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Team Member Welcome Letter

On behalf of the organization’s leadership, | would like to welcome you to The Animal Health
Organization (TAHO) team. We hope that you will take pride in your employment here and enjoy
being a member of our animal care family.

It is important to understand that each and every one of our team members and volunteers
directly contributes to the success of our organization. As our organization grows we hope you
will seek opportunities for personal and professional growth.

The purpose of this handbook is to familiarize you with TAHO policies. | believe team members
are happier and more valuable when they know what they can expect from our organization and
what our organization expects from them. In this handbook, | introduce you to our organization’s
history, values, culture, and goals. | expect you to incorporate that information into your
day-to-day performances, striving to meet our organization's values in everything you do.

The remainder of this handbook will familiarize you with the privileges, benefits, and
responsibilities of being a TAHO team member. Please understand that his handbook can only
highlight and summarize our organization’s policies and practices. For more detailed information
or to address any questions, please do not hesitate to reach out to me directly.

As a young and rapidly growing organization, circumstances are constantly changing. As a result,
we may have to revise, rescind, or supplement these policies from time to time. Nothing in this
handbook functions as a contract or a promise. These policies can change at any time, for any
reason, and without notice. TAHO team members will be notified in writing of any changes
iffwhen they occur.

| hope that you will enjoy working with us here at TAHO. Our door is always open to you. Feel
free to reach out to our leadership any time. | believe you will find your employment here to be

rewarding, challenging, and fun. Together we can achieve the goals we desire.

Sincerely,

Myke Davis, President/Executive Director

Attention: This handbook is intended to be a handy resource guide, and in no way implies or
creates a contract between The Animal Health Organization and the employee.



TAHO Mission Statement

To fill the needs of countless animals and their families by providing access to high quality
veterinary medical care, food, supplies, and support to keep animals happy, healthy, and in loving
homes.

About The Animal Health Organization

TAHO is a low-cost and community driven/mission based organization. Organized by our founder,
Myke Davis, in April 2017 and opened to the public in January of 2018.

Address:
7206 Gooding Blvd
Delaware, OH 43015

Phone Number:
(740) 549-1950

Primary Email:
Contact@AnimalHealth.us

Website:
www.AnimalHealth.us

OUR PROGRAMS:

Veterinary Medical Care:

TAHO operates a full service veterinary hospital providing preventative medicine, general
care, urgent and emergency care, surgery, 24/7 hospitalization, radiology, dentistry, exotic
pet care, hospice/end-of-life support, euthanasia, and more. We are nationally recognized
as a leader for our high-volume spay/neuter program by the ASPCA. Our products and
services are low-cost to ensure that all pets are able to receive the medical care they
need and deserve.

Trap-Alter-Return Program (TARP):

TARP is our humane and effective solution to addressing the overpopulation of feral cats.
This program saves lives, reduces the number of animals in local animal shelters through
spay and neuter, and helps reduce disease transmission through vaccination and testing.
In addition, we address any and all medical concerns before being released.

Shelter Diversion:

We work with pet owners, shelters, and local rescue organizations to keep pets out of
animal shelters. We do this by providing financial assistance for veterinary care and
supplies, re-homing assistance, temporary housing, and by animal rescue and adoption.
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Animal Rescue, Rehabilitation, and Adoption:

ARRA takes in unwanted or undesirable animals and provides them with medical care,
rehabilitation, and training to ensure they’re able to find a loving forever home. We accept
animals that are surrendered by their owners only after they have consulted with our
Shelter Diversion program to determine if there is an alternate solution.

Community Outreach:

We assist in providing pets of low-income or homeless families with pet food, shelters,
safety and enrichment supplies, and discounted veterinary medical care. This program
also provides pets of homeless individuals with free basic and emergency veterinary
medical care.

Disaster Relief:

TAHO assists in providing emergency response in disaster situations around the nation.
Our disaster relief team consists of volunteers that are ready to travel at a moments
notice to help provide veterinary care and dispense food and supplies to pets in need.

ASPCA - Humane Alliance Partnership

TAHO partners with the ASPCA to ensure we are continually providing the highest standard of
care possible in our Spay/Neuter program. As a long-standing national organization with
unlimited resources, the ASPCA acts as a skilled and well-organized mentor to our surgical and
shelter teams.

Non-Profit Partnerships

TAHO offers exclusive partnerships to nonprofit animal rescue groups that not only benefit the
organizations but also have a positive impact on the animals in their care. Our partnering
organizations receive discounted medical and surgical services and supplies, VIP scheduling,
marketing partnerships, periodic use of our facilities/properties, and much more. TAHO
investigates and monitors each partner to ensure they are reputable and truly benefiting the
animals in their communities.

Attention: This employee handbook is for the sole purpose of helping the employees of TAHO
gain a better understanding of our hospital’s workplace policies and to engender a spirit of open
communication. This handbook shall in no way imply nor create any contractual obligations or
promises by TAHO towards any employee.
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General Terms of Employment

Organizational Structure

The following is TAHO’s organizational leadership structure or chain of command. As a growing
organization, this chain of command will grow and change on an ongoing basis. Team members
will be notified of any changes/additions in writing as they occur.

President/Executive Director:
¥
Medical Director and Hospital Manager
¥
Clinical Supervisors
¥
Medical Team and Client Service

Employment At Will

The employment relationship between the employee and The Animal Health Organization,
hereafter referred to as “TAHO?”, is for an unspecified term and considered employment at will.
No one other than the organization’s Executive Director has the right or authority to enter into any
written or verbal agreements contrary to the foregoing. Consequently, the employment relations
with any employee, regardless of employment category, can be terminated at will, at any time, by
either the employee or the employer, with or without cause.

Business Hours
TAHO is open and staffed Monday-Friday 7:00am-7:00pm although the daily schedule is broken
up as follows to maximize efficiency:

Surgical/Inpatient Admission takes place between 7:00am and 8:30am Monday-Friday.
Surgical/Inpatient Release takes place between 5:00pm and 7:00pm Monday-Friday.
Outpatient Appointments are available between 11:00am - 7:00pm Monday-Friday.

TAHO is closed on weekends (although 24/7 inpatient care may continue). Saturday hours may
be added periodically in the future to accommodate community vaccination/wellness clinics.




Employment Categories

Eligibility for benefits and the scheduling of compensation is determined by employment
category. Employment category does not determine the rate of compensation. These general
categories represent positions within the organization that define various employer and
employee responsibilities and benefits.

Salaried Employees (Veterinarians/Management): Employees who are salaried, and who
are not covered by labor regulations which concern wages and hours in professional, technical,
clerical, etc., occupations and who are not entitled to overtime pay.

Full-Time Employees: Defined as employees who are hired into a full-time position and
work an average of 35 or more hours per week over a period of three consecutive months.
Under special circumstances such as iliness, a full-time employee may work fewer hours for up to
three months without losing full-time status. Full-time employees are eligible for available
employee benefits subject to terms, conditions, and limitations of each benefit program.

Part-Time Employee: An employee who is hired for a part-time position and works less
than an average of 35 hours per week over a period of three consecutive months. Part-time
employees are generally not eligible for benefits of any kind.

Volunteer: An individual who is not employed by the organization. This individual
assumes no responsibility and receives no compensation or benefits whatsoever. Volunteers are
required to complete and sign the volunteer release form to release TAHO from any liability.
Volunteers must be at least 18 years of age - or over 15 years of age with written parental
consent.

Holidays
TAHO is closed in observance of the following holidays:

New Years Day Memorial Day Independence Day
Labor Day Thanksgiving Day Christmas Day

Employees may be paid for holidays, depending upon their employment category and status.

Employee Parking

Employees must park their cars only in designated areas: in the side parking lot in the spots
furthest to the back. It is expected that employees will always park their cars so that the most
convenient spaces are left for our clients.




Hiring and Onboarding

Recruiting and Hiring

TAHO is committed to a policy of equal employment opportunity for all job applicants and
employees. Employment decisions shall comply with all applicable laws prohibiting discrimination
in employment, as well as any applicable State, Federal, and Local laws.

As an organization that is only as good as their team members, we search as widely as possible
for talented and motivated individuals to fill vacant positions. We encourage our team members
to assist in recruiting efforts whenever possible. Additionally, we look within our team to fill vacant
positions. All future job postings will be posted internally. We encourage all team members to
apply for any future openings that may interest them.

Nepotism Policies

TAHO will usually not automatically refuse to hire someone simply because he or she shares a
personal relationship with a team member outside of the organization (ex: relative; spouse;
domestic partner; friend). However, there are situations when employing these type of individuals
is inappropriate. As a policy, TAHO will not hire individuals who share a personal relationship
outside of the organization when one position directly supervises/manages the other.

In the event two team members become related during their employment with TAHO, and one is
a direct supervisor/manager of the other, only one of the team members will be permitted to
maintain their current position.

Immigration Law Compliance

TAHO is committed to full compliance with Federal Immigration Laws. TAHO'’s hiring policies
require all candidates to be in compliance with these laws, as verified by TAHO’s screening
procedures. Among other things, prospective employees are required to provide satisfactory
evidence of his/her identity and legal authority to work in the United Stated no later than three (3)
business days after he/she begins employment with TAHO.

Trial Periods

All new employees of TAHO are placed on a trial status during their initial ninety (90) days of
employment. During this time, new employees and TAHO’s team members and directors will have
an opportunity to evaluate one another and the employee’s compatibility, capability, performance,
and interest in the job. The length of this trial period may be extended on one or more occasions
if the hospital directors, in their discretion, deem such an extension necessary or appropriate.

During this trial period employees are not eligible for any company benefits unless otherwise
stated in writing and agreed upon by all parties concerned. Mandatory evaluations will be

performed every thirty (30) days during this period to maximize employee training and
development.

Employee Hours



Working Hours/Days

Please refer to TAHO’s hours of operation on page 4 of this handbook. The basic day of work for
full-time employees is around eight hours, not including the meal period. Hospital leadership is
responsible for staff allocation to allow sufficient coverage during business hours. Various factors
such as workloads, operational efficiency, and staffing needs, may require variations in an
employee’s starting and ending times and total hours worked each day or week.

TAHO reserves the right to assign employees, from time to time, a job or duty other than their
usual assignments. Employees should understand that it is an expectation and a term of
employment that employees be available to assist in TAHO’s general efforts to provide the
services our clients and patients require in the routine course of business. Employment at TAHO
entails, among other things, the realization that variations in pace of required work are a normal
feature of the business we engage in. In addition, employees may be required to work overtime
or hours other than those normally scheduled should the need arise. When necessary for TAHO
to require overtime or schedule variation, TAHO leadership will attempt to be as flexible and fair
as possible. It is an obligation carried by TAHO leadership that every effort be made to regularize
the demands made on staff members, insofar as the demands made of TAHO by their clients and
patients permits.

As part of our responsibility to clients and patients and to the other employees, TAHO expects it's
employees to be at work as scheduled, to arrange their personal schedules to accommodate the
established working hours, and to notify their supervisor/leadership team as early as possible if
they expect to be absent or tardy.

Meals/Rest Breaks

Meal/Break periods are scheduled by each employee in partnership with their team to best
accommodate the needs of the business. Because our clients expect us to be available to
answer their needs as they arise, it is imperative that we maintain adequate coverage throughout
the normally scheduled work day.

Meal periods (unpaid), ranging from thirty minutes up to a specified time agreed upon by the
employee and a director, may be provided for all employees upon request, although not
guaranteed. Employees working an eight-hour day are permitted to take up to a thirty minute
break no more than five hours after the beginning of their shift. Employees who work six hours or
less on any given day are not guaranteed a meal period on that day but may still request one.

Meal periods are intended to provide employees an opportunity for rest and relaxation.
Accordingly, they should be enjoyed away from the employees’ work area. Employees are

entirely relieved of responsibilities and restrictions during their meal periods, unless they have
agreed with a director, in writing, to work an on-duty meal period. Meal periods are unpaid.

Lactation Breaks



Our organization recognizes the value and importance of breast-feeding, and supports our
employees’ desire to do so with their infants. Employees who wish to breastfeed may do so
during their meal and rest periods. If more time is needed please speak with a director or
supervisor. A designated clean and private room located off of the employee lounge is provided
for lactating mothers.

Overtime Policy

Nonexempt employees shall be compensated for their overtime hours worked in accordance with
all legal and organizational requirements. The following standards apply only to those employees
with nonexempt status:

All overtime work performed by nonexempt employees must be authorized in advance by
the executive director. Unauthorized overtime is against company policy and employees
who continually accrue said overtime will be subject to disciplinary action up to and
including termination.

Overtime pay is calculated at one and one-half (1'%2) times the employee’s regular hourly
rate of pay for all hours worked in excess of 40 hours per week. Holiday, or paid time off
benefits paid during the week are not counted as hours worked for the purpose of
computing overtime.

Weekend work does not automatically qualify for overtime pay. The work week at TAHO
begins at 12:00 a.m. on Sunday and ends on the following Saturday at 11:59 p.m.

Due to the workload throughout the organization, management may ask employees to
work beyond their normal shift to accommodate the organization’s needs. TAHO will
compensate employees for this overtime in accordance with state, local and federal laws.
TAHO will strive to give notice of impending overtime whenever possible, however, all
employees are advised that it may at times be necessary to work overtime without
advance notice.

Exempt employees are not covered under overtime regulations and therefore do not receive the
premium of overtime pay.

Time Management

TAHO uses Covetrus Pulse for recording time worked by all non-salaried employees. Since your
pay is calculated from your time card, you should be sure that it is accurate and correct. Each
employee will be instructed on how to properly use the time clock to punch in and out.

Any questions that you may have pertaining to time cards should be addressed with the TAHO
leadership, who is responsible for administering employees time sheets. However, it is each
employee’s responsibility to accurately and honestly punch in and out each day. Employees
should only clock in when they are ready to immediately begin carrying out their professional
duties/responsibilities.

Continued inability to accurately manage/record your time may result in disciplinary action, up to
and including termination.

Pay Policies



Pay Period and Pay Methods

Employees of TAHO are paid bi-weekly on Fridays. Should a payday occur on a holiday,
paychecks will be made available on the next business day. Employees may choose to receive
their pay via paper check or via direct deposit.

TAHO utilizes a third party to manage the organization’s payroll. Each employee will receive an
account which will grant them access to their pay stubs, pay history, and W2s online.

Overtime Pay
Please refer to TAHO’s overtime policies on the previous page (page 8.)

Holiday Pay

Please refer to TAHO'’s holiday schedule as listen on page 6.

TAHO provides paid Holidays to full-time employees who are not currently enrolled in a
probationary or trial period and/or have not been on a probationary period due to performance
issues within the past 365 days. Calling out for a shift during the same pay period, or the pay
period directly before or after a holiday, will exempt an employee from receiving that holiday’s

pay.

Paid holidays off are excluded from overtime calculations. In the event an employee works a
holiday shift, their pay will be calculated at 1.5 times their normal pay rate.

Pay Advance

TAHO does not generally allow employees to receive pay advances; however, requests may be
made in writing and will be granted on a case-by-case basis. General terms including repayment
periods will vary and are at the sole discretion of the executive director. TAHO’s executive
director reserves the right to approve/deny these requests for any or no reason.

Wage Garnishment

A wage garnishment is a court order requiring the hospital to remit part of an employee’s wage to
a third party in payment of a debt. Garnishments can cause severe credit problems for an
employee and additionally cause extra paperwork and processing for the hospital. Employees
are encouraged to avoid such problems for their own benefit as well as that of the hospital.

If a wage garnishment is placed in effect, the Executive Director will notify the affected employee
of the pending dedication and, unless further notified differently by the proper authorities, will
fully comply with the terms of the garnishment, as required by law.

Payroll Deductions

In accordance with applicable state and federal laws, the following deductions will be withheld
from every employee’s paycheck:

Social Security (FICA); Federal Income Tax; Medicare; State Income Tax; Wage garnishments,
when required (No written permission required)

As part of our benefits package, certain other voluntary payroll deductions may be arranged
through the Executive Director.

Employee Benefits



Benefits

Employee benefits are managed by the Executive Director. Inquiries as to an employee’s benefit
status or other questions regarding benefits should be directed to this individual. Benefits are not
available to temporary or part-time employees.

Medical Benefits

TAHO provides access to medical, dental, vision, and life insurance policies to eligible full-time
and salaried employees who have completed their trial period. TAHO covers 50% of medical
premiums and 100% of the available life insurance policy. Dental and vision premiums, as well as
premiums associated with the addition of family members, are the responsibility of the employee.
Premiums are split and deducted from each pay period.

Veterinary/Pet Related Benefits

Full-time employees who have completed their trial period, are not currently enrolled in a
probationary period, and who have not been enrolled in a probationary period within the past
365 days are eligible to receive free veterinary medical and surgical care for their personal pets.
This benefits includes the following:

1. Free Physical Exams for owned pets (all employees involved in this care must be off of
company time and times should not interfere with normal business/appointments. If an
employee’s pet takes up a scheduled appointment slot or takes away from TAHO
clients/patients then the employee is responsible for paying full price for
received/performed products/services.)

2. Medications and vaccinations may be provided at no cost to personal pets with prior
approval from the executive director only. In the event an employee does not acquire
prior consent, the products will be considered stolen and immediate disciplinary action
will be taken.

3. Medical procedures (radiographs, surgeries, in-house lab work, etc) may be performed at
no cost for owned pets with prior approval from the executive director. Failure to acquire
consent prior to the procedure will result in the employee being held responsible for full
costs associated with the procedure.

TAHO'’s executive director has the right to deny or limit these benefits at any time and for any
reason.

*Owned pets refers to pets currently belonging to a team member and are housed in the same
household. Parents’, family members’, significant others’, and friends’ pets are excluded from this
benefit. This benefit will be revoked immediately and disciplinary action will be taken in the event
an employee is found to be abusing this benefit by falsely claiming ownership of a pet.

*Diets, OTC products, outsourced diagnostics and tests sent to reference labs are not provided
as a part of this benefit. These products and services will be provided to the employee at TAHO’s
cost.

*Employees currently enrolled in a probationary period, or who have been placed on a
probationary period due to poor performance within the past 365 day, will not be eligible to
receive these benefits.
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Paid Vacation

Full-time employees who have been employed at full-time status for greater than one year with
the organization are eligible to receive a one week paid vacation. Salaried employees employed
for greater than one year are eligible as well.

Vacation requests must be made in advance and are subject to approval by the Executive
Director. Approval will be on a case-by-case basis and based on work-load and staffing needs.

Employees who are on or have been on a probationary period within the past 365 days are not
eligible for this benefit.

Calling out for a shift during the same pay period, or the pay period directly before or after
designated vacation time, will exempt an employee from receiving that vacation pay.

Unused paid vacation time will be forfeited at the end of the employee’s one year term, and when
termination or resignation of employment occurs.

Personal Pets

Personal pets should only be housed at TAHO facilities when they are in for and awaiting
services. TAHO does not offer boarding/daycare for employee pets unless otherwise approved
by the Executive Director. Anytime a personal pet is housed at TAHO, working employees and the
employee owner are not permitted to handle or walk this pet while on company time, unless the
employee owner is paying for services.

Attendance
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TAHO depends on each employee’s attendance and expects regular attendance during
scheduled work hours. Employees are expected to be present promptly at the beginning of their
work period and to continue working until their scheduled quitting time. Because of the
unpredictable nature of our business, workers may, from time to time, be expected to work later
than normally scheduled with little to no advanced notice.

Absence

Full time employees who miss more than two (2) workdays per quarter (or an equivalent amount
for less than full time employees) must present either a signed note from their physician
explaining the reasons for their absence or they must at least present adequate evidence to
convince the organization’s directors that they were indeed sufficiently ill to miss work.
Unsatisfactory attendance, reporting late, or quitting early may result in disciplinary action up to
and including termination.

In the case of an unscheduled absence, an employee must personally, unless in an emergency
situation, contact the Executive Director or Clinical Supervisor as soon as possible, and no later
than two hours prior to the scheduled shift. If an employee is attempting to call out with less than
a two-hour notice they may be required to begin their shift until proper coverage can be found.
Failure to comply with this may result in termination.

Leaving a voicemail message or leaving a message with another team member does not fulfill the
requirements for calling out. Text message may be acceptable if, and only if, the Executive
Director or Clinical Supervisor has confirmed receipt of the notice and has responded. The
greatest amount of advance notice is greatly appreciated in order to provide the organization
time to make necessary arrangements to cover the employee’s job responsibilities. Scheduled
absences must be requested prior to posting of schedule.

Any employee who is on an excused absence due to illness or injury may be required to submit a
doctor’s release in order to return to work. Any employee who is absent without notifying the
Executive Director or Clinical Supervisor directly is considered to have voluntarily resigned
without notice as of the close of business on that day unless valid reason can be supplied.

Punctuality

Employees are expected to report for work on time. This means that employees should be
clocked in and actively working at their scheduled time. Employees should notify the executive
director directly and as soon as possible when they are aware they will be running late. Tardiness
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for employees will be reviewed and points assessed for each day of work the employee does not
report as scheduled. Refer to the points below:

Tardiness Explanation Points
1-10 Minutes Tardy 2
11- 30 Minutes Late 3
31- 60 Minutes Late 5

> 60 Minutes Unauthorized Absence 8

Disciplinary action will be taken when total points accumulate and reach the following levels
during a 6 month period.

Points Corrective Action
6-8 Written Warning
9-12 Suspension - Probationary Period
>12 Termination

Please note that in situations where the employee has not notified the director prior to the start of
their scheduled shift, or if the employee has caused significant hardship to the organization, the
employee could be suspended or terminated at the discretion of the Executive Director.

Calling out for a shift during the same pay period, or the pay period directly before or after a
holiday, will exempt an employee from receiving that holiday pay.

Team Meetings

TAHO takes continued education and professional growth very seriously. We strive to ensure our
team is functioning to the highest level possible so that we can ensure we continue to deliver the
best medical and client care around. For this reason, TAHO holds monthly team meetings to
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discuss new medical/scientific information, address new company policies/protocols, address
areas for improvement, and for team building.

Team members are paid while attending these meetings and lunch is provided. All members are
encouraged to take part in helping set the agenda and to participate in all discussions. Regular
attendance at staff meetings is a requirement for continued employment. Failure to attend a staff
meeting without prior approval may result in disciplinary action. Employees are only permitted to
miss one team meeting per calendar year, unless otherwise approved by the Executive Director.

Scheduling

TAHO utilizes an online cloud based software for scheduling and interoffice communications,
known as WhenToWork. This software is available on the web and also as a free downloadable
phone app.

Schedules are posted one month at a time and are posted on the 15th day of each month for the
following month. Schedules are subject to change with little notice to accommodate work load
and urgent staffing needs.

WTW also functions as a trade board, allowing team members to trade shifts with their peers.

Trades are all subject to approval from the Director/Hospital Manager and must be an even trade
within a position in which all parties are fully trained.

Time Off

Time Off Requests
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Please see the previous page for information on scheduling software.

All time off requests must be submitted through WTW prior to the 14th of each month for the
following month. Time off submissions received on or after the 15th of the month will
automatically be declined and it will become the employees responsibility to seek a shift trade.

Time off requests are not automatically approved and are subject to the demands of the
business. Requests are evaluated on a case-by-case basis and operate under the first-come
first-serve policy. Vacation requests, or requests for more than 2 consecutive days off, should be
submitted earlier (as early as possible) whenever possible.

Leave of Absence

It is the hospital’s policy to grant a leave of absence to all eligible employees on a
nondiscriminatory basis. Requests for leave of absence will be considered for the reasons
outlined below as well as in other situations that may not be listed.

Employees will be granted a leave of absence, without pay, to fulfill any legal or military obligation
(i.e., appearance as a witness in a legal proceeding, voting if unable to do so outside regular
working hours, military reserve duty, jury duty, appearances at school by a parent when
requested pursuant to the Education Code). Employees are required to provide reasonable
notice of any need for such leave and are expected to return to work each day as that applies.
Where not covered by applicable law, a request for a leave of absence will be considered on a
case-by-case basis.

Full-time employees are eligible to apply for a leave of absence, after the probationary/trial
period. Additionally, where required by state or federal law, an employee may be eligible to
receive a leave of absence prior to completion of the probationary/trial period.

Pregnancy or Medical Disability Conditions

Any full-time employee who is temporarily disabled and unable to work due to pregnancy and/or
medical conditions will, upon request, be granted a leave of absence without pay for the period
of his/her disability, provided such period shall not exceed ninety (90) days. Prior to resuming
employment, the employee must provide the Executive Director with a signed release from a
physician that specifies the date the employee is released to return to work. No employee will be
permitted to resume work without first providing the hospital with the signed release.

Leave for Family Care

TAHO reserves the right to require medical verification, by a medical consultant of its own
selection, of any medical condition of an immediate family member for whom time is taken off
work by an employee in excess of regularly available leave time, under the circumstance that the
organization become obligated to hold that employee’s position open for the employee. The
medical verification may require medical examination of the family member’s medical records, to
verify the condition in question. Failure to facilitate this verification process, when requested,
abrogates any claim for future job retention.

Company Bereavement Policy
It is the company’s intent to support all our employees following the death of a loved one.

Bereavement Leave for an Immedi Family Member:
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When an immediate family member dies, employees may take a maximum of 3 days to go to the
funeral, make funeral arrangements or tend to legal and other matters associated with the death.
The company has the right to require verification (such as an obituary or funeral program) for the
necessity of bereavement leave.

If the employee does not have adequate paid time off banked, the leave time is unpaid.

Immediate family members are defined as an employee’s spouse, child, stepchild, parent,
stepparent, sister, brother, grandparent, grandchild, niece, nephew, father-in-law, mother-in-law,
brother-in-law, sister-in-law, son-in-law or daughter-in-law.

Friend or Other Relative Bereavement Leave:

Employees may take 1 day off to attend the funeral or visitation of a non-family member.

Time off will be granted on a case-by-case basis by the employee’s manager. Managers should
confirm that time is recorded accurately on time cards.

The company has the right to require verification (such as an obituary or funeral program) for the
necessity of bereavement leave.

Additional Bereavement Time Off:

We understand the serious impact the death of an immediate family member can have on our
employees. Upon request of the employee’s manager, additional days of unpaid time off may be
granted depending on the situation.

This additional unpaid time off may be approved due to situations such as the deceased being in
another state, the employee’s responsibilities for funeral arrangements, or the employee’s
responsibilities for managing the estate of the deceased.

Jury Duty

Employees may attend jury duty in accordance with their legal and civic obligation. Employees
must furnish the Executive Director with sufficient documentation that substantiates the need for
their attendance during the time requested.

Employees on jury duty may elect to use any accrued paid time off benefits while serving on jury
duty or may use the period of time served as non-paid time off.

Misrepresentations of Reasons for Leave
Misrepresenting reasons for applying for a leave of absence will result in termination.

Payment of Health Insurance Premiums During Leaves

Health insurance benefits ordinarily provided and paid for by the organization and for which the
employee is otherwise eligible, will continue and be paid in the usual amounts by the
organization for one month on any approved leave of absence. If the employee remains off work
in excess of one month, the employee is then responsible for full payment of premiums for the
remainder of the leave. Upon the employee’s return to work from his/her continued eligibility to
participate in the health benefits programs, the organization will resume paying all or a portion of
the premium according to the criteria outlined in the benefits section of the handbook.

When required by law (which may include leaves for maternity, military and work-related injury
and/or illness) efforts will be made to hold the employee’s position open for the period of the
approved leave. However, due to the business needs, there will be times when positions cannot
be held open. Accordingly, it is not possible to guarantee reinstatement of the employee’s former
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position. If an employee’s former position is unavailable upon their return, every effort will be
made to place the employee in a substantially similar position for which the employee is
qualified. If a substantially similar position is not available, the employee will be offered the next
suitable position for which the employee is qualified that becomes available. In addition, the

employer will make every attempt to reasonably accommodate employees who are released for
partial or modified duty.

Performance, Discipline and Grievance Policies

Standards of Conduct
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TAHO requires order and discipline to succeed and to promote efficiency, productivity, and
cooperation among team members. For this reason, our organization has formed certain rules of
conduct to ensure a well-run and pleasant working environment for its employees. Violation of
any of these rules could result in some type of disciplinary action, ranging from verbal and/or
written warning to reprimand and possible termination. Although it is obviously not possible to
provide a complete list of all types of impermissible conduct and performance, below are some
examples:

1. Insubordination, including improper or disrespectful conduct toward any member of
organizational management or refusal to perform tasks assigned by any member of
management in the appropriate manner.

2. Possession, distribution, sale, use or being under the influence of alcoholic beverages
and/or illegal drugs while on the hospital premises, while on duty or while operating a
vehicle leased or owned by the organization.

3. Release of confidential information about the organization, it’s clients, patients, or other

employees.

Unexcused and/or frequent or prolonged absenteeism, even when authorized.

5. Failure to comply with or willful disregard of established safety regulations.

Theft or unauthorized removal or possession of property belonging to the organization,

fellow employees, clients, or anyone of the hospital premises.

7. Altering or falsifying any record (timekeeping, medical, boarding, grooming, financial, etc.),
removing any such record from the hospital area without proper authorization or
destroying such a record.

8. Absence without notice to the organization’s directors, unless a reasonable excuse is
offered and accepted by the organization. This is at the Directors’ sole discretion.

9. Misusing, destroying or damaging property of the organization, a fellow employee, a
patient, client, workman or other visitor.

10. Actual or threatened physical violence toward or against a patient, client, another
employee, workman or other visitor.

11. Habitual tardiness.

12. Unlawful harassment of fellow employees, including but not limited to sexual or other
types of harassment, whether verbal, physical or visual.

13. Unsatisfactory performance, gossip, negativity, and/or poor attitude.

14. Cruel or careless treatment of patients.

15. Tampering with the hospital’s computer system, including but not limited to: unauthorized
copying of files, deletion of records or files, or implanting a computer virus.

16. Carrying or use of a deadly weapon while on duty or on TAHO property.

>

o

Disciplinary action may be taken for other work-related reasons not listed here.

Discipline and Termination

Violations of the organization’s policies or improper behavior or conduct may result in disciplinary
action. Although the employment relationship is at will and may be terminated at any time by the
employee or the organization with or without following any system of discipline or warnings, the
organization often exercises their discretion to use a progressive discipline procedure when
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disciplining employees. When used, the progressive discipline system is intended to give
employees notice, whenever possible, of problems with their conduct or performance in order to
provide the employee an opportunity to correct the problems. Progressive discipline may involve
verbal counseling, and one or more written warnings, before an employee is terminated,
however, the organization may, in their sole discretion, take whatever action is deemed
necessary up to and including immediate termination.

Performance Evaluations

Performance evaluations are an important part of the organization’s personnel guidelines and
provide a way to gauge each employee’s on-the-job effectiveness. The evaluation process is
based on a number of criteria and is used to communicate expected standards of performance. It
is also used to discuss work standards, areas where improvement is needed, career
development potential, and possible advancement opportunities.

Performance evaluations are conducted periodically, generally upon the employee’s completion
of their first ninety (90) days, again at the end of six (6) months, and at or about their one (1) year
anniversary and annually thereafter. However, the hospital directors, in their sole discretion, may
schedule and conduct a performance evaluation at any time deemed necessary. The purpose of
evaluations is to let employees know how well they are performing their assigned job duties and
whether there are any performance problems. Evaluations will generally be reviewed in a private
meeting between the employee and the directors but may require an additional person be
present when deemed necessary. Employees will review the evaluation, and then sign and date
the form. They will then receive a copy signed by all appropriate persons.

Should an employee disagree with any information contained in the review, he/she should
prepare a written statement to submit to the executive director. The employee’s statement will be
attached to the performance evaluation and placed in the employee’s personnel file. The
organization, in its sole discretion, will take any action deemed necessary based on information
contained in the employee’s statement.

Salary Adjustments
Adjustments to an employee’s salary are based on a variety of factors that include, but are not
limited to:
1. Quality and quantity of work performed,;
Level of responsibility and knowledge required by position;
Attendance;
Overall attitude and performance of duties;
Dedication to the organization’s mission (including volunteer hours); and
The financial stability/status of the organization.

oG sWN

Salary adjustments are generally dependent on and suggested by the hospital directors. Salary
adjustments are not given on the basis of seniority or longevity in a particular position or with the
organization as a whole. Salary adjustments are not automatically given at each performance
evaluation or at the beginning of each budgeting year.

19



Dress Code

All TAHO employees are expected to adhere to a dress code to enhance the professional image
of the organization and to provide safe attire while working. Employees are expected to adhere
closely to the current dress code, failure to do so will make the employee subject to disciplinary
action. The dress code may change from time to time. It is the responsibility of the executive
director to inform employees of such changes. At this time, the following dress code is in effect:

1. For your safety, no employee is to wear sandals or open toed shoes at any time. Shoes
should be slip-resistant. Shoes should be clean and in good repair and should be of
neutral color or colors that support the TAHO brand. (Ex: white; black; grey; tan; blues).

2. Name badges, which will be provided by the organization, are to be worn at all times on
an appropriate part of the uniform where it is easily visible to clients at all times.

3. Plain all black scrubs are to be worn at all times for the duration of your shift. No branding

other than TAHO should be present on scrubs. Veterinarians, at their discretion, may opt

to wear a white lab coat.

Clothing is to be clean, non-stained, non-wrinkled, and in good repair.

5. No hoodies, jackets, coats, vests, etc are to be worn without prior approval and should
always be black with no logo/design/etc, other than TAHO, present.

6. Undershirts, including long sleeves, may be worn as long as they are of neutral color or
colors that support the TAHO brand. (Ex: white; black; grey; tan; blues).

7. All medical staff should wear a watch with the ability to monitor seconds.

8. All medical staff should keep a stethoscope on their person or readily available at all
times throughout their shift - this is a requirement for all surgical team members and
anyone monitoring a patient experiencing effects of anesthesia.

9. An employee’s hair (head or facial) shall be cut or styled in a neat and professionally
appearing manner and must be of a natural color or color approved by the executive
director in advance.

10. Facial piercings (other than ears) are not permitted during working hours. Ear gauges are
not permitted.

11. Proper PPE must be worn at all times when required (shoe covers, gloves, disposable
gowns, masks, and eye protection)

12. Surgical Masks and Caps are required at all times in the surgical unit.

P

Mask Policy

Employees who are feeling under the weather in anyway, or who have recently felt under the
weather, or are recovering from an illness, are required to wear a facial covering/mask at all times
when in TAHO facilities. This is considered a courtesy to other team members, clients, and their
families to aid in the prevention of the spread of iliness/disease.

Health and Safety

Safety Information and Plans
Every employee is responsible for safety in the Hospital. To achieve the goal of providing a safe
workplace, everyone is accountable and must concentrate on being safety conscious.
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Employees are encouraged to report any unsafe or hazardous conditions directly to the
leadership team. Where required, efforts will be made to remedy problems within a reasonable
length of time. No employee will be discriminated and/or retaliated against for reporting hazards
of unsafe conditions and/or practices.

In case of an accident involving an injury on the job, regardless of how minor or serious, the
employee should immediately notify the executive director. Where applicable, the employee will
be entitled to benefits under the state workers’ compensation law. TAHO carries workers’
compensation insurance and will assist employees in obtaining all benefits to which they are
legally entitled. The Safety Coordinator at the Hospital will conduct periodic inspections of the
premises as well as hold periodic safety meetings. Safety information may also be presented to
employees in the form of handouts, memorandums, and other means.

Willful or intentional disregard or abuse of the safety rules and/or regulations as specified by the
organization’s directors, may be cause for disciplinary action up to and including termination.

Container Labeling

Any container containing hazardous material must possess a label with the name of the contents,
appropriate hazard warnings, and name and address of the manufacturer.

Employees should never transfer hazardous materials from their primary containers to secondary
containers, unless specifically instructed to do so by a supervisor. It is hospital policy to avoid the
use of a secondary container whenever possible.

All employees who may potentially be exposed to hazardous materials will attend a training
session to explain hospital policies. Training will be updated whenever changes in employees,
chemical materials or operations occur.

Personal Protective Equipment

Recognizing that potential hazards do exist in our work environment, TAHO leadership has
provided appropriate protective equipment for use by team members and volunteers. In
accordance with the policies of these facilities all employees are to be appraised of those
potential hazards inherent in their work environment and instructed in the location and proper
use of the provided Personal Protective Equipment (PPE). PPE refers to protection for the eyes,
face, head, extremities and torso. This includes clothing or other accessories designed to create
a barrier against potential workplace hazards.

Personal Protective Equipment is available throughout the hospital and is there for your
protection. Itis expected that employees will use the appropriate PPE for the tasks that they are
performing. This means that you must wear the proper equipment if the task has inherent hazards
such as splashes, slips, bites, scratches, x-rays, etc. It is the responsibility of both the employers
and employees of TAHO to ensure that such equipment is used properly and at the appropriate
times and places!

Here are some examples of some hazardous situations that may exist in our hospital and some of
the available PPE (this is not intended to be an exhaustive list of hazards or PPE, other hazards
may exist and other or more appropriate equipment may be used):

Potential Hazard Protective Equipment

Radiation Exposure In Radiology Lead Lined Gloves, Thyroid Shields, Lead
Aprons, Hand Shields

21



Animal Bites/Scratches

Leashes, Muzzles, Heavy Leather Gloves,
Towels/Blankets

Inhalation, Ingestion, or Exposure to Bacteria
or Other Matter During Dental Procedures

Surgical Masks, Safety Glasses/Face Shields,
Latex Gloves

Exposure to Hazardous Chemicals and/or
Infectious Agents While Handling Animals,

Surgical Masks, Safety Glasses/Face Shields,
Latex Gloves

Preparing Solutions, Performing Laboratory
Tests, etc

Exposure to Hazardous Chemical During
General Cleaning

Rubber Gloves, Safety Glasses/Face Shields,
Latex GLoves

Loud Noises in Kennels or While Using Dental
Equipment

Foam Rubber Ear Plugs/Ear Mufflers

Burns While Handling Hot Materials Being Oven Mitts, Hot Pads

Removed From the Autoclave, Stove, or Lab.

Hospital Cleanliness

All employees of TAHO are expected to maintain their work areas in a high state of cleanliness
and organization and must assist their coworkers in this ongoing quest. Exam rooms, treatment
areas, laboratory and the surgical suite must be cleaned immediately upon the completion of
each procedure or use.

In Case of Fire

1. If the fire is small and easily contained, use the closest fire extinguisher to put it out
immediately.

2. As soon as possible, notify a Hospital Director or Manager on duty of the nature of the
problem.

3. If available, the Director or Manager will call 911 to notify the Fire Department, if the Director
or Manager is not available, call 911 yourself.

4. Have all clients and nonessential personnel leave the building immediately.

5. If safely possible, staff should attempt to evacuate all animals potentially threatened by fire
or smoke.

6. Move all cars away from the building.

7. If possible, all staff and any remaining clients should assemble in a safe area in an adjacent

building or field to await further instructions.
8. Call 911 in case of human injury.

In Case of Tornado or other Weather Emergency
1. If the hospital is under imminent weather threat, notify a Hospital Director or Manager as
soon as possible.
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2. Clients and all nonessential personnel should be informed and quickly moved to the center
of TAHO - Treatment Area Hallway.

3. Consider moving all animals to the TAHO treatment area if possible.

4. Call 911 in case of human injury.

Other Safety Concerns

1. When driving any vehicle in the course of the organization’s employment, employees are

expected/required to obey all applicable traffic laws and regulations (including the wearing of
seat belts), and they are to operate the vehicle in a generally safe and courteous manner.

2. Because of the potential for zoonotic diseases (diseases passed from animals to humans)
employees are prohibited from doing personal laundry in the washers and dryers at TAHO.

3. After handling animals, employees should use their common sense and appropriate
hygiene techniques (such as the washing of hands, avoidance of placing fingers in mouth, eyes,
nostrils or ears, wearing protective gloves if cuts or abrasions are present on the hands) to
prevent the spread of disease from animal to animal or from animals to yourself.

4, When snow or ice is present the front walks may be slippery and should be quickly cleared
of snow and then salt should be spread to help dissipate any residual ice. This may have to be
done periodically throughout business hours to prevent further accumulation.

5. One of the most frequent injuries suffered by employees is back injuries. Generally, these
injuries can be avoided by using proper lifting techniques (lifting with your legs and not your
back) or by requesting help if trying to lift something that is heavy. Employees must not lift large
(over 50Ibs) or unruly animals by themselves. Always ask for help with heavy pets or objects!

6. Employee injuries due to animal bites or scratches are also common in veterinary hospitals.
These injuries can often be avoided by learning and using proper restraint techniques.

7. Employees should avoid eating food in unauthorized places or storing food for human
consumption in the wrong refrigerators. Such practices can lead to the ingestion of pathogenic
organisms and subsequent disease. No food is permitted outside of the team lounge under any
circumstances. Any drink outside of the team lounge must be in a spill proof cup with a secured
and covered lid.

TAHO desires it’s facilities to be safe. The organization implements steps from time to time to
ensure that its high standards and excellent record of past performance are maintained. Also,
steps are taken from time to time to ensure compliance with legal requirements such as those
mandated by OSHA. In some cases, steps are taken to ensure compliance with those terms even
when our particular facility is not legally required to do so. This occurs, for example, when OSHA
promulgates standards for businesses that carry on potentially hazardous practices that do not
occur at the organization. TAHO may institute procedures to prevent such practices from
occurring.

Employees are required to report immediately to the Hospital Directors any hazardous (or
potentially hazardous) conditions that they may perceive in our workplace. Management will, in a
timely fashion, undertake actions to correct these hazards. Failure to report hazards or to use PPE
will subject the employee to disciplinary action, possibly including termination.

Workers’ Compensation Insurance

The organization maintains a comprehensive workers’ compensation policy that covers all
employees (except for temporary employees hired through an employment agency who supply
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workers; compensation coverage for their staff of temporaries) beginning on their first day of
employment, without regard to their employment category. The premiums for the workers’
compensation policy are fully paid by the Hospital. Workers’ Compensation insurance provides
weekly income to employees who are determined to have sustained work-related injury or
iliness that results in 3 or more days of missed work. Workers’ compensation benefits may
include, but are not limited to:
1. Payment of medical bills, including hospitalization
2. Weekly income (based on a certain percentage of regular wages up to the allowable
maximum)
3. Payment of prescriptions as prescribed by a treating physician
4. Payment of vocational rehabilitation where dictated
5. Payment of death benefits in accordance with a statutory schedule established by the
state.

Employees are required to report all on-the-job injuries or ilinesses to the executive director for
their own protection. Treatment paid for by workers’ comp must be through the organization’s
designated preferred provider.

PRIVACY/SOLICITATION

Solicitation

Posting notices, distributing literature, soliciting or the selling of non-hospital and/or outside
related products during hospital hours or while on hospital property is prohibited without the prior
permission of the Executive Director.

Photography/Videography

Team members are not permitted to take ANY photographs or videos of TAHO facilities, clients,
patients, or team members without prior approval from the Executive Director and the
client/patient/team member involved.

Personnel File

All team members will have a private personnel file that is maintained by the Executive Director.
Personnel files are housed and locked in the office of the Executive Director. Employees are
permitted to review the contents of their file upon written request. No employees will be
permitted to review another employee's file for any reason. Personnel files include: Personal and
emergency contact information; legal and tax documentation; onboarding documents;
attendance records; performance evaluations; disciplinary reports; certifications, licenses,
awards, honors; continued education credits; volunteer records; salary history; reports/requests
filed by employee and organizational responses; etc.

Outside Employment

TAHO has no objections to employees who wish to accept and/or maintain other employment
outside the hospital, providing that the outside employment does not present a conflict of interest
and that the employee can continue to effectively meet the performance standards for his/her
position at TAHO. The organization will hold all employees who also hold outside jobs to the
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same standards of performance and scheduling demands as those employees who do not.
Additionally, for those employees who perform other employment or volunteer work outside the
organization, receiving or making phone calls and/or otherwise conducting business for the
outside employer/organization is strictly prohibited during working hours.

Full Time Employees: TAHO will not attempt to work around the schedule of outside employers.
FT employment with the organization is considered primary and the scheduling/staffing needs of
the organization will take priority over any/all outside employment.

Part Time Employees: TAHO may, in its discretion, agree to work around outside employment
only when this is agreed upon at the time of the interview/onboarding process.

TAHO will always accommodate student’s enrolled in full-time classes, again, when agreed upon
during the interview/onboarding process. Flexibility for newly enrolled students after employment
has already begun is not guaranteed and is dependent on the needs of the business and may
result in an altered schedule or reduction in scheduled hours

All outside employment related in any way to the services TAHO provides must be approved
by the executive director.

Policy Regarding Employee Pet Related Activities Outside of TAHO.

Definitions: Employee Pet Related Activities: business ventures or favors where an employee
provides services for a pet and/or its owner. Such services might include (but are not limited to)
pet boarding, walking, training, house/pet sitting, medicating, transporting or other pet related
activities.

These services are arranged through and performed personally by the employee. They are not
arranged through and performed as part of the normal business activities of TAHO and are not
part of the employee’s normal duties as outlined in their job description. This policy applies even
if the service is only a one-time favor and even if it is done for no charge.

1. Each employee of TAHO who performs Pet Related Activities must notify the Executive
Director of such activities.

2. Each employee of TAHO who performs Pet Related Activities must sign a release form
exempting TAHO from any liability related to that outside Pet Related Activity.

3. Each employee of TAHO who performs Pet Related Activities must notify the owner(s) of
the pet that the activity is not related to their employment by TAHO. The employee must
have the owner sign a release form provided by TAHO. A copy of this form can be
requested from the Executive Director. The employee must keep signed copies of the
release form on file for that time period as defined by laws regarding the various statutes
of limitations. Further, these signed forms must be made available to the Executive
Director upon their request.

4. No employee may solicit, promote, or schedule Pet Related Activities, while on the
premises of TAHO without written approval of the Executive Director. All personal
business ventures or favors should be conducted on the employee’s own time and in the
employee’s own place of business. Employees may not use TAHO as a marketing tool for
any personal pet related activities.

5. TAHO will not be used for drop-offs or pickups for personal pet business or favors unless
normal boarding rates are paid, by the owner of the pet, to TAHO and proper release
forms are completed and signed.
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6. No employee’s work schedule at TAHO shall be interrupted for personal pet activities or
services.

7. Should veterinary services be requested (through TAHO) for any pets who belong to a
customer of an employee who is operating a Personal Pet Business, the services will be
provided and the customer will be charged the normal/standard fees for such services.

Company Phone System, Personal Phones, Two-way
Radios

Telephone/Intercom System

It is expected that all employees will become familiar with the basic operation of the telephone
system. Such familiarity also means learning the proper way to answer incoming calls, place them
on hold, direct them to proper professionals, and to help clients to make appointments. Detailed
instructions on the use of this system will be provided as part of your early training and is
available in the TAHO Operations Manual. All team members are expected to communicate in a
professional and friendly manner at all times.

Personal Phone Calls

Personal phone calls using the organization’s phone system must not interfere with hospital
business unless absolutely urgent. Meal or other break periods are the appropriate times for
making such calls. Long distance or other toll calls may not be made without the prior permission
of a supervisor. Abuse of phone privileges may lead to disciplinary action.

Cell Phone Policy

TAHO currently allows team members to carry their mobile phones with them throughout their
shift provided that usage does not interfere with daily operations and responsibilities. Team
members are not permitted to use their mobile phones while on company time (quick glances are
authorized as long as they are just that - a glance - and do not interfere with flow and personal
responsibilities.) Prolonged use may result in disciplinary action including loss of phone privileges
and/or suspension/termination. Mobile phones should never be seen by clients and should never
be out/visible at the front desk.

NO CELL PHONE USAGE IS PERMITTED AT ANYTIME WHEN MONITORING A PATIENT UNDER
(or recovering from) THE EFFECTS OF GENERAL ANESTHESIA. This means cell phones are
banned from surgical prep, operating room, and recovery unit at all times. Any team member
caught utilizing/checking a mobile phone in these situations will be automatically/immediately
terminated.

TAHO leadership reserves the right to revoke cell phone privileges on an individual basis at
any time and for any reason.

Two-Way Radios

TAHO utilizes two-way radios for interoffice communications. Radios, including all required
hardware, are assigned to each individual team member. Team members are responsible for the
care and maintenance of their assigned equipment. Replacement of damaged equipment may be
the employees financial responsibility if damage is caused by improper use and/or carelessness.
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Team members are financially responsible for replacement of lost equipment (equipment should
not leave the facilities for this reason). No employee is authorized to take or borrow another team
members equipment for any reason. Any replacement parts or equipment must be approved and
received by the Executive Director.

Radios

Radios and/or other noisemakers will not be tolerated in the event that they prove offensive to
other employees. Music choice must be in good taste (professional; no offensive language) and
accepted by all team members. Music must be maintained at a low volume to allow for proper
communication and patient monitoring. Music must only be played on the HomePods supplied by
TAHO and not on personal phones/radios/computers. Multiple devices are not permitted to play
at the same time. Only low-volume Classical or Reggae music is permitted to be played in any
animal housing unit (canine/feline units, isolation unit, ICU, etc). Failure to follow these guidelines
will result in the loss of privilege.

Computer, Email, Internet, Social Media

Internet, E-mail, and Computer Usage Policy

The use of TAHO’s technologies, including computers, fax machines, and all forms of
Internet/intranet access, is for company business and for authorized purposes only. Brief and
occasional personal use of the electronic mail system or the Internet is acceptable as long as it is
not excessive or inappropriate, occurs during personal time (lunch or other breaks), and does not
result in expense or harm to the Company or otherwise violate this policy.

Employees should be advised that any activity performed on company hardware and/or internet
is subject to monitoring and review by organizational directors, including personal email, internet
based messaging systems, etc. It should be assumed that any activity performed on company
computers and internet service is visible and is being monitored by the organization’s directors.

Personal use of TAHO computers, email, and the internet is strictly prohibited.

Company email should be used for business purposes only. All correspondence and activity
should remain professional.

Social Media Policies

TAHO encourages employees to promote and market the organization during and outside
business hours. It may become tempting to represent, refer to, or defend the organization on
various social media platforms; however, employees are prohibited to do so. In an attempt to
protect our team members, and to maintain a level of professionalism, only
executive/management level employees are permitted to engage in online marketing and/or
responses to disputes/complaints.
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Although TAHO does not attempt to manage the personal lives of it’'s team members, we ask and
expect that our team members maintain a professional public and online image as this image
may reflect on the organization. Employees discovered to have shared inappropriate information,
including but not limited to: information that goes against company harassment policies;
information about a team member, client, patient, or about the organization without their consent;
information or images promoting drug or alcohol abuse; information or images that go against
TAHO'’s mission; images of nudity or sexual nature; and more may result in immediate termination
of employment.

Drugs and Alcohol

Alcohol and/or Drug Abuse

While at work, all employees of the organization are expected to have their full and unimpaired
mental faculties. Consequently, being under the influence of drugs or alcohol is strictly prohibited
while functioning in any capacity on behalf of the organization, including any driving performed
on behalf of the organization. Employees can expect that violation will result in immediate
termination. For purposes of this policy, the organization’s management reserves the right to
interpret “influence” to include not only the immediate consequences of acute intoxication but
the long-term effects of recreational drug usage, wherever it might be initiated. The use,
possession, distribution, or sale of drugs, while in the course of the organization’s employment,
will not be condoned under any circumstances. TAHO reserves the right to require drug testing
on an individual basis and without advanced notice.

Smoking

TAHO hosts a smoke free environment. No smoking is allowed on any property belonging to
TAHO, and/or at or during any event in which TAHO is a part of. Employees who wish to smoke
should refer to the organization’s break policy and will be required to leave the property.
Smoking on TAHO property, at any event at which TAHO is a part of, or at any time the employee
is representing the organization, is grounds for disciplinary action, including termination.

Theft

Theft of Hospital Property

The organization expects all employees to be as fair to it as it is to them. Theft of TAHO property
will not be tolerated. Such theft will be vigorously prosecuted to the fullest extent of the law. All
involved personnel will be discharged without recourse.
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Any medical procedures and/or supplies/services performed or acquired without prior approval
from the executive director is considered theft. Any cleaning, medical, or office supplies taken
from TAHO facilities without approval from the executive director is theft. Taking, sharing, or using
any client, patient, or business/financial information without approval from the executive director
is theft. Making copies of any key belonging to the organization without prior/written approval
from the executive director is theft.

Conflicts of Interest and Confidentiality

Agreement of Confidentiality

In the course of your employment with The Animal Health Organization you may have access to
confidential information (i.e., health status of pets, financial information about clients, client or
employee addresses and phone numbers, financial information of the organization, etc) relating
to our clients, patients, other members of the hospital staff, as well as information that relates to
the operation and financial matters of the organization.

Knowledge of confidential information is a trust to be honored. Divulging confidential information
is grounds for immediate termination and legal action. All employees will also be expected to
exercise the greatest caution and concern in the protection of any information that is of a
confidential nature.

Discrimination and Harassment

Policy Against Harassment

TAHO is committed to providing a work environment free of discrimination. In keeping with this
commitment, we maintain a strict policy prohibiting unlawful harassment, including but not limited
to sexual, religious and/or racial harassment. Verbal, physical, visual, and other forms of
harassment of co-workers, co-employees, clients, visitors and/or other members of the public is
absolutely forbidden. Harassment can take many forms. You must be sensitive to the feelings of
others and must not act in a way that might be considered harassment by someone else.
Except the exercise of this handbook’s terms for pregnancy leave, no activity is permitted at the
organization that is not entirely blind to race, religion, or gender, except where required by law.
Compliance with Federal and State law in the matter of workplace harassment requires that all
employees be aware of a network of obligations. These are strict obligations which employees
have to one another and to the organization’s management.

Sexual Harassment

Sexual harassment infringes upon an employee’s right to a comfortable work environment and is
a form of misconduct that undermines the integrity of the employment relationship. No employee,
male or female, should be subjected to unsolicited and unwelcome sexual overtures or conduct,

either verbal or physical.
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Sexual harassment does not mean occasional compliments of a socially acceptable nature.
Sexual harassment refers to conduct which is offensive to the individual, which harms morale,
and which interferes with the effectiveness of business.

Examples of sexual harassment include repeated offensive flirtations, advances, or propositions;
continued or repeated verbal abuse of a sexual nature; explicit or degrading verbal comments
about another individual’s appearance; the display of sexually suggestive pictures or objects or
any offensive or abusive physical conduct. It also includes the refusal by the organization to take
any personnel action on the basis of an employee’s submission to or refusal of sexual overtones.
No employee may so much as infer that an individual’s sexual cooperation will have any effect on
the individual’s employment, assignment, compensation, advancement, career development, or
any other condition of employment.

Employees who feel they are or have been sexually harassed by an employee, owner, or
non-employee such as a client, delivery, repair, or supply person should notify a hospital director
or supervisor immediately. An appropriate investigation will be conducted and, when deemed
appropriate, will refer specific claims to legal counsel. All claims will be promptly and thoroughly
investigated to determine merit, and appropriate action will be taken. There will be no retaliation
by management against anyone for filing a complaint.

Grievance Procedure

Employees who have work-related issues/concerns are obligated to discuss the problem with a
hospital director directly and as soon as possible. The Directors may schedule a meeting with the
employee in an attempt to resolve the problem.

Employees are not permitted to discuss interoffice issues/concerns with other team members
while on company time as this is damaging to morale and productivity - refer to TAHO’s no
tolerance policy for gossip. Exceptions would occur when the discussion is between all team
members involved in the issue/complaint and all parties are communicating and working together
professionally and constructively to resolve the matter amongst themselves.

Terms of Employment

Unless specifically agreed upon in writing by the Executive Director of TAHO and the employee,
all employees are hired for an unspecified duration. Employment is at the mutual consent of the
employee and TAHO. Accordingly, either the employee or TAHO may terminate the employment
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relationship at will, at any time, and with or without cause or notice. Should an employee occupy
positions in more than one of these categories, then the terms of employment are those
separately pertaining to each, and reflect the specific time period during which each separate
employment is performed.

Voluntary Resignation

Should an employee plan to leave TAHO, the organization asks that the employee provide at
least two weeks written notice (or longer as stated by a contractual agreement). Although this
notice is not required, it is greatly appreciated by management as it provides the hospital an
opportunity to locate a replacement prior to the employee’s last day of work. Such notice is also
appreciated by fellow employees as they also benefit should the organization locate a
replacement in a timely manner, thus alleviating the need for existing staff to try to cover the
open position in addition to their normal responsibilities. Failure to provide adequate notice may
result in the employee owing the organization for medical care/services/products supplied to
their pets, and other purchased supplies for the employee by the organization. This will be
deducted from the employees final paycheck.

Cutbacks and Layoffs

It may become necessary or appropriate from time to time for the organization to reduce its staff.
Depending upon the circumstances that give rise to such a situation, the company may respond
in several ways, the most common of which is known as layoff. The layoff involves the voluntary
or involuntary termination of certain employees for non-disciplinary reasons. TAHO may
undertake other options, including but not limited to, voluntary or involuntary reduction of hours
or work days prior to institution of or in coordination with a layoff.

Termination

Failure to comply with the policies and standards described in this manual or failure to perform
responsibilities outlined in specific job description, may result in termination.

Termination may occur for various reasons, or for no reason, at the discretion of the Executive
Director.

In the event of termination, all property belonging to the organization must be returned directly to
the executive office prior to receiving the final paycheck. TAHO property includes: branded attire
or attire/equipment purchased by the organization (hoodies, scrubs, bags, stethoscopes, etc); all
company issued keys; laptops/ipads; etc. Access to company email and access to company
software/hardware is immediately revoked upon termination. Any personal information obtained
and needed from company files/email/software may be retrieved upon request by the executive
director.

Terminated employees will be escorted from the building and will be permitted to clean out their
locker, desk, etc under the supervision of a member of management.

Final paychecks are issued in paper-form and will be provided only after all property is returned
to the organization.

Severance Pay

Although this is not guaranteed or standard, TAHO may, at its sole and absolute discretion, elect
to pay severance pay to an employee that is terminated or who terminated employment with the
organization.

Receipt of Final Check
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Employees will receive their final paycheck in accordance with applicable terms of law. Prior to, or
at the time of, receiving their final check, employees are expected to return all company
furnished equipment such as keys, branded content, and any proprietary and confidential
documents (such as this handbook). Outstanding debts owed to the organization (accounts
receivable for goods or veterinary service, previous pay advances, etc.) will be deducted from the
final paycheck. If the check is insufficient to cover these debts, then other arrangements must be
made with the executive director.

Employment Reference Requests

Only the organization’s Executive Director is authorized to provide information of any kind
regarding current or former employees. Requests that should be referred to a hospital director
include, but are not limited to, requests for verifications of employment, employment references,
and requests for references or comments regarding performance from any outside agency, firm,
person, or organization. Violation of this policy may result in the offending employee(s) being
subject to disciplinary action up to and including dismissal.

In compliance with applicable law, employees should note that TAHO’s Executive Director
reserves the right to provide detailed employment information to future employers, including:
employment dates; performance records; attendance records; behavioral/disciplinary reports;
reason for resignation/termination, including whether or not a notice was provided; etc.

Protection of the Work Environment - General Guidelines

As a reflection of the philosophy of the organization, TAHO strives to avoid, as much as possible,
any involvement in the personal lives of its employees when off the clock. Employees should
recognized that this differs from what may be encountered at other companies. TAHO is
obligated to make an exception, however, in those instances in which it becomes potentially
liable for the detrimental consequences of employee activities that occur away from the
workplace. An example of such activity would be actions by employees that have the effect of
damaging the organization’s reputation. Another example would be activity by an employee that
another employee feels is harassment. Regulations that have made employers, such as the
organization, responsible for employee’s health costs have forced employers, including TAHO, to
become interested parties in regard to activities that directly affect those health costs (such as an
employee’s outside activities).

TAHO employees are advised to consider that public and governmental policies are expected to
continue to be redefined and that they will ultimately reshape the boundary between rights and
responsibilities of employer and employee. Because of this need to adapt to these changes, the
organization reserves the right to enact new policies or to make changes in existing policies, as
the need may arise. Employees can expect that organization rules will evolve in order to remain
consistent with standard practices and new labor rules as issued from time to time by
governmental agencies that regulate the workplace.

ACKNOWLEDGMENT OF RECEIPT OF EMPLOYEE HANDBOOK

This is to acknowledge that | have received and read a copy of The Animal Health Organization
Employee Handbook and understand that it contains important information on the general
personnel guideline of the organization and on my privileges and obligations as an employee.

| further agree and understand that this employee handbook has been created for the sole
purpose of helping the employees of The Animal Health Organization gain a better
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understanding of our organization’s workplace policies and to engender a spirit of open
communication. This handbook shall in no way imply nor create any contractual obligations or
promises by the organization towards it's employees.

If there is any portion of the manual that | do not understand, it is my obligation to have it clarified
by the Executive Director.

| have familiarized myself with the materials in the handbook, and understand that | am governed
by its contents. | further understand that the organization may change, rescind or add to any
policies, benefits, or practices described in the handbook from time to time and in its sole and
absolute discretion with or without cause or notice.

| have read the Employee Handbook and do hereby state that | understand and agree to adhere
to all such policies. | understand that employment is at will as defined in the Handbook.

| also understand that this form will become part of my personnel record. The organization will
maintain a personnel file on my behalf that will contain documentation related to my job,
performance, salary and other pertinent personnel information.

Employee’s Signature: Date:

Print Name:
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