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WELCOME TO

The following pages contain information regarding many of the policies and procedures of
ViewRenew Inc. These policies are a condition of
employment. Labor relation laws require that all employers maintain a written policy that is
applied non-discriminately to all employees.

If you have questions or need assistance reviewing this document, please contact:
Phone Number: 242-297-0440

Office hours are:
Monday through Friday: 9:00am - 4:00pm
Saturday: OFF
Sunday: OFF
Our main phone number is: 4144221237
For life threatening emergencies call: 911
For facility emergencies call: 242-488-1495 (GARRETT PFARR)

DISCLAIMER
This handbook is intended only to outline the employment policies, procedures and
benefits of viewRenew Inc. This manual is not intfended to be
all-inclusive and should not be considered to be an employment contfract.
ViewRenew Inc. reserves the right to change employment policies, procedures,
benefits or this manual at any time without nofice. It is the responsibility of the employee to
stay abreast of policy. ViewRenew Inc. will make every effort to

notify employees of any policy changes, additions or deletions. Said changes willimmediately
become a part of this manual.

INTRODUCTION
ViewRenew Inc. Mission Statement

To fulfill the needs and dreams of our clients and employees.

Career Opportunities.
To see each and every employee reach their highest potential is our priority. Our best to
provide opportunities, training, education and guidance whenever possible. Be sure to con-
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tact your immediate supervisor to discuss any questions you may have.

Open Door Policy
Our objective is to provide a work environment free from elements that would deter

employees from performing their best work. Any or all concerns may be expressed through our
open door policy. The management team at ViewRenew Inc. maintains
this open door policy so you can discuss any issues you may have. Please feel free to express
your concerns about work related or personal matters. We will always welcome your input.
If you feel you have been discriminated against in any way, we encouraged you to express
your concerns through this open door policy.

Code of Conduct
Employees of ViewRenew Inc. are to conduct themselves in a
responsible, professional and ethical manner. Report any unethical, dishonest or inappropriate
behavior to your immediate supervisor.

Any of these reported allegations will be investigated by ViewRenew Inc.
management feam members. The management team will then determine the appropriate
means for resolution. Employees found to be conducting themselves in an unethical, dishonest
or inappropriate manner may be subject to disciplinary action, up to and including termina-
tion.

DocUMENTED WORKERS

Worker Documentation
The Immigration Reform and Control Act outline requirements for worker documentation,
via a Form |-9, as follows:
Every U.S. employer must have a Form I-9 in its files for each new employee, unless:

The employee was hired before November 7, 1986, and has been continuously employed
by the same employer.

Form I-9 need not be completed for those individuals:

Providing domestic services in a private household that is sporadic, irregular, or intermittent;
providing services for the employer as an independent contractor (i.e. carry on independent
business, contfract to do a piece of work according to their own means and methods and are
subject to control only as to results for whom the employer does not set work hours or provide
necessary tools to do the job, or whom the employer does not have authority to hire and fire);
and
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Providing services for the employer, under a contract, subcontract, or exchange entered
into after November 6, 1986. (In such cases, the contractor is the employer for -9 purposes; for
example, a temporary employment agency.)

ViewRenew Inc. requires employees to submit a Form I-9. All
new employees must complete Section 1 of a Form I-9 no later than close of business on
his/her first day of work. The employee’s signature holds him/her responsible for the accuracy
of the information provided. No documentation from the employee is required to substantiate
Section 1 information provided by the employee.

ViewRenew Inc. reserves the right to revise this policy without
notice to comply with state and federal law.

EMPLOYMENT

Equal Opportunity Employment
Employees are hired based solely on viewRenew Inc. personnel
requirements and the qualifications of each individual candidate.

We will not tolerate nor condone discrimination due to age, race, color, religion, sex, nation-
al origin or disability. We will comply with the spirit and letter of all local, state and federal laws
pertaining to employment. Furthermore, we will not discriminate due to age, race, color,
religion, sex, national origin or disability when making decisions regarding termination of
employees.

Any questions or concerns regarding any aspect of this policy should be directed to the
Administration Department.

Eligibility for Employment
Federal law requires both new and re-hired employees to provide documentation of
eligibility to work in the United States as well as the appropriate legal identification. A properly
submitted form 1-9 is required for employment.

Familial Employment
ViewRenew Inc. will allow family members and relatives of employees
to be considered for employment, provided they are qualified for the position and there is no
conflict of interest. Hiring decisions will be the exclusive responsibility of the President,
ViewRenew Inc. and the Administration department.

HIPAA Notice and Privacy Practices
The Health Insurance Portability and Accountability Act (HIPAA) include components to
ensure that your personal health information is protected so that individuals are not afraid to
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seek health care or to disclose sensitive information to health professionals. It is designed to
ensure that protected health information is protected during its collection, use, disclosure and
destruction of records at ViewRenew Inc. . Breach of this
policy should be reported to the Administration Manager.

Moving Expense for Relocation
ViewRenew Inc. will not pay relocation expenses for new
hires or employees offered positions requiring relocation.

Part Time Employment
ViewRenew Inc. offers part-time employment positions.
Employees who work 29 hours or less per week will be considered part time. Any questions
regarding benefits for part-time workers will be directed to the Administration Manager.

Employment of Minors
Employees must be 18 years of age or older. Occasionally we may hire students or others
who are under 18 years old. This must be approved in advance by the President,
and the Administration Department.

Minimum Wage
ViewRenew Inc. adheres strictly to minimum wage standards as
outlined by the United States Government.

Criminal Convictions
Criminal convictions are taken seriously at ViewRenew Inc. We
reserve the right to disqualify any applicant for employment that has been convicted of a
criminal offense.

Furthermore, conviction of a crime while employed with the company may result in immedi-
ate termination. ViewRenew Inc. will make every effort to evaluate
the nature and circumstances of the conviction. With the safety and well-being of other
co-workers, convicted employees may be subject to disciplinary action, up to and including
termination.

Violence
Threats of violence and acts of violence are strictly prohibited. Employees threatening or
committing acts of violence will be subject to disciplinary action, up to and including termina-
tion. You, as an employee of ViewRenew Inc. , are required to
report any such activity fo your immediate supervisor, or to the Administration department.

Weapons
Weapons are generally defined as guns, knives and other objects universally considered
a weapon by the vast majority of society. A “weapon” can also be any object that would do
harm to another being when used as such. For the purpose of enforcing this policy,
ViewRenew Inc. shall deem any such object as a “weapon”.

Possession of weapons is prohibited on company property and while on duty performing
company business at any location. Any employee on duty or on company premises in posses-
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sion of a weapon will be subject to disciplinary action, up to and including termination. You, as
an employee of ViewRenew Inc. , are required to report any
weapon possession to your immediate supervisor or the Administration Department.

Alcohol, Drugs & lllegal Substance Abuse
Possession of alcohol, illegal drugs or other illegal substances is strictly prohibited on com-
pany property, or while on duty in the employment of ViewRenew Inc.

Furthermore, employees are not permitted to report for duty while under the influence of
alcohoal, illegal drugs or other illegal substances. Employees failing to adhere strictly to this
policy will be subject to disciplinary action, up to and including termination. You, as an
employee of ViewRenew Inc. , are required to report any suspicious
activity to your immediate supervisor or to the Administration Department.

Sexual and Other Unlawful Harassment
It is the priority of viewRenew Inc. to provide a working
environment free from discrimination and sexual harassment.

The E.E.O.C. (Equal Employment Opportunity Commission) has provided a broad definition
of sexual harassment. It is general in nature and may not always be clear when evaluating
everyday situations.

“Unwelcome sexual advances, requests for sexual favors, and other verbal or physical
conduct of a sexual nature constitute sexual harassment when:

1. submission fo such conduct is made either explicitly or implicitly a term or condition of an
individual's employment,

2. submission to or rejection of such conduct by an individual is used as a basis for employ-
ment decisions affecting such individual, or

3. such conduct has the purpose or effect of unreasonably interfering with an individual’s
work performance or creating an intimidating, hostile, or offensive working environment.”

Sexual harassment refers to inappropriate sexual behavior in the workplace. It is offensive,
unwelcomed behavior which would not occur but for the sex of the offended person. Both
sexual harassment, and accusations of sexual harassment, are disrupting to the work environ-
ment.

If you, or a co-worker, experience what you believe to be sexual harassment or accusations
of sexual harassment, report it immediately to your supervisor or the Administration Manager.

ViewRenew Inc. will investigate any employee, regardless of
job position when such allegations are made. Based on the available information,
ViewRenew Inc. will take appropriate action and communicate the issue on a

need-to-know basis.

Disciplinary action, up to and including termination, will be taken against any individual for
sexual harassment charges that have been determined valid.
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Domestic Violence Statement

ViewRenew Inc. recognizes that domestic violence can have an
adverse impact on employee’s job performance and may also impact co-worker's perfor-
mance.

ViewRenew Inc. will assist employees affected by domestic

violence, both the victim and the abuser within reasonable guidelines. Information will remain
confidential as long as the safety of others is not at risk.

Job Postings
ViewRenew Inc. will post available hiring positions for consideration
of current employees.

Seniority
ViewRenew Inc. considers length of continuous service when
making decisions for advancement, job placement, layoffs or staff reductions. Other factors
may also be considered in these important decisions.

Credit Union
ViewRenew Inc. is not affiliated with a credit union.

Employment Evaluation
All employees will be under “evaluation” for the first 60 Days of employment. Your imme-
diate supervisor will be responsible for evaluating your performance, culture fit, aptitude and
compatibility with other co-workers. At the end of the evaluation period, you may be invited
to become a full-time employee, which may entitle you to additional benefits. Your employ-
ment will be terminated if the information from your evaluation indicates you do not qualify.

Bonus Checks
Bonus checks are a reflection of the success of ViewRenew Inc.
and vary with the general economy and company profits. The bonus program may be
reduced or eliminated at any time, for any reason.

Stock Options
ViewRenew Inc. does not offer stock options to employees.

Personnel File

ViewRenew Inc. maintains a confidential personnel file for
each employee. Employee files are the responsibility of the Administration Department.
Employees must acquire permission to view his or her personnel file from the Administration
Department. These files are the property of ViewRenew Inc. ; These
documents may not be altered or removed by the employee. Every reasonable effort is made
to keep the information confidential; access is limited to staff members who require access to
perform their job functions. Copies will not be distributed to any third party unless mandated to
do so by a court of law.
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PolLicies & PROCEDURES

Attendance
Punctual attendance is mandatory for efficient job performance. In cases of absence for
any reason, notify your immediate supervisor as well as the front office as soon as reasonably
possible. Poor attendance, absence without nofification or habitual tardiness will be subject to
disciplinary action, up to and including termination.

Parking
ViewRenew Inc. employees can park in the street.

Employees adhere here to alternate side overnight parking rules when returning the trucks.

Work Schedule Requirements
Due to the variations in work load, and based the on demand of our customers, it is our
responsibility to meet critical deadlines, sometimes with littfle notfice. As a result, you may be
required to work overtime be it pre-planned or spontaneous. Overtime is mandatory when
required; it is a condition of employment.

Staff Meetings
There is a daily Technician and Inside Sales meeting, Monday through Saturday, at 7:30
am. All Technicians, Office staff and Sales staff are required to attend. You are not required to
aftend the meeting if it is your day off.

Staff meetings occur once every month. Everyone is required to attend regardless of the
team members scheduled day off.

Bulletin Boards
Bulletin boards are placed in designated areas throughout the facility. They display notic-
es and announcements for employees to review. It is the responsibility of each employee to
review the information posted several times per week.

Suggestion Box
ViewRenew Inc. always encourages employees to submit
suggestions, comments or new ideas which may benefit the company or employee working
conditions. If you have any suggestions or recommendations, it can be submitted to the
Administration Manager. If you wish to remain anonymous, every precaution will be made
to preserve your privacy.

Time Sheets
Every employee working hourly are required to turn in daily time sheets reflecting the
hours they worked. Management personnel and salaried employees are not required to turn
in time sheets. Failure to properly record and submit hours may result in lost wages.

Lunch Break
Lunch breaks are optional and can vary in length of fime. Schedules may vary from
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employee to employee, based on their work schedule, and from one department to another.
It is the responsibility of your immediate supervisor to establish your lunch break schedule.

Breaks
Breaks are optional at ViewRenew Inc. and may be taken as needed.

Workplace Dress Code

ViewRenew Inc. encourages office employees to dress
comfortably, and with consideration given to maintaining a professional appearance.
ViewRenew Inc. office employees must wear a name tag or wear
anViewRenew Inc. logo shirt. Technicians and Assistants must wear

company uniforms (see Uniform Policy) during working hours while on the viewRenew Inc.
premises. Employees must be considerate of the company’s image as well as your image with
customers and your co-workers.

Medical Attention
ViewRenew Inc. requires employees to immediately notify a supervisor
when medical attention is required for any reason, including accident or iliness. Employees
requiring transportation to a medical facility must be taken by frained medical personnel.
Transportation and medical costs are the responsibility of the employee.

Compensation
Compensation for employment is based on performance. Rates are established by
mutual agreement between the employee and ViewRenew Inc.
Raises are based on performance, growth and productivity. All requests for salary increases
and/or promotion will be fairly considered by supervisors and the Administration department.

Employment is based on an as-needed basis. Employees are not guaranteed tenure or
retirement benefits.

Overtime
All hourly employees, who have worked over 40 hours per week, and between Monday
and Sunday, qualify for a rate of 150% of the employee’s regular hourly pay. All overtime must
be approved in advance by your immediate supervisor in order to qualify.

All hours worked during the work week that are calculated in the total for overtime must be
hours actually worked. Vacation, sick days and personal days do not count in the calculation
of overtime.

Mileage Expense for Business Use of Personal Vehicle

ViewRenew Inc. will compensate an employee for use of
their personal vehicle in the fulfilment of company business. All expenses must be pre-ap-
proved by your immediate supervisor. If approved, a fee of 50 cents per mile will be paid for
documented business travel.

Wage and Salary Disclosure
Compensation programs are confidential between the employee and
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ViewRenew Inc. . Disclosure of wages or compensation to any
third party or other employee is prohibited and could be grounds for termination.

Payroll Schedules
Employees are paid weekly. Regardless of shift schedule, the work week begins on
Sunday and ends the following Saturday. Payday is every Friday. In the event payday falls on
a holiday, paychecks will be distributed the day before the holiday.

Paychecks
Payroll checks shall be distributed on payday as established in the Payroll Schedule sec-
tion of this handbook. Federal, state and any other required taxes will be withheld from wages
along with any voluntary deductions.

Payroll Deductions for Federal Tax, State Tax, FICA and Medicare
As required by law, ViewRenew Inc. withholds taxes from
employee earnings, as well as social security (FICA) and Medicare.

Working Away From The Office
Electronic media opens the door to new opportunities for working away from the office.
As a general rule we allow this practice. However, there may be certain times remote employ-
ees are required to work in the office at viewRenew Inc.

If you wish to consider this option discuss it with your immediate supervisor. If the supervisor
agrees, they will request authorization from the Administration Department. Monitoring proce-
dures may be put in place during the off-site working arrangement. All arrangements for such
activities are considered temporary and may be terminated without notice.

Performance & Evaluation Reviews
Scheduled performance and evaluation reviews will outline the competencies you need
to perform your job functions successfully. Your conftributions to your department and
ViewRenew Inc. are also reviewed and documented. Your
supervisor will discuss job requirements for your duties and identify your specific skills. Together
you will establish plans for your growth and development. All performance reviews will
become a permanent part of your personnel file.

Reimbursement of Expenses
Expenses to be reimbursed by ViewRenew Inc. must be
approved by the Administration Manager prior to the expenditure. To receive reimbursement,
you must provide the Administration department with receipts for all expenses (other than per
diem or mileage).

We appreciate your expenditures on behalf of ViewRenew Inc.
and will reimburse you on your next paycheck after we receive a valid receipt.

If you require an advance for expenses, see your immediate supervisor.
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Reporting Personal Information Changes
Employees must notify the Administration Department whenever a change in their
personal information is made to be filed with ViewRenew Inc. . This
includes address, phone number, income tax withholding information, emergency contacts,
and any information which may impact your insurance coverage, if applicable.

Gifts, Entertainment & Meals

ViewRenew Inc. employees and their families are not allowed
to give or receive business gifts, favors, meals or entertainment to or from any customers or
suppliers of ViewRenew Inc. , except as approved by the President,

Garrett Pfarr

If you or a co-worker is approached to give or receive such gifts, you are required to
request permission from the Administration Department immediately.

Visitors
Due to the nature of our business, visitors are not allowed in production or restricted areas.
All visitors who are not visiting for business purposes will be restricted to the regular lobby area.
All business visitors must have authorization to enter production areas. See your immediate
supervisor for authorization. Notify a supervisor immediately if you become aware of any
unauthorized visitors.

Personal Property

ViewRenew Inc. is not responsible for personal property of
employees in facilities, vehicles or parking areas. Any personal items brought on premises
deemed inappropriate by ViewRenew Inc. . will be removed

without notice. As always, be considerate of the company’s image as well as your image with
customers and co-workers.

Personal Cell Phones and Text Messaging
Use of personal cell phones for calls and text messaging is not permitted during standard
working hours. If you have an emergency situation, contact your immediate supervisor.
Employees shall not use a cell phone or any other electronic device while driving a company
vehicle unless it is connected to a hands free device. NO TEXTING IS PERMITTED.

Personal Safety

At ViewRenew Inc. the safety of our employees is a
top priority. We will make every effort possible to ensure the safest working environment possi-
ble. If you have suggestions or concerns, discuss them with your immediate supervisor or the
Administration department. If you feel you are in danger performing your job duties, stop
working and report the hazard to your immediate supervisor. Failure to comply with all health,
safety and environment policies and procedures may result in disciplinary action, up fo and
including termination.

Food & Beverage
Food and beverages may be brought into the office areas and vehicles. When eating,
be very careful within immediate proximity of any computers, servers, related hardware,
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application storage areas or production equipment. There is no eating or drinking allowed
while operating a company vehicle. Employees should be mindful of potential business visitors
within the work area.

Smoking
Smoking is prohibited in any location on viewRenew Inc. property,
in company vehicles, or on a client’s property.

Office Parties
Office parties for employees of ViewRenew Inc. may be held
on company premises with permission from Garrett Pfarr. Alcoholic beverages are not
allowed at any functions.

Solicitation
As a courtesy to other employees, ViewRenew Inc. does not allow
solicitation of political information or items for sale. Solicitation involving fundraisers for school
projects may be considered. See your immediate supervisor for approval.

Moonlighting
Due to conflict of interest, viewRenew Inc. prohibits employees
“moonlighting” services provided by ViewRenew Inc. . Failure to

comply with this policy will result in disciplinary action or termination of employment.

CoMPANY PROPERTY

Confidential Information Security
As a matter of course, employees of ViewRenew Inc. will
have access to confidential and proprietary information. This information includes, but is not
limited to, personnel information, pricing, client lists, contractual agreements, intellectual
property and marketing/sales strategies. It is a condition of employment that you not disclose
this information to third parties during or after employment. Disclosure of ViewRenew Inc.
confidential information without express written approval is prohibited.

Facilities Security
It is the responsibility of all employees to make sure the facilities and work areas are
secure. Any employee entrusted with facility keys or combinations to locks, are responsible to
enure the facility is secure when that employee is the last to leave. See your immediate super-
visor if you will be left with this responsibility. This includes, but is not limited to, turning off appro-
priate lights, closing and locking all the doors, locking vehicles and setting the security alarm.
Report any potential security risks to your immediate supervisor.

Office Supplies, Postage & Company Accounts

ViewRenew Inc. postage, postage systems, shipping accounts
and accounts with various vendors and suppliers are to be used for company business pur-
oses only. Improper use may result in disciplinary action, up to and including termination.
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Company Vehicles
Use of company vehicles for personal purposes is prohibited, unless you have permission
from a manager. If you have been assigned a company car, it should be used strictly for
company business and for tfravel to and from company business locations and activities. ONLY
EMPLOYEES OF ViewRenew Inc. ARE ALLOWED IN COMPANY
VEHICLES. Employees found to be using company vehicles for personal use may be subject to
disciplinary action, up to and including termination.

Company Equipment
Company property, such as laser printers, copiers, computers and all production tools,

are to be used for ViewRenew Inc. business purposes only.
Unauthorized use of equipment may result in disciplinary action, up to and including termina-
tion.

Your designated work area, desks and cabinets are not to be locked with personal locks. If
you need assistance securing company property see your immediate supervisor.

Phone Systems, Voice Mail and Personal Calls
Telephone systems are in place to provide business services of the company. Employees
are to limit the personal use of these items. Long distance calls for personal use are prohibited.

Conservation and Recycling
Conserving energy and resources is a priority at viewRenew Inc.
Employees are required to conserve power and water in all reasonable ways, whenever
possible.

COoOMPUTER RELATED

Computers and Related Equipment
ViewRenew Inc. provides employees access to computers,
printers and other equipment, when needed, only to perform their job requirements. This
equipment is to be used exclusively for the business activities of ViewRenew Inc.
Employees found to be using company computer equipment for personal use may be subjec’r
to appropriate disciplinary action, up to and including termination.

Employees are required to keep their computers and related equipment in good working
order. If any of your equipment needs service, repair or maintenance, notify your immediate
supervisor.

Employees shall not use company systems to knowingly violate any city, state or federal
laws.

Computer games and personal software may not be installed on company equipment.
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Company equipment shall not be used to create or store personal information or projects.

Company equipment shall not be used to store or display images depicting violence, sexu-
ally explicit material, or racially offensive material.

Software installed on company computers must be properly licensed and installed at the
direction of the computer systems supervisor.

Employees are not permitted to download any software (free or otherwise) without express
permission from the computer systems supervisor.

Internet
Company computer systems, connected to the internet, are connected for business
purpose only. Accessing the internet for personal use is not acceptable, Employees are
prohibited from allowing any third party to use company provided computers or internet
services.

Conducting company business on the internet must be done following all guidelines and
policies for conducting business in conventional settings.

Do not expect privacy on company computers. Our software and systems have the capa-
bility of tracking each visit, each email, each chat and each file transfer, by every computer
on the system.

ViewRenew Inc. maintains the right to limit internet access.

ViewRenew Inc. will comply with any reasonable requests from
low enforcement to review internet activities of any employee.

While accessing the internet, employees should be fully aware of the global reach of the
media. Employees are required to maintain a high level of dignity and be mindful that they
represent ViewRenew Inc. to the world at large while online.

For protection of the company network and proprietary information, security measures have
been installed on the systems. No employee shall, under any circumstances, attempt to
disable or circumvent these security measures.

E-Mail & Electronic Communication
Company provided email is provided for business purposes only. Business e-mail is not to
be used for personal use.

All emails, sent or received, are company records and as such, are accessible to appropri-
ate staff members.

No anonymous emails can be sent from company systems. All employees are required to
identify themselves by name and email address.

Chat room participation is prohibited except for business related forums which require
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approval from your immediate supervisor.

PoLicies FOR LEAVE OF ABSENCE

Personal Leave of Absence
ViewRenew Inc. will make every reasonable effort
to consider personal leave of absence. Many factors are considered when determining eligi-
bility for personal leave of absence and is granted or denied solely at the discretion of
ViewRenew Inc.

Sick Leave
See the 'viewRenew Inc. ‘Personal Leave of Absence
Policy’.

If you are sick and unable to attend work or if you must leave before the end of your shift
because of iliness, notify your immediate supervisor as early as reasonably possible.

Personal Time
ViewRenew Inc. does not offer paid time off as part of
compensation packages.

Short-Term Disability Leave
Notify your immediate supervisor or the Administration Department in advance when you
plan to use short-term disability leave for scheduled medical procedures or pregnancy related
disabilities. ViewRenew Inc. reserves the right to verify any employee’s
inability to perform job duties through consultation of medical experts selected by
ViewRenew Inc.

Unpaid Family & Medical Leave
ViewRenew Inc. employees are eligible to take unpaid leave as
per the terms of The Family and Medical Leave Act of 1993. Consult the Administration Depart-
ment for details and notify your immediate supervisor if you choose to take an unpaid leave of
absence.

Funeral Leave
ViewRenew Inc. will provide reasonable fime off for employees
to attend funerals of friends and loved ones. In the event of a death in the immediate family
of the employee, up to 3 days of unpaid time off will be granted to attend to family matters
and funeral arrangements. Additional unpaid time off may also be granted. Contact your
Supervisor concerning your specific needs.

Jury Duty
Notify your immediate supervisor if you are summoned for Jury Duty. Time off from work
will be granted as necessary in compliance with applicable law.
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Military Duty
In accordance with requirements of the law, ViewRenew Inc. will provide military leave
of absence and reinstatement for qualifying employees.
Severe Weather Closings
In the event the company must close for the day due to severe weather or emergencies, the
company will make every reasonable effort to nofify you. If weather conditions are so severe
that you are unable to travel to work, contact your immediate supervisor.

No Call No Show
Our customers expect their service to be completed on time as promised. Failure to show up to
work is breaking our promise to serve them. One No Call No Show will lead to a 5 day
suspension, two will lead to firing.

BENEFITS
Overview
Benefits to employees are provided at the will of ViewRenew Inc. .
ViewRenew Inc. reserves the right to modify or eliminate bene-

fits without notice under conditions of law. The benefits listed herein are intended to be a
general description only. Details of specific benefits are outlined in the documentation for the
benefit program.

Eligibility
To qualify for benefits an employee must be considered full time and have completed a

minimum of thirty (30) days continuous employment with ViewRenew Inc.
To qualify for vacation benefits, a full fime employee must have completed one full year
continuous employment. Full fime employees are employees who have been assigned a
regular 40 hours per week work shift. Employees scheduled for less than 40 hours weekly are
not eligible. ViewRenew Inc. reserves the right to, without
notice, revise these eligibility requirements.

If you have questions, please contact the Administration Department.

Group Medical Insurance
ViewRenew Inc. pays 0 % of premium costs for coverage
of eligible employees. Coverage is available through the current plan for dependents. Any
additional premium cost for the employee and all premiums for dependent coverage are the
responsibility of the employee. Employee portion of premiums must be paid through payroll
deduction. Details of the plan are available through the Administration Department.

Dental, Vision, Life & Disability Insurance Policies
ViewRenew Inc. offers Supplemental insurance policies to eligible
employees wishing to participate. Contact the Administration Manager for details.

401K Plan
ViewRenew Inc. does offer a 401K plan to employees at this time.
Contact the Administration Manager for details.
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Retirement
ViewRenew Inc. does not offer a retirement plan at this time.

Worker's Compensation
State and federal law governs eligibility requirements. All premium costs are paid by
ViewRenew Inc. . Claims are paid directly to employees. All employees are
expected to return to work immediately upon release by their physician. Employees are
required to report job-related injuries immediately. Failure to comply could result in difficulty
with the employee’s claim.

Report to your immediate supervisor all accidents or injuries.

Holidays
ViewRenew Inc. provides the following holiday schedule for all
employees. Eligible employees qualify for paid holidays. Non-qualifying employees are
required to take the days off without pay unless otherwise approved in writing by your immedi-
ate supervisor.

Holiday Schedule:

Memorial Day paid

Independence Day paid

Labor Day paid

Thanksgiving Day paid

December 25th (that occurs during the week) paid

New Years Day (that occurs during the week) paid

Employees wishing to observe national-origin holidays or religious holidays not listed in the

Holiday Schedule must obtain permission from their immediate supervisor for time away from
work.

Vacations

ViewRenew Inc. provides paid vacation time for all eligible employees.
To qualify for vacation benefits a full fime employee must have completed one full year con-
tinuous employment. Employees are encouraged to take a vacation every year. If you wish to
work through your vacation and carry paid vacation over to the following year, you must get
approval from your immediate supervisor and notify the Administration Manager. Salaried
employees may not be paid for vacation time if they choose not to use it. Hourly employees
may be paid for vacation time, with approval from the Administration Manager.

Additional non-paid vacation days may be considered in order to extend vacations provid-
ing you acquire written approval from your immediate supervisor. Workloads are considered
when choosing to grant or deny these requests. For more information, see the * viewRenew Inc.

Vacation/Personal/Sick Day Policy’.

COBRA
ViewRenew Inc. , iIn accordance with federal law offers
continued medical benefits to employees who lose eligibility for coverage via termination or
other circumstances. COBRA (Consolidated Omnibus Budget Reconciliation Act) provides
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employees and their qualified beneficiaries the opportunity to continue health coverage
under the company’s health plan. The employee pays full cost for coverage at our group rate,
plus an administration fee.

The Administration department will provide details of COBRA coverage and procedures for
applying at the time an employee loses eligibility.

Education - Tuition Reimbursement
Employees wishing to participate in trade-specific training will be reimbursed of all of the
cost of tuition and books for classes. Authorization from their immediate supervisor must be
granted prior to enrolling in classes.

Not all education programs qualify and tuition reimbursement may vary depending on the
chosen courses. See your immediate supervisor for details. ViewRenew Inc. reserves the right
to modify or eliminate this program without notice.

Employee Discounts

ViewRenew Inc. offers full-fime employees a discount on our
products and services. Discounts vary depending on the products or services. If you wish to
take advantage of discounts offered, contact your immediate supervisor.

DiscIPLINE POLICIES

Problem Resolutions
The solution to most problems is often found through communication. We will make every
reasonable effort to assist in solving problems or disputes amongst employees.

We recommend the following:

For disputes between employees, first discuss the problem between the two employees and
make every attempt to resolve it. If no resolution is reached, both employees together should
approach a supervisor and allow the supervisor to participate in the resolution. If a resolution is
not reached, it should be turned over to Management. Management will gather and review
allinformation and provide a solution with the best interest of all parties.

If a supervisor is involved as a party in the initial dispute, it must be tfurned over to Manage-
ment.

Decisions of Management will be final.

Violation of Company Policy
Employees found to be in violation of company policy will be given official notice of the
infraction. All reasonable attempts to resolve the problem will be made to constructively




ViewRenew Inc. | EMPLOYEE HANDBOOK

resolve the situation. Appropriate disciplinary action, up to and including termination, may be
taken if the violation continues.

Employees who believe they have been falsely charged with an infraction can appeal the
charge to the Administration department. All appeals must be in writing clearly defining the
reason you believe the charge was false. The Administration department will review all avail-
able information and make a ruling. All decisions of the Administration department are final.
Notices of violation, appeals and final disposition documentation will become a permanent
record in the employee’s personnel file.

TERMINATION OF EMPLOYMENT

Termination
Employees of ViewRenew Inc. are not given tenure. The
employee of ViewRenew Inc. may choose to terminate employ-

ment at any time. All Employees are hired and work “at will”.

Employees choosing to terminate their employment with ViewRenew Inc.
are required to return all company property to theirimmediate supervisor before leaving the
premises on their final day of employment. Upon receipt of all company owned property
including uniforms, the employee will receive their final paycheck. The paycheck will be issued
on the next payroll date provided the employee has returned all company property in good
condition and met all other company requirements.

ViewRenew Inc. may terminate employment at any fime for any
reason. If an employee is terminated for any reason, they will be escorted from the premises
immediately. Any personal property, plus their final paycheck will be given to the employee
upon compliance with company policy and receipt of all company owned property.

The Administration department will provide opportunity to all employees leaving

ViewRenew Inc. to have an exit interview. Request for exit interviews must be
made with reasonable time for the Administration Department to schedule the interview.
ViewRenew Inc. considers personnel files confidential. Any request for

employment confirmation will be provided only with employment dates, positions held and
eligibility for re-hire.

Severance
ViewRenew Inc. does not offer severance benefits for
employees terminating employment for any reason.
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ACKNOWLEDGEMENT

| have read the policies outlined in this handbook. | understand that while this is not an
employment contract | am bound to abide by the policies set herein.
| further understand that A+ Powerwashing and Roof Cleaning, Inc. may modify, revise and
update policy and/or this manual at any time. | am also aware that this updating may include
additions or deletions.

| also certify that | have had ample fime to discuss this handbook and its contents with A+

Powerwashing and Roof Cleaning, Inc. representatives and | fully understand the contents.
With this knowledge | accept the policies outlined herein as a condition of employment.

Employee signature

Date

ViewRenew Inc. . reserves the right to make changes to this
handbook for the purpose of modifying, revising and updating company policy and this
manual. Notice of changes will be posted on the bulletin boards and become a part of this
manual. Violation of any company policy may result in immediate termination
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