GROWMARK

P.O. BOX 2500 - BLOOMINGTON, IL 61702-2500 = (309) 557-6000 = http://www.growmark.com

February 19, 2018

City of Urbana Human Relations Office
Attn: Vacellia Clark

400 South Vine Street

Urbana, Illinois 61801

Dear Ms. Clark:

Per your request, included are the documents for GROWMARK, Inc.’s (d/b/a Illini FS) renewal
for an Urbana EEOC Certificate of Compliance (“Certificate™). Our current Certificate is set to
expire on March 31, 2018. As you may recall, a co-worker and I came to your Commission
meeting Wednesday, December 13, 2017. We appreciate the Commission taking the time to
help us strategize and provide us with many helpful resources and suggestions to enhance our
current diversity and inclusion efforts. We have already begun to enhance our continuing good
faith efforts to implement some of these new efforts, however, goal attainment takes time.
Because of this, we are requesting for a Certificate extension approval of one year or more.

Sincerely,

Kristen Kubsch, SHRM-SCP
Affirmative Action/EEO Analyst
kkubsch@growmark.com

309-557-6138

Enclosures

AFFILIATED WITH FARM BUREAU ¢ ILLINOIS, IOWA, AND WISCONSIN



HUMAN RELATIONS OFFICE

t] VACELLIA CLARK City of Urbana
oty Interim Human Relations Officer 400 South Vine Street
URBANA PHONE: (217) 384-2455 Urbana, IL 61801

vpclark@urbanaillinois.us

1/10/2018

Certificate Type: Urbana EEO Certificate of Compliance
Expiration Date: 3/31/2018

NOTICE OF EXPIRATION OF
RBANA EEO CERTIFICATE OF COMPLIANCE

This notice is to inform you that your company’s Urbana EEO Certificate of Compliance expires
on the above referenced date. To renew, please submit FORM: Urbana EEO Workforce
Statistics Form (Rev. 09/2015) to the Human Relations Office (HRO) by mail or e-mail to
hro(@urbanaillinois.us.  For your convenience, renewal forms, guides and templates are found

vendorscontractors.

A Not wals: If the term of your contract with the City extends beyond the
expiration date of your certification, it is your organization’s responsibility to submit an updated
EEO Workforce Statistics Form prior to your expiration date. Additionally, please be advised of the
following:

e It is your obligation to note the expiration date of your certification and to ensure that all
documentation necessary for recertification are submitted to the City in a timely fashion;
failure to do so may result in a loss of certification.

e Ifyou fail to maintain certification status and are deemed to be non-compliant as set forth in
Section 2-119 of the Urbana City Code, your organization will forfeit any monies paid by the
City during the period of non-compliance.

The Human Relations Commission is committed to diversity in the workforce. Thank you for your
commitment to meeting your EEO responsibilities and for your interest in doing business with the
City of Urbana. If you have any questions or concerns, please feel free to contact me at (217) 384-
2455.
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EQUAL EMPLOYMENT DPPORTUNITY (E.E.0.) WORKFORCE STATISTICS FORM

Please complete the sections below as instructed. Failure to properly complete this form may
result in a delay or denial of eligibility to bid or do business with the City of Urbana.

Section |. ldentification

|. Company Name and Address:

Name: (ﬂZC\LL.“\’Y\{\{Z \é\ \ i({ :

d/b/a: T ({1 S

Mirsss: SO € (Dnovwvorsity Aue

City/State/Zi: A 2 \O OO L\ L | u@\ &0

Telephone Number(s) include area code: - 300 - < 57 - (4| 2 &
Check one of the following
Corporation | ¥ | Partnership | Individual Proprietorship | | Limited Liability Corp. |

FEl Number: 31 ~O% 1S 214 | Social Security Number: L &

2. Name and Address of the Campany's Principal Office (answer anly if nat the same as above)

Name: (52 U e, A

Miess: \ 1O\ Vouooroa BruQ

City/State/Zip (5\00MNVX \"\L’Z'"‘\ \ ’_\- - I (C 'r/f \

3. Major activity of your company (product or service): \"F e\

4, Project on which your company is bidding:

5. City of Urbana contact staff assigned to contract:




SECTION ll. Policies and Practices

Description of EEQ Policies and Practices YES | NO
| A. | Is it the Company's policy to recruit, hire, train, upgrade, promote and discipline persons without
2 regard to race, color, creed, class, national origin, religion, sex, age, marital status, mental | ~ /
and/or physical disability, personal appearance, sexual preference, family responsibilities, i

matriculation, political affiliation, prior arrest, conviction record, or source of income 7
B. | Has someone been assigned to develop procedures, which will assure that the EED policy is
implemented and enforced by managerial. administrative. and supervisory personnel? If so,
please indicate the name and title of the official charged with this responsibility.
Name: M.RASTEAL) YURSCN

Tie: WAL EEOD Prol\sS) /’&
Telephone: 209 S5 T- GI3E

Email: 1 ¢UAERSC R Geouwmnae ¥, o
C. | Does the company have a written Equal Employment Opportunity plan or statement? Note: If no, 8
copy of an EED statement is enclosed. You must attach an EED Statement in order to be | « /
considered eligible to do business with the City of Urbana. Questions? (217) 384-2455 or Il N
hro@city.urbana.il.us.
0. | Has the company developed a written policy statement prohibiting Sexual Harassment? You must
attach a copy of your company's Sexual Harassment Policy in order to be considered | ‘I\
eligible to do business with the City of Urbana.
| E. | Have all recruitment sources been notified that the company will consider all qualified applicants

‘ without regard to race, color, creed, class, national origin, religion, sex, age, marital status, | ./

mental and/or physical disability, personal appearance. sexual orientation, family responsibilities, X\
matriculation, political affiliation, prior arrest, conviction record, or source of income?
F. | If advertising is used, does it specify that all qualified applicants will be considered for

s employment without regard to race, color, creed, class, national origin, religion, sex. age, marital
status, mental and/or physical disability, personal appearance, sexual orientation, family f
responsibilities, matriculation, palitical affiliation, prior arrest, conviction record, or source of h
income?
B. | Has the contractor notified all of its sub-contractors of their obligations to comply with the Equal | ~/
Opportunity requirements either in writing, by inclusion in subcontracts or purchase orders? /K
H. | Is the company a state certified minority/women owned business? If yes, please attach a copy of
state certification. X
. | Does the company have collective bargaining agreements with labor organizations? X
J. | I you answered yes to Question "I, have the labor organizations been notified of the company's
responsibility to comply with the Equal Employment Opportunity requirements in all contracts with | ——7 -
the City of Urbana? ) ‘Q“)\ N
K | Does your company perform construction, rehabilitation, alteration, conversion, demalition or A SN ~
repair of buildings, highways or other improvements to real property? (If yes, please complete % s (;_K ™
Table B.) e
|| Are you currently seeking to renew an existing or expired Urbana EED certification? (If yes, you |
need to complete Table C.) X
X AL \We 00 MO\ ANELL VIR O O b Yo oy OYoN&sY
, - : s _ _
ee\dS  ertdiang CONAMOGRS dve @ & oMer aressy O
conucxhon (eCCr "Qh T UJe (-‘I\(-_'\ Y WAL - QmoQo Y Q. CQSE (\"5
3l ONONYS\S (Posy - W) YO RRCNVG AF Yo O ens @

S Jod (e \OECH .
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SECTION lll. Employment Information

IMPORTANT: Please complete the company workforce analysis on the bottom of this page. Use the number of employees as of the most recent payroll period.
You must complete this form in its entirety, as instructed and submit your organization's (1) EEQ Statement and (2) Sexual Harassment Policy

in order to be eligible to do business with the City of Urbana. For detailed descriptions of the Job Classifications see attached descriptions. If
minorities and females are currently under-represented in your workforce, please attach a copy of an explanation of your plan to recruit and hire

qualified minorities and females.

TABLE A - TOTAL CONTRACTOR/VENDOR WORKFORCE

Black or African- American Indian
White (Not of American (Not of Hispanic or Asian or Pacific | or Alaskan Native
Job Categories Dverall Totals Hispanic Origin) Hispanic Origin) Lating Islander
M| F M F M
Dfficials & Mars a :)\ 5’ Z Z’ Dﬂ \
Professionals \ \ \
Sales Warkers 3 7 2|
3% 3 |50 >

Office & Clerical g | 6 (‘)- |

Craft Warkers

M

\
Technicians . ‘ q

\ L.\

YN S NS SIS
HB O B a|e B SBs

FHo B lals b Plklal-

(WA
NJicdia el eeie S S SAE

o lelsp R ores|-

B 1B eHa - o e[S -

(Skiled) M| P @

(ug:r;?tgﬁ;ed] Gl | | ™M B )
E::I::?ir:d} o|® o | ¢

Service Workers (I Ct" q d CD .,

TOTAL “og 31122 } R

M = MALE, Column B is sum of Rows 0, F, H, J and L
F = FEMALE, Column [ is sum of Rows E, G, |, K and M,

Date of above Data: OL | 0.5 | 701 &




TABLE B* - EMPLOYEES TO BE ASSIGNED TO CITY OF LRBANA CONTRACT

Job Categories | TOTAL BLACK OTHER MINORITY
EMPLOYEES EMPLOYEES EMPLOYEES
M F M F M F M F
Ufficiais.ﬁ Mgrs q L1 Q") G ) QS q‘) »QS @
Professionals \ ¢ Cl\ CD G’) q (7 ¢
Technicians \ §)) g’w b CD Q‘z’ q) D
Sales Workers r\ Z/ LT“' d\' Cb CD d.' C ;
Office & Clerical Ll q% q\ @ ® Cb Q"\, (]9)
g [ 0D @ @ @ |0 [
s [\OID [T | (D [G |G| D
Service Warkers @ d} @ @ Q‘j\ 05 , @
™ 16zl el0 o

*Totals included in Table B should be a
projection of numbers of persons to be
employed in the performance of the City
contract.

For Contractors: Data provided in
Table B will be verified by worksite
inspections.

TABLE C - WORKFORCE TURNOVER SINCE PREVIDUS EED REPORT \(1(\ | 1) s

Job Categories | TOTAL MINORITY MINDRITY

EMPLOYEES EMPLDYEES EMPLOYEES

SEPARATED SEPARATED HIRED

M F W F F M_|_F

Dfficials & Mgrs O‘ @ CB Q_ _Q_ %
Professionals ‘ @ @ Cf* (B @ Y
Technicians Z_ @ @ d», Cﬁ 73 .d\
Sales Workers & @ (D d§ @ Q‘,.
Office & Clerical CF 2 Q\ ® 2. (P )
s~ | [0 | P || |@ | AD
ey | 0P| 7| P Q | ®
(sl S @ [P © 10 d
Service Workers (}' Q) @‘ d) Q (T )
TOTAL L\ \ = g ) L~ l )




SECTION IV. Certification

By signing below, the company certifies that it has answered all of the foregoing questions truthfully to the best of its
knowledge and belief and agrees that it/he/she will comply and abide by the City of Urbana's Code of Ordinances (Section 2-
119).

ﬁfb’)flz%ﬁa h ut o _Kasden 3. Yubee)N
Signature v Printed Name and Title

ACE ol Peon | £EO | e \}g \

ruesse Y@ Grouwnnew Y. (0NN 0ZI0T] 201%
E-mail Address Date

SECTION V. Verification

Prior to submitting this form, please check the answers to the following questions to verify your completion of this form:

i Did you fill in all of the appropriate boxes in the table in Section IIl, including the “TOTAL” row?

YES \IK NO

2. Have you enclosed your company's EED statement?

wss_ﬁ_ NO______

3. Have you enclosed your company's Sexual Harassment policy?

VES_X_ N___




DEFINITIONS OF TERMS LISTED DN
THE WORKFORCE STATISTICS FIRM

{8z praviows Fage)

DESCRIPTION OF RACE/ETHNIC CATEGDRIES

ftace Jethnic designations &5 used: by the Dapartment do ot deeote scientific
definitions of antiropolagicel erigms. Far the purpeses of L report. 3n emplnyee
may be irchided i the group te which he or she appenrs 1o belan, entiffes with,
ar s regarded In the community g8 belonging. Bowsvar, no persao shoyld be
counted In mare than zg race/ethnin group. The cese/slhnic catagories for this
rEQIOM are

Whites {Nat of Hiepanit arigin). Al parsons having eriging in any of the original
peeples of Eurape. Horth Alfrics or the Midde Fast

Black gf Africon-Amsrican (Kot of Hispanic orfgin). Al porsons having origing
in any of the Black racial groups of Alrica.

Higge or Lating, All persone of Mexican, Puerto Riean, Gulsan, Cartral of South
American. or other Spanish cullure or crigin, regardless of race.

Asizn or Pacifis lslander, All persans having origins any of the ariginal peeplas of
the Far East. Snutheast Asia. the indian Subsontinent, or (e Pagific lslands. This
gren incfudes, for examgly, Ching, Indin, Japan, Korea, the Philippine lelands and
Samos,

Amaricap Indion pr Alsskan Netive. Al persons having origins in any of Lhe
crigingl peaples of Horth America. and whe maintgin culiural Wentification Hrough
tribal effiliation or community recognition,

DESCRIPTION OF JUB CATEBORIES

Each employee should be counted in enly ane |ob categary. Selest the category
containing the jobs most simdsr to thet performed by the empliyze. The jobs finied
m gach ceiegory ere intended tz provide an exemple. ool @ complzte bat, of 2l job
titles falling inta thal calegary.

DHficksls_snd mapagers. Deoupstiong eequirmg -adminisirative and manageriad
personnel who set brosd policies. exercise overall respansitility for exsoution of
these policies, and direct individus! departments or special phases of firm's
operations.  Inchides: officials, executives, middle menagement, plant managers.
deporiment manegers. snd superistandenls, salaried supervisars who are
members of management, purchasing agants and buyers, railrosd conductors and
yerd masters, ship copteins. mates snd othar officers farm uperatoes and
managers, and kindred workers.,

Prafessionals. Ooeupations reguiring either collge gradustion or experience of
such kind and emount #s Lo provide o cowparable Bsckground  bcludes:
geeountents erd suditnrs, mirplane pifots end mawmgetors, erchitects, arlists.
chemists, designers. diztilians. editors, engmeers.  layars,  {hrerians,
malhematicians, naturel scisntist, repsiered professionel nurses, perseane! ani
fakar relettons specialist, physicet sciemist. shysivians. sactl soipntist, teschers,
surveyrs and kindrad workers.

Technicisns. Dccupations requiring @ comtbinstinn of basic scientilic knowledge and
manual skili which can b obtainsd theough 7 years of past high schoo! education,
suh s is nlfered in mmany techncal institutes snd union eolleges. o theaugh
squivalent on-tha-jh training.  Inchde: compuler programmers, draflers,
engineefing aidgs. junioe engiaeers. mathamatical aides. linensed, practisal or
voostiona! nurses, photagraphers, radio operatars. ssientilic essistants. technizal
itustratars, technizians (medical, dentsl, elentranic, physizel science). and kindred
warkers.

Sales. Oroupations engeging wholly or primasily in direet safling,  Includes:
gdvertising agents and setes workers, insurance sgents end brakers, real estate
ugents. gnd brokers, stock and band sales warkers. demanstrators. sales workers
and sales clerks, grocery clerks, and cashiers/checkers, and kindred workers.

DHice snd tlerical, Includes all clerical-type werk regsrdfess of level of difficully,
whers the activities are prederuasstly non manual though seme manoel wark ool
directly invelved with altering e trargporting the products is inchded. Inchudes:
bookkeepers, cellecters (hills and ancuints). messengers sad offize helpers, office
machine speretors (incleding computer), shipping and recewing clerks,
stenographers, typists and sacretaries. talegragh and teleghone operaters. legal
assisiants, and kindred workers,

Cesft workers (skilled). Manual workers of refstively Righ skdl level having »
thurough and comprehensie knowledga of the prozesses invalved in their work.
Exercise considerable indepandent judgment and usually receive an extensive
periad af training. Inchudes: the buitding tradss. houely paid supervisars end lesd
operetors wha are nol membars of accupations. compositors and typesetiers,
glectricians, angravars, peinlers (pensfruclion and mamtenance), motlen picture
projechanists, pattern and maodsl makees, stalionery hand paintsrs. costers.
bakers, decorating ocoupatisns, and kindred workars. '

Dparativas (semiskilled}, Workers who eparate meshian or processmp quipment
or perform ather faclary-type duties nf imaemadite shill lavel which can be
mastered i a faw weeks and requir onlp Timited teaining, Inchudzs: spprenlices
{suta service and stitchers. dryers, lurnace workers. hesters. lsundry snd dry
cleaning aperatives, milfingrs. ming nperetives ond lsborers. moter nperslors.
oifers end greasers {except putn). painters (manefachured srtisles), photographiz
prasess wirkers, troek ang tractor drivers, knittlng, Janging, taping and weaving
maching operatars, welders and flame cullers. elanteical and electronic pyuipment
assemblars, bulchers end meatooblers. wspectors. lesters and gradees.
hanidpackers and packagars, and kindred workers,

Labarers {srskillzd). Workers in manua! cocopations whith generally reguire no
speial traiing wha perfarm elementary duties that may be learned in a few days
and reyuire the applisation of Lt ar no independant judgment Invludas: gavage
labiorars, car washers snd greasars, groundskespers snd gardensrs, farmwopkers,
stevedores, wood cheppers, Ishorars paeforming fifting, digging. mixing, loading dnd
puing aperatian and kindred workers.

Servicy workers, Workers tn both protective snd nonprotective service
oecupations. Includzs: Attendants (hospitel end ather instittians, professional end
persanal sarvice, inclding nurses aides. and orderlies), berbers. charwarkers and
tleaners, canks. counter wnd fountain workers, slevator sperators, frefightars end
lire protection. puards. doorkeapers, stewasds. jenitors. polce offizers and
detactives. porters, waiters nd wailresses. ambsement and recrestion facilitine
altendants. guidas. ughers, sublic transportatmn attendints, and kindred workerx,
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EQUAL EMPLOYMENT OPPORTUNITY POLICY STATEMENT

Employment decisions at GROWMARK will be based on merit, qualifications, work history, abilities, and
business needs in order to provide equal employment and advancement opportunities to all qualified
individuals.

GROWMARK will not discriminate against any employee or applicant for employment because of the
individual's race, color, sex, sexual orientation, gender identity, age, religion, national origin, disability,
marital status, protected veteran status, or any other characteristic protected by applicable law.
GROWMARK will recruit, hire, train and promote persons in all job titles, and ensure that all other
personnel actions are administered, without regard to race, color, sex, sexual orientation, gender identity,
age, religion, national origin, disability, marital status, protected veteran status, or any other characteristic
protected by applicable law and ensure that all employment decisions are based only on valid job
requirements. The Company will comply with any and all state or federal laws or regulations pertaining to
equal employment opportunity and affirmative action which are applicable to the Company or its
employees, including any such laws that may arise because of the Company's contractual relations with the
federal government or any state government, or divisions thereof.

The Company is a federal government contractor and is subject to Executive Order 11246, Section 503 of
the Rehabilitation Act of 1973 and the Vietnam Era Veterans Readjustment Assistance Act of 1974 which
require government coniractors to take affirmative action to employ and advance in employment qualified
minorities, women, persons with disabilities, and protected veterans. GROWMARK's offirmative action
programs have the total support of its top management and the Company's Board of Directors.

Employees and applicants shall not be subjected to harassment, intimidation, threats, coercion or
discrimination because they have engaged in or may engage in any of the following activities in good

faith:

1) Filing a complaint of discrimination or harassment;

2) Assisting or participating in an investigation, compliance evaluation, hearing, or any other activity
related to the administration of the affirmative action provisions of Executive Order 11246,
Section 503 of the Rehabilitation Act of 1973, the Viemnam Era Veterans' Readjustment Assistance
Act of 1974 (VEVRAA), or any other federal, state, or local law requiring equal opportunity;

3) Opposing any act or practice made unlawful by the above laws or regulations; or

4) Exercising any other right protected by the above laws or regulations.

As required by federal law, the Company has developed written Affirmative Action Plans for minorities,
women, people with disabilities, and protected veterans. These Affirmative Action Plans include audit and
reporting systems that, among other things, measure the effectiveness of the programs. The Affirmative
Action Plans for people with disabilities and protected veterans (excluding certain data metrics per
federal regulations) are available for review by employees and applicants during regular business hours
by contacting the Company's human resources department. The Company's Senior Manager, Talent
Acquisition, Aubrey Freitag, is responsible for implementation of the Affirmative Action Programs.

With this policy statement, | am reaffirming my and the Company’s support for our equal opportunity and
affirmative action programs and reminding all employees of the expectation that they comply with these
policies at all times.

JimSpradlin ’
Chief Executive Officer
September 1, 2017



Fair Employment

Unlawful treatment of any kind is not acceptable at the Company. No Company employee will be
subjected to discrimination, harassment or retaliation by any other Company employee.

Equal Employment Opportunity

The Company will not discriminate against any employee or applicant for employment because of race,
color, sex, sexual orientation, gender, pregnancy (including childbirth, breast feeding or related medical
conditions), gender identity or expression, age, religion, national erigin, ancestry, mental or physical
disability, marital status, veteran status, genetic information or any other characteristic protected by
applicable law. Additionally, the Company will take affirmative action to ensure that applicants are
employed, and employees are treated during employment, without regard to any characteristic protected
by applicable law. Such action shall include, but not be limited to the following: employment, upgrading,
demotion or transfer, recruitment or recruitment advertising; layoff or termination; rates of pay or other
forms of compensation; and selection for training, including apprenticeship.

All employees share in the responsibility for assuring that by their personal actions, the Company's Fair
Employment, Equal Employment Opportunity and Non-Discrimination, Anti-Harassment/Sexual Harassment
and Anti-Retaliation policies are effective and apply uniformly to everyone. Any employees, including
managers, who are found to have engaged in discriminatory, harassing or retaliatory practices will be
subject to disciplinary action, up to and including termination of employment.



Compliance Program

The Company’s Compliance Program and Code of Conduct reaffirms the Company’s policy of conducting
its business both legally and ethically. The Code of Conduct standards apply to all of the Company’s
businesses and include the expectation that those acting on its behalf will comply with the law. These
standards also refer employees to more complete the Company's policies on matters such as intellectual
property, antitrust, accounting, etc., through cross-references and computer links on the Company Intranet
via https://central.growmark.com

The full text of the Code of Conduct may be found at:
https: //central.growmark.com /human-resources /compliance /Documents/Compliance Program Full.pdf

A summary of the Code of Conduct is available at:

resources /compliance /Documents/Compliance Program Summary.pdf

It is a condition of employment that all the Company employees must be familiar with and comply with the
Compliance Program and Code of Conduct in the discharge of their duties. Employees also will be asked
to execute an acknowledgement of compliance annually which will be maintained in employees' employee
files.

Non-Discrimination, Anti-Harassment/Sexual Harassment and Anti-

Retaliation

All employees have an opportunity to work in an environment free of discrimination, particularly
discrimination against an individual because of the individual's race, color, sex, sexual orientation, gender,
gender identity or expression, pregnancy (including childbirth, breast feeding or related medical
conditions), age, religion, national origin, ancestry, physical or mental disability, marital status, military
status, genetic information or any other characteristic protected by applicable law. The Company does not
tolerate harassment or discrimination in any form against any group. The Company values and respects all
of our employees and visitors and all employees are responsible for assuring that the Company and each
of its facilities are free from harassment and discrimination. Inappropriate or offensive behavior, actions,
words, jokes or comments based on an individual's race, color, sex, sexual orientation, gender, gender
identity or expression, pregnancy (including childbirth, breast feeding or related medical conditions), age,
religion, national origin, ancestry, physical or mental disability, marital status, military status, genetic
information or any other characteristic protected by applicable law will not be tolerated and may
constitute harassment or discrimination. The Company will take affirmative steps to end any such conduct,
up to and including termination. Retaliation against an employee for engaging in legally protected activity
is strictly prohibited.

The Company also prohibits harassment in any form, including sexual harassment, because of an
employee's race, color, sex, sexual orientation, gender, gender identity or expression, pregnancy
(including childbirth, breast feeding or related medical conditions), age, religion, national origin, ancestry,
physical or mental disability, marital status, military status, genetic information or any other characteristic
protected by applicable law. Harassment of applicants for employment, vendors, suppliers, members,
visitors and /or outsiders who may have business with the Company also is prohibited.

Harassment is verbal or physical conduct by an employee or any individual (including applicants for
employment, vendors, suppliers, members, visitors and/or outsiders who may have business with the
Company) that denigrates or shows hostility or aversion foward an employee because of race, color, sex,
sexual orientation, gender, gender identity or expression, pregnancy (including childbirth, breast feeding



or related medical conditions), age, religion, national origin, ancestry, physical or mental disability, marital
status, military status, genetic information or any other characteristic protected by applicable law, that:

1. has the purpose or effect of creating an intimidating, hostile, abusive or offensive working
environment; or

2. has the purpose or effect of unreasonably interfering with an individual's work performance; or

3. otherwise adversely affects an individual's work performance.

This includes acts that are intended to be “jokes” or "pranks” but that are hostile or demeaning with

regard to race, color, sex, sexual orientation, gender, gender identity or expression, pregnancy (including
childbirth, breast feeding or related medical conditions), age, religion, national origin, ancestry, physical or
mental disability, marital status, military status, genetic information or any other characteristic protected by
applicable law.

Sexual harassment, in particular, includes unwelcome sexual advances, sexual jokes or comments, requests
for sexual favors or other unwelcome verbal or physical conduct of a sexual nature when:

1. submission to such conduct is made, either explicitly or implicitly, a condition of employment; or

2. submission to or rejection of such conduct is used as a basis for employment-related decisions such
as promotion, discharge, performance evaluation, pay adjustment, discipline, work assignment, or
any other condition of employment or career development; or

3. such conduct otherwise unreasonably interferes with work performance or creates an intimidating,
abusive or offensive working environment.

Sexual harassment can take many forms. Sexuval harassment may be verbal (examples include: sexual
innuendo, suggestive comments, insults, humor or jokes about sex or a person’s anatomy, or sexual
propositions), non-verbal (examples include: suggestive or insulting sounds, leering, or obscene gestures),
visual (examples include: posters, signs or slogans of a sexual nature), and physical (examples include:
touching, unwelcome hugging, kissing, pinching or brushing of the body). It is against the Company policy
and applicable law for any employee to engage in sexual harassment. As part of this policy, no employee
or other individual (including applicants for employment, vendors, suppliers, members, visitors and/or
outsiders who may have business with the Company) may sexually harass any Company employee.

No employee will suffer adverse employment consequences as a result of making a good faith complaint
or taking part in the investigation of a complaint.

False and frivolous charges refer to cases where the accuser is using a sexual harassment complaint to
accomplish some end other than stopping sexual harassment. It does not refer to charges made in good
faith which cannot be proven. Given the seriousness of the consequences for the accused, a false and
frivolous charge is a severe offense that can itself result in disciplinary action, up to and including
termination of employment.

Employee Report / Investigations / No Retaliation

If employees have a complaint of harassment or discrimination at work by anyone, including managers,
coworkers, vendors, suppliers, members, visitors and /or outsiders, they must report the complaint. It is the
obligation of all employees to report any and all known or perceived harassment or discrimination to their
supervisor, manager, other members of management, the Company Human Resources Division or to the
Company Compliance Officer. It is required that employees cooperate with and provide the Company an
opportunity to investigate and resolve workplace concerns. Employees are encouraged to use the chain of
command, but are not required to speak to their manager prior o contacting the other individuals listed
above.



Employees will not be retalicted against for using this policy in geod faith or for engaging in legally
protected activity, Any employee found to have retaliated against an employee who hos used this policy
in good faith or engaged in legally protected activity will be subject to disciplinary action, up to and
including termination, It Is the obligation of all employees to report any and all known or perceived
retaliation to their supervisor, manager, other members of management, Human Resources or to the
Compliance Officer. Employees are encouraged to use the chain of command, but are nat required to
speck to their manager prior 16 confacting the other individuals listed above.

All complaints will be investigated in o timely manner, and os far as o complete investigotion ollows, will
be kept confidenfial to the greciest extent possible, Complete confidentiality, however, cannoct be
promised. If the Company determines that harassment, discrimination or retaliciion hos oceurred, any
employee who has engaged in such prohibited acts or behaviors will be issued appropriate disciplinary
action, which may Include termination of employment.



