paid but for the employee's leave for a maximum of
twelve (12) weeks in any 12-month period or if the leave is for a servicemember's illness or injury, for a maximum
of twenty-six (26) weeks in any 12-month period. The employee will be responsible for paying for the employee
portion of the health insurance premium, and such payment will be due at the same time as if it had been made by
payroll deduction. Insurance may be cancelled if the employee fails to pay his or her portion while on leave.

RETURN FROM LEAVE

Where family and medical care leave has been taken by an employee on account of the employee's own serious
health condition, before the employee returns to work, the employee must provide the Company with a written
doctor's certification that the employee is able to resume work. The Company reserves the right to require a physical
examination by a doctor of its choice to determine if the employee is able to perform the essential functions of the
employee's job as set forth in the employee's written job description.

Upon return from such a leave of absence, the Company will use its best efforts to return the employee to the same
position held prior to the leave of absence. If this position is not available, a comparable position will be offered.

INDUSTRIAL MEDICAL LEAVE

An employee shall be granted a leave of absence due to industrial (work-related) iliness or injury.

REQUEST FOR LEAVE

An employee must submit a written request for an industrial medical leave of absence, and, in addition, furnish a
doctor's written certification stating the cause, beginning date and length of such leave. Written updates may be
requested from time to time thereafter. Failure to provide the above information is grounds for denial of an
industrial medical leave of absence.

LENGTH OF LEAVE

An industrial medical leave of absence shall be for a reasonable period of time during which an employee is disabled,
but the leave of absence shall not extend beyond the time that the employee is deemed "permanent and stationary."
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USE OF VACATION AND SICK LEAVE

An employee who takes a leave for industrial illness or injury must use sick leave.

COMPENSATION AND BENEFITS

Leaves of absence for industrial illness or injury are without pay from the Company, but the employee may be
entitled to disability payments under the Company's Workers' Compensation insurance policy. The Company will,
however, continue to pay the premium for the employee's health insurance that the Company would have paid but
for the employee's leave for a maximum of 12 weeks (should an employee qualify for such a medical leave). The
employee will be responsible for paying for the employee portion of the health insurance premium, and such
payment will be due at the same time as if it had been made by payroll deduction. Insurance may be cancelled if
the employee fails to pay his or her portion while on leave.

RETURN FROM LEAVE

An employee returning from an industrial medical leave of absence must furnish a doctor's written certification of
his or her fitness to perform the essential functions of his or her job, with or without reasonable accommodation.

Upon return from such a leave of absence, the Company will use its best efforts to return the employee to the same
position held prior to the leave of absence. If this position is not available, a comparable position will be offered.

FMLA AND WORKER’S COMPENSATION LEAVE

Employees who are ill or injured as a result of a work-related incident, and who are eligible for family and medical
leave under state and federal law (Family Medical Leave Act (FMLA) and the California Family Rights Act (CFRA)), will
be placed on FMLA/CFRA during the time they are disabled and not released to return to work. The leave under
these laws runs concurrently, and eligible employees will be on FMLA/CFRA for a maximum of 12 weeks in a 12-
month period.

MILITARY LEAVE

An employee who enters the armed forces of the United States will be granted a military leave in accordance with
federal laws.

REQUEST FOR LEAVE

An employee must provide advance notice of the need for military leave, unless prevented from doing so by military
necessity or if providing notice would be impossible or unreasonable.

LENGTH OF LEAVE

The Company will grant up to a total of five (5) years for an employee's military leave of absence, which includes the
cumulative length of all absences from employment due to military service.

COMPENSATION AND BENEFITS

Military leaves of absence are without pay from the Company. Up to 10 days of flexible vacation may be used during
a Military Leave. All other rights and benefits will continue as if the employee had remained continuously employed
and will be available to the employee upon reinstatement.
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RETURN FROM LEAVE

Upon completion of military service, the employee will be reinstated with full seniority to his/her former position or
to a comparable position if application for re-employment is made within ninety (90) calendar days from release
from the service or hospitalization. However, the employee will not be reinstated if the Company's circumstances
have so changed that re-employment is impossible or unreasonable.

NATIONAL GUARD SERVICE

An employee who is a member of the National Guard or a reserve component of the armed forces shall, upon
furnishing a copy of the official orders or instructions, be granted a military training leave. Training leaves shall not,
except in an emergency or in the event of extenuating circumstances, exceed two (2) weeks a year, plus reasonable
travel time.

MILITARY SPOUSE LEAVE

Any employee who works an average of twenty (20) or more hours per week is eligible for military spouse leave.
Eligible employees who are the spouse or registered domestic partner of a member of the Armed Forces, National
Guard or Reserves may take up to ten (10) days of unpaid time off while the military spouse is on leave from active
duty during a period of military conflict.

An employee desiring to take this leave must provide the Company with written notice of intent to take time off
within two (2) business days of the employee's receipt of notice that the military spouse will be on leave. The notice
must indicate the days that the employee desires to take off and must attach written documentation certifying that:

e The military spouse is deployed in an area the President of the United States has designated a combat zone
or combat theater; and

e That the military spouse will be on leave during the time that the employee is requesting to take off work.

The Company will not discriminate against or retaliate against an employee who takes this leave or requests to take
this leave. This leave is in addition to and does not affect any other types of leave which the employee is allowed.

CiviL AIR PATROL LEAVE

An employee who is a volunteer member of the California Wing of the civilian auxiliary of the United States Air Force
shall be allowed no fewer than ten (10) days per year of unpaid Civil Air Patrol leave for responding to emergency
operational missions consistent with the provisions of the Civil Air Patrol Employment Protection Act. Up to 10 days
of flexible vacation may be used to continue pay during this unpaid leave.

PERSONAL MEDICAL AND NON-MEDICAL LEAVE

An employee may, at the sole discretion of the Company, be granted a personal leave of absence.

REQUEST FOR LEAVE

An employee must submit a written request for a personal leave of absence. If the leave is requested as the result
of an employee's non-industrially related injury or illness, the employee must also furnish a doctor's written
certification stating the cause, beginning date and length of such leave.

LENGTH OF LEAVE

A personal leave of absence shall be for a reasonable period of time, not to exceed thirty (30) days.
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COMPENSATION

Personal leaves of absence are without pay from the Company.

USE OF SICK LEAVE

If the leave of absence is the result of a non-industrially related injury or iliness, the employee must use sick leave
pay. Additionally, up to 10 days of flexible vacation may be used to continue pay during this unpaid leave.

RETURN FROM LEAVE

An employee returning from a personal leave of absence resulting from a non-industrial injury or illness must furnish
a doctor's written certification of his or her fitness to perform the essential functions of his or her job, with or without
reasonable accommodation.

Upon return from a personal leave of absence, the Company will use its best effort to return the employee to a
position that is the same or similar to that previously held.

ALCOHOL AND DRUG REHABILITATION LEAVE

The Company wishes to assist employees who recognize that they have a problem with alcohol or drug use that may
interfere with their ability to perform their job in a satisfactory manner.

If you are not under discipline or any addressed performance issues and have a problem with alcohol or drugs and
decide to enroll voluntarily in a rehabilitation program, you will be given unpaid time off to participate in the program
unless it would result in an undue hardship to the Company. If you request time off to participate in such a program,
the Company will also make reasonable efforts to keep confidential the fact that you have done so.

You must use sick leave while on leave. However, additional benefits will not be earned during the leave of absence.
The leave will be subject to the same provisions and rules as apply to personal medical and non-medical leaves.

No action will be taken against any employee in any manner for requesting or taking any approved leave of absence
provided for in this Section of the Handbook. However, the Company will not continue to employ any person whose
performance of essential job functions is impaired by drug or alcohol use. Nor will the Company re-employ any
person who has participated in alcohol and drug rehabilitation if the person's job performance remains impaired as
a result of dependency. Employees who are given the opportunity to seek rehabilitation, but fail to successfully
overcome their dependency will not be given a second opportunity to seek treatment.

This policy on treatment and rehabilitation is not intended to affect the Company's treatment of employees who
violate the Company's drug and alcohol policy. Rather, rehabilitation is an option for an employee who
acknowledges a chemical dependency and voluntarily seeks treatment to end that dependency.

LEAVE OF ABSENCE FOR EMERGENCY SERVICE

The Company will give time off to an employee to perform emergency duty as a volunteer firefighter, reserve peace
officer, or emergency rescue personnel, or to receive training for any of these services. Employees may use up to
10 days of flexible vacation for this purpose.

No action will be taken against any employee in any manner for requesting or taking any time off as provided for in
this Section of the Handbook.

SCHOOL VISITATION AND CHILD CARE PROVIDER LEAVE

The Company recognizes the importance of participation by employees in school and child care activities of their
children and of those children to whom they stand in loco parentis under the law. Therefore, the Company allows
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such parents and guardians to take off from work up to forty (40) hours each year for the purposes of finding or
enrolling children in a school or with a licensed child care provider, to participate in the activities of the school or
licensed child care provider, or to address a school or child care provider emergency. Unless addressing an
emergency, before taking leave, the employee shall give reasonable notice to the Company of the planned absence.

Employees taking leave for the purposes authorized herein shall provide the Company with documentation from the
school or licensed childcare provider.

You may take off such additional time as may be necessary to attend your children's or grandchildren's school in
order to discuss your child's or grandchild's possible suspension or expulsion.

You may use up to 5 days of flexible vacation time for such absences; otherwise, school visitation time will be unpaid.
However, the salary of an exempt employee will not be reduced if he or she misses only a portion of a day for school
related activities.

No action will be taken against any employee in any manner for requesting or taking any time off as provided for in
this Section of the Handbook.

JURY DUTY

Employees summoned for jury duty are granted an unpaid leave in order to serve if they give reasonable advance
notice to James Moore that they will need time off to serve.

We reserve the right to request proof of jury service issued by the Court upon return.

Exempt employees may be provided time off with pay when necessary to comply with state and federal wage and
hour laws.

Make arrangements with the President as soon as you receive your summons.

We expect you to return to your job if you are excused from jury duty during your regular working hours.

JUDICIAL LEAVES

COURT APPEARANCE

An employee, including a victim of a crime, may take time off to appear in court as a witness in order to comply with
a subpoena or other order.

If you need time off to appear as a witness, you should bring the subpoena or court order to your supervisor
immediately after it is received so that arrangements to accommodate your absence may be made.

While taking time off to appear as a witness, you are expected to report for work whenever the court schedule
permits. Time off to appear as a witness is unpaid. However, you may use up to 10 days of flexible vacation time.
You may also keep any appearance, witness, or mileage fees paid by the court.

DOMESTIC VIOLENCE, SEXUAL ASSAULT AND STALKING VICTIMS

An employee who is a victim of domestic violence, sexual assault or stalking may take time off in order to obtain
judicial relief to help ensure the health, safety or welfare of the employee or his or her child.

You may also take time off for any of the following: (1) to seek medical attention for injuries caused by domestic
violence, sexual assault or stalking; (2) to obtain services from a domestic violence shelter, program or rape crisis
center as a result of domestic violence; (3) to obtain psychological counseling related to an experience of domestic
violence or sexual assault; or (4) to participate in safety planning and take other actions to increase safety from
future domestic violence, sexual assault or stalking.
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If you need time off on account of domestic violence, sexual assault or stalking, you should notify your supervisor as
soon as possible so that arrangements to accommodate your absence may be made. If advance notice is not
possible, you must provide appropriate written certification of the reason for your absence upon your return to
work.

The Company will make reasonable efforts to maintain the confidentiality of any employee requesting time off on
account of domestic violence or sexual assault. You should also advise us if you need reasonable accommodation,
such as a modified schedule, change of work number or increased security measures if you are concerned for your
safety at work.

Time off on account of domestic violence or sexual assault is unpaid. However, you may use up to 10 days of flexible
vacation time.

VICTIMS OF CRIME

An employee who is a victim of a felony, or whose spouse, registered domestic partner, child, stepchild, sibling, step
sibling, parent, or step parent is a victim of a felony, may take time off in order to attend judicial proceedings relating
to the crime. The Company will not discriminate or retaliate against you in any way for your appearance at any
proceeding where you or someone else is a victim of a crime.

If you need such time off, you must give your supervisor a copy of the notice of the scheduled proceeding. If advance
notice is not possible, you must provide a copy of documentation relating to the judicial proceeding within a
reasonable period of time after your return to work. Time off for this purpose is unpaid. However, you may use up
to 10 days of flexible vacation time.
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SEPARATION FROM EMPLOYMENT

RESIGNATION

If you find it necessary to resign your employment with the Company, you are asked to give at least two (2) weeks
advance notice to your supervisor, in writing, specifying your last day of work, but this is not required.
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RECEIPT AND ACKNOWLEDGMENT

This is to acknowledge that | have received a copy of the CORE Contracting, Inc. Employee Handbook. This Handbook sets
forth the terms and conditions of my employment as well as the rights, duties, responsibilities and obligations of my
employment with the Company. | understand and agree that it is my responsibility to read and familiarize myself with all of
the provisions of the Handbook. | further understand and agree that | am bound by the provisions of the Handbook,
particularly the provision relating to the mandatory, binding arbitration of any employment-related dispute. | understand
that by agreeing to arbitration, | am waiving the right to a trial by jury of the matters covered by the "Arbitration Agreement".
| understand that if | have any question about any portion of this Handbook, | may direct those questions to James Moore
including the arbitration agreement.

WHETHER OR NOT | HAVE SIGNED A SEPARATE AGREEMENT TO ARBITRATE, | UNDERSTAND THAT MY EMPLOYMENT WITH
THE COMPANY IS SUBJECT TO BINDING ARBITRATION, WHICH IS SET FORTH IN THE “ARBITRATION AGREEMENT”. THIS
AGREEMENT TO ARBITRATE CONSTITUTES A WAIVER OF ANY RIGHT THAT THE COMPANY OR | MAY HAVE TO BRING AND
PURSUE ANY CLAIM IN A COURT OF LAW WITH A TRIAL BY JUDGE OR JURY. | UNDERSTAND AND ACKNOWLEDGE THAT THE
AGREEMENT TO ARBITRATE CONTAINS A WAIVER OF MY ABILITY TO ACT AS A CLASS REPRESENTATIVE IN ANY CLASS ACTION
PROCEEDING OR TO PARTICIPATE IN ANY CLASS PROCEEDING AS A MEMBER OF A CLASS. ARBITRATION PROVIDED FOR
UNDER THIS AGREEMENT IS THE EXCLUSIVE METHOD TO RESOLVE ANY DISPUTES OR CONTROVERSIES THAT THE COMPANY
ORI MAY HAVE, WHETHER OR NOT ARISING OUT OF MY EMPLOYMENT OR TERMINATION OF THAT EMPLOYMENT WITH THE
COMPANY.

| understand the Company has the right to amend, modify, rescind, delete, supplement or add to the provisions of this
Handbook, as it deems appropriate from time to time in its sole and absolute discretion except where prohibited by law. |
further understand that my employment is at will and no manager, supervisor, or other employee of the Company, other
than James Moore, can enter into an agreement for continued or indefinite employment or employment for a specific term,
position, or rate of pay, and that any such agreement must be in writing signed by both me and James Moore.

My signature below certifies that | understand that the foregoing agreement on at will status is the sole and entire agreement
between the Company and me concerning the duration of employment and the circumstances under which my employment
may be terminated. It supersedes all prior agreements, understandings and representations concerning my employment
with CORE Contracting, Inc.

Dated:

EMPLOYEE SIGNATURE

PRINT NAME
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NON-HARASSMENT POLICY

Harassment in employment, including sexual, racial and ethnic harassment, because of race, color, religion, sex or
gender, sexual orientation, gender identity or expression, pregnancy, marital status, national origin, citizenship,
military and veteran status, ancestry, age (40 or over), physical or mental disability (an impairment that limits a
major life activity), medical condition (cancer-related or genetic characteristic), genetic information as well as any
other harassment forbidden by law, is strictly prohibited by the Company. Employees who violate this policy are
subject to discipline, including possible termination.

e “Gender Expression” means a person’s gender-related appearance or behavior, whether or not
stereotypically associated with the person’s sex at birth.

e “Gender identity” means a person’s identification as male, female, a gender different from the person’s sex
at birth, or transgender.

e “Sex” includes, but is not limited to, pregnancy; childbirth; medical conditions related to pregnancy,
childbirth, breastfeeding; gender identity; and gender expression.

e “Transgender” is a general term referring to a person whose gender identity differs from the person’s sex
at birth. A transgender person may or may not have a gender expression different from social expectations
of the sex assigned at birth. A transgender person may or may not identify as “trans sexual.”

Forms of prohibited harassment include, but are not limited to:
e Visual conduct, including displaying of derogatory objects or pictures, cartoons, or posters; or
e Verbal conduct, including making or using derogatory comments, epithets, slurs, and jokes.

In addition, sexual harassment is defined by the regulations of the Fair Employment and Housing Commission as
unwanted sexual advances, or visual, verbal or physical conduct of a sexual nature. Sexual harassment includes
gender harassment and harassment on the basis of pregnancy, childbirth or related medical conditions, and also
includes sexual harassment of an employee of the same gender as the harasser. This includes, but is not limited to,
the following types of offensive behavior:

e Unwanted sexual advances;
e  Offering employment benefits in exchange for sexual favors;
e Making or threatening reprisals after a negative response to sexual advances;

e Visual conduct, including leering, making sexual gestures, displaying of sexually suggestive objects or
pictures, cartoons or posters;

e Verbal conduct, including making or using derogatory comments, epithets, slurs, and jokes;
e Verbal sexual advances or propositions;

e Verbal abuse of a sexual, racial or other prohibited nature, graphic verbal commentaries about an
individual’s body, sexually degrading words used to describe an individual, suggestive or obscene letters,
emails, texts, notes or invitations;

e  Physical conduct, including touching, assault, impeding or blocking movements; and
e Using nicknames or terms of endearment with a racial, sexual or other prohibited connotation.

Examples of sexual harassment include (a) an employee being fired or denied a job or an employment benefit
because the employee refused to grant sexual favors or because he or she complained about the harassment; (b) an
employee reasonably quitting his or her job to escape harassment; or (c) an employee being exposed to a hostile
work environment. Conduct need not be motivated by sexual desire to be considered sexual harassment.

Managers and supervisors are prohibited from providing favorable treatment to employees with whom they are
involved in a consensual sexual relationship. Employees may also be personally liable for their own harassment.
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COMPLAINT AND INVESTIGATION PROCEDURE

Regardless of whether the action occurred on or off Company premises, if you believe that you have been
discriminated against or you have been harassed by a co-worker, supervisor, agent, vendor or customer or other
third parties or visitors; have witnessed possible discrimination and/or harassment; or if you believe that the
Company or another employee has violated any applicable law in the conduct of the Company’s business, you have
a duty to immediately bring the incident(s) to the attention of James Moore. If you do not feel that the matter can
be discussed with your Supervisor, you should contact an Officer of the Company and arrange for a meeting. Any
supervisory or managerial employee who receives such a complaint must promptly report it to James Moore. If you
do not feel comfortable going to your Supervisor, you may also report your complaint of harassment to James
Moore.

The description of the incident(s) can be given verbally or in writing.

The matter will be thoroughly investigated, with confidentiality maintained to the extent possible. We will track and
document all steps in the investigation process. After reviewing the evidence, a determination will be made
concerning whether reasonable grounds exist to believe that discrimination, harassment and/or a violation of law
has occurred. It is the obligation of all employees to cooperate fully in the investigation process. The persons
involved will be advised of the determination if appropriate.

The Company will take action to deter any future discrimination, harassment and/or violation of law. The Company
considers any discrimination, harassment, and/or violation of law to be a serious offense which can result in
disciplinary action for the offender, up to and including discharge. In addition, disciplinary action will be taken
against any employee who attempts to discourage or prevent another employee from bringing discrimination,
harassment and/or a violation of law to the attention of management.

The Company wants to assure all of its employees that measures will be undertaken to protect those who complain
about discrimination, harassment and/or a violation of law from any coercion, intimidation, or retaliation due to
their reporting an incident or participating in an investigation or proceeding concerning such an incident. The
Company will provide appropriate options for remedial actions and resolution when warranted and will provide a
prompt response to any complaint.

If any employee believes that the above procedure has not resolved a complaint of discrimination or harassment,
that employee may contact the Federal Equal Employment Opportunity Commission or the California Department
of Fair Employment and Housing who 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 for the
Department of Fair Employment and Housing and www.eeoc.gov for the Equal Employment Opportunity
Commission.

No action will be taken against any employee in any manner for filing a complaint with, or otherwise participating in
an investigation, proceeding or hearing conducted by the DFEH or the EEOC with respect to discrimination or
harassment.

Dated:

EMPLOYEE SIGNATURE

PRINT NAME
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