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ABOUT THIS HANDBOOK/DISCLAIMER

Handbook Disclaimer

This Handbook was prepared to help employees find the answers to many questions that they may
have regarding their employment with Transcend Security Solutions. The responsibility for reading
the Handbook at the onset of employment is the responsibility of the employee and to pose
guestions regarding any of the content.

We do not expect this handbook to answer all questions. Supervisory Staff Members and Human
Resources personnel also serve as a major source of information. It is simply a matter of seeking
them out which can usually be coordinated by contacting a Field Supervisor for guidance and
direction.

Neither this handbook nor any other verbal or written communication by a management
representative is, nor should it be considered to be, an agreement, contract of employment, express
or implied, or a promise of treatment in any particular manner in any given situation, nor does it
confer any contractual rights whatsoever. Transcend Security Solutions adheres to the policy of
employment at will, which permits the Company or the employee to end the employment
relationship at any time, for any reason, with or without cause or notice.

Proprietary Information

This handbook and its contents are considered to be the Physical and Intellectual Property of
Transcend Security Solutions, LLC, and must be returned upon termination of employment. The
material contained herein represents proprietary information that is not to be made available to
persons outside of the Company.

Applicability

The contents of this handbook are applicable to all security officers and field security personnel.
Some sections pertaining to wage/hour issues may not be applicable for exempt employees. In
addition, the contents of this handbook serve only as guidelines and supersede any prior handbook.
Neither this handbook, nor any other policy or practice, creates an employment contract, or an
implied or express promise of continued employment with Transcend Security Solutions.
Employment with Transcend Security Solutions is "AT-WILL." This means employees or Transcend
Security Solutions may terminate the employment relationship at any time, for any reason, with or
without cause or advance notice. As an at-will employee, it is not guaranteed, in any manner, that
you will be employed with Transcend Security Solutions for any set period-of-time.

Transcend Security Solutions has the right, with or without notice, in an individual case or generally,
to change any of the policies in this handbook, or any of its guidelines, policies, practices, working
conditions or benefits at any time. No one is authorized to provide any employee with an
employment contract or special arrangement concerning terms or conditions of employment unless
the contract or arrangement is in writing and signed by the President and the employee.
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Section 1 - GOVERNING PRINCIPLES OF EMPLOYMENT

1-1. WELCOME MESSAGE

On behalf of all of us at Transcend Security Solutions, we wish to extend a sincere welcome to the
Company and we are pleased with your decision to join our team.

Now a member of our team, you are the most important part of our Company. Without you and your
dedication and commitment to providing exceptional security services, we would fail to exist. Each
Employee, directly or indirectly, helps us meet our Mission which is, "To provide a level of service
that transcends good work, and discovers the tremendous experience of doing great work".

We understand that our clients choose a service provider not for one specific reason, but for
a host of reasons. They include staff courtesy, image, geographic location, the variety of
services provided, latest technology, cost, and positive recommendations from fellow
business owners.

It is important to excel in all these areas. We believe that we will excel if our Employees are aware
of our goal to improve our client's overall satisfaction. As a result of exhibiting positive interaction
with everyone we come into contact with and creating a pleasant employment environment, we
will be able to meet our goal.

We believe that being employed with Transcend Security Solutions provides you with a
tremendous opportunity which includes assuming significant responsibility for the safety and
security of our clients and their customers, visitors, vendors, and guests. How well you carry out
your duties fundamentally affects the quality of services we deliver. It's essential that you take
pride in your employment; realizing that your performance and service to our client's and their
customers, visitors, and vendors, contributes to our fine and noted reputation as a provider of
outstanding safety and security services.

This employee handbook contains general information on our policies, practices, and benefits.
Please read everything over carefully. If you have questions regarding the contents contained
within the handbook, please discuss them with your immediate Supervisor or the Human
Resources (HR) staff.

We are pleased to have you as an employee with our organization and we anticipate that you will
soon enjoy a true sense of satisfaction and accomplishment as you go about your work.
Welcome aboard and we look forward to working with you!

1-2. OUR PHILOSOPHY Il

It is our belief that our success here at Transcend Security Solutions will be best served by
always maintaining a positive disposition and going out of our way to foster exceptional lines of
communication both internally and externally. We believe that we are at our best when we work
together with our clients, fellow employees, and everyone we come in contact with.

We prefer that all employees in the Company interact with each other in a direct and personal



way that is respectful and courteous. We understand that each employee is unique and deserves
to be treated as an individual and that requires patience, understanding, and an ability to listen
carefully.

We are committed to treating all employees fairly and to providing competitive pay and benefits.
We welcome suggestions and are dedicated to resolving concerns and/or problematic situations or
conditions promptly and fairly. We expect all Supervisors and Managers to work diligently to
maintain good employee relations and to establish an environment where open communication is
encouraged, fostered, and openly displayed.

Please feel free to talk to your immediate Supervisor or the HR staff if you ever have any questions
about this subject.

1-3. NON-DISCLOSURE OF INFORMATION

As an employee of Transcend Security Solutions, you are required to respect the privacy and
personal information of all Company employees, clients, customers, visitors, and/or vendors.
Information provided by any of these noted persons is to be safeguarded and respected as being
strictly confidential and that they may only be discussed with those on a need-to-know basis. No
Transcend employee may release any information previously noted to any member of the media.
Please refer members of the media to the designated individual at the client-site location typically
known as the "Public Information Officer" or PIO. Contact your Immediate supervisor if you do not
know who the designated PIO is at your client-site location. Typically, there is an individual who is
assigned the responsibility as the "Public Information Officer" (P10), and in many instances, there
is a back-up person assigned to this responsibility.

If you access private or confidential information without authorization or share such information with
a fellow employee, client, a client's customer, visitor, and/or vendor without a substantiated need-
to-know-level of reasoning, or you otherwise violate the terms of the Company or Client's Non-
Disclosure of Information agreement and procedures, you may be subject to disciplinary action,
including termination from the Company.

1-4. CONFIDENTIALITY

"Confidential Information" includes, but is not limited to, computer processes, computer programs
and codes, customer lists, customer preferences and personal information, company financial data,
marketing strategies, proprietary production processes, research and development strategies,
pricing information, business and marketing plans, vendor information, software, databases, and
information concerning the creation, acquisition or disposition of products and services.
Confidential information also includes any information considered to be the intellectual property of
the Company which includes, but is not limited to; trade secrets, ideas, discoveries, writings,
trademarks, and inventions developed through the course of your employment with Transcend
Security Solutions or any involvement you may have had with any of these occurrences as a direct
result of your job responsibilities with the Company.

Transcend Security Solutions regards the protection of confidential business information and trade
secrets as a very serious matter. To protect such information, employees are prohibited from
disclosing any confidential or proprietary information about the Company to any unauthorized
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individual. If there is the slightest concern that disclosure may be prohibited, the employee must
error on the side of caution and not disclose it.

If you receive a request for confidential information, you should immediately refer the request to
your immediate Supervisor or, in his absence, a member of the HR staff. The unauthorized
disclosure of confidential Information belonging to the Company may subject you to disciplinary
action, up to and including termination of employment.

If you leave the Company (voluntary resignation, retirement, or termination), you may not disclose
or misuse any confidential information you may have had access to or knowledge of as there may
be civil repercussions for doing so.

The unintentional disclosure of confidential information can be just as harmful as intentional
disclosure. To avoid this, never discuss any confidential information you may have about the
Company with any unauthorized person. You should never discuss confidential information even
with authorized employees if you are in the presence of others who are not authorized.

Wages and other conditions of employment are not considered to be confidential information.
Employees are free to discuss these issues with co-workers or third parties for the purpose of

improving work conditions.

Questions regarding this issue should be directed to the HR staff.

1-5. SAFETY

Transcend Security Solutions is committed to providing a clean, safe, and healthful work
environment for its employees. Maintaining a safe work environment however, requires the
continuous efforts and cooperation of all employees. Transcend Security Solutions and all
employees must comply with all occupational safety and health standards and regulations
established by the Occupational Safety and Health Act (OSHA) and state and local regulations. In
addition, all employees are expected to obey safety rules and exercise caution and common
sense in all work activities. Additionally, all employees must adhere to guidelines and directives
contained with a variety of policies and procedures that speak to safety issues.

Employees must immediately report any unsafe conditions to their immediate Supervisor or the
Human Resources staff. Employees who violate safety standards, cause hazardous or
dangerous situations, or fail to report, or, where appropriate, remedy hazardous situations may
be subject to disciplinary action, up to and including termination of employment.

In the case of an accident that results in injury, regardless of how seemingly insignificant the
injury may appear, employees must notify the on-duty Security Operations Center (SOC) analyst.

One particular safety issue of concern involves the use of personal headphones which can
potentially block out surrounding noises and, correspondingly, may inhibit or prevent the hearing
of sirens, horns, bells, alarms, other emergency signals, glass breakage, and/or human voices to
include yelling, screaming, crying, or pleas for assistance. Therefore, because of the potential
hazard and safety risk involved, as well as the potential to be shielded from hearing critical
sounds, all Transcend Security employees are prohibited from wearing personal headphones or
any other personal device which impairs hearing while on duty. This restriction does not apply to
equipment issued to employees to protect their hearing or which is otherwise necessary to



perform their job duties.

1-6. HANDBOOK OVERVIEW / SUBJECT TO CHANGE

This handbook is intended to give employees a broad summary of things they should know about
Transcend Security Solutions. The information in this handbook is general in nature and, should
guestions arise, any member of the management or Human Resources Staff should be consulted
for complete details. While we intend to continue the policies, rules and benefits described in this
handbook, Transcend Security Solutions, in its sole discretion, may always amend, add to, delete
from or modify the provisions of this handbook and/or change its interpretation of any provision set
forth in this handbook. Employees should not hesitate to speak to management or Human
Resources Staff if they have any questions about the Company or its personnel policies and
practices.



2-1. ANTI-RETALIATION / WHISTLEBLOWER

Section 2 - HUMAN RESOURCES

Anti-Retaliation and Whistleblower Policy

This policy is designed to protect Employees and address Transcend Security Solutions commitment
to integrity and ethical behavior. In accordance with anti-retaliation and whistleblower protection
regulations, Transcend Security Solutions will not tolerate any retaliation against an employee who:

e Makes a good faith complaint, or threatens to make a good faith complaint, regarding the
suspected actions or behavior of a Transcend Security Solutions employee that amount to a
suspected violation of the law to include discriminatory or other unfair Employment practices;

e Makes a good faith complaint, or threatens to make a good faith complaint, regarding
accounting, internal accounting controls, or auditing matters that may result in incorrect
reporting or misrepresentations in the organization's financial accounting;

e Makes a good faith report, or threatens to make a good faith report of a safety violation or
violation of the law that endangers the health or safety of an employee, client, customer, or a
member of the general public;

e Objects to, or refuses to participate in, any activity, policy or practice, which the Employee
reasonably believes is a violation of the law;

¢ Provides information to assist in an investigation regarding violations of the law; or

o Files, testifies, participates or assists in a proceeding, action, or hearing in relation to alleged
violations of the law.

Retaliation is defined as any adverse employment action against an employee, including, but not
limited to, refusal to hire, failure to promote, demotion, suspension, harassment, denial of training
opportunities, termination, or discrimination in any manner in the terms and conditions of
employment. Anyone found to have engaged in retaliation or is found to be in violation of law, policy,
or practice will be subject to discipline, up to and including termination of employment. Employees
who knowingly make a false report of a violation will be subject to disciplinary action, up to and
including termination.

Employees who wish to report a violation should contact their Immediate Supervisor or the Human
Resources Department directly. Employees should also review their state and local requirements for
any additional reporting guidelines.

Transcend Security Solutions will promptly and thoroughly investigate and, if necessary, address any
reported violation within a reasonable amount of time depending on the severity of the violation
brought to the organization's attention.

Employees who have any questions or concerns regarding this policy and related reporting
requirements should contact their Immediate Supervisor, the Human Resources Staff or any state or
local agency responsible for investigating alleged violations.



2-2. BACKGROUND VERIFICATION CHECKS

To ensure applicants selected by Transcend Security Solutions are well qualified and have a strong
potential to be productive and successful, the Company shall conduct a search of an applicant's
criminal history, past and previous employment, and personal references.

The Human Resources (HR) Staff will respond to reference checks and employment confirmation
inquires made by potential employers in as timely a manner as possible; however, the information
provided will be limited to confirming dates of employment. The HR Staff will respond to reference
check inquiries that are submitted electronically as well as those in writing.

Faxed or telephone Employee Verification Requests are prohibited. Employee Verification Requests
without a written authorization and release signed by the individual who is the subject of the inquiry
shall be denied.

2-3. DIRECT DEPOSIT

Transcend Security Solutions strongly encourages employees to use direct deposit. Information
regarding direct deposit can be obtained by speaking directly with a member of the HR staff.

2-4. DIVERSITY, EQUITY, AND INCLUSION

Purpose:

The purpose of the policy is to promote our commitment to fostering, cultivating, and preserving a
culture of diversity, equity, and inclusion, each of which are defined by the character of the
organization committed to these principles through its actions both visually and verbally.

Policy:

It's the policy of Transcend Security Solutions to foster, cultivate, and preserve a culture of diversity,
equity, and inclusion which is not viewed as something seen organizationally as a societal or political
mandate, but the "right thing to do" in treating all of employees with a level of care and respect the
organization believes everyone is entitled to when they join the Transcend team.

Procedures

A. Personnel / Asset Recognition

1. Transcend employees are heralded as being the most valuable asset of the organization and
regularly promoted and addressed in meetings with management staff and personnel in the
field through newsletters and the tireless display of recognizing dedicated people doing great
work through our rewards programming.

B. Workforce Diversity Recognition




1.

The Transcend Security Solutions organization respects and acknowledges the collective sum
of the individual differences, life experiences, knowledge, inventiveness, innovation, self-
expression, unique capabilities and talent that employees bring to the work-place, and
exhaustive efforts are made to place people in assignments that promote and foster pride and
personal success.

The Transcend Security Solutions organization embraces and encourages employees'
differences in age, color, disability, ethnicity, family or marital status, gender identity or
expression, language, national origin, physical and mental ability, political affiliation, race,
religion, sexual orientation, socio-economic status, veteran status, and other characteristics
that make each employee unique.

Differences among employees are blended to become the composition of the workforce that
speaks to organizational culture in solidifying reputation and promoting a certain
determination to be equitable and inclusive.

C. Diversity, Equity, and Inclusion Initiatives

1.

Transcend Security Solutions diversity, equity, and inclusion initiatives are applicable-but not
limited to-hiring practices and policies on recruitment and selection; compensation and
benefits; professional development to include training opportunities, promotions, transfers,
social and recreational programs; layoffs; terminations; and the ongoing development of a
work environment that encourages and enforces:

Respectful communication and cooperation between all employees.

Teamwork and employee participation to include permitting the representation of all groups
and employee perspectives.

Work/life balance through flexible work schedules wherever possible to accommodate
employees' varying needs.

D. Conduct/ Professional Behavior Expectations

1.

2.

3.

All employees of the Transcend Security Solutions team have a responsibility to treat others
with dignity and respect at all times.

All employees are expected to exhibit conduct that reflects inclusion during work, at work
functions on or off the work site, and at all other company-sponsored and participative events.
Any employee found to have exhibited any inappropriate conduct or behavior against others
may be subject to disciplinary action up to and including termination.

E. Training

1.

All employees are also required to participate in and complete scheduled diversity awareness
training to enhance their knowledge to fulfill this responsibility through various media.
("Scheduled" training is any training thought to be needed or necessary as directed by
management, and can occur at any time).

F. Filing Complaints
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1. Employees who believe they have been subjected to any kind of discrimination that conflicts
with the company's diversity, equity, and inclusion policy and initiatives should seek

assistance from a supervisor or an HR representative.

2-5. EMPLOYMENT APPLICATIONS

Transcend Security Solutions relies upon the accuracy of information contained in the
employment application, as well as the accuracy of other data presented throughout the
selection process and employment. Any misrepresentation, falsification, or material omission,
in any of pre-employment information or data, may result in the exclusion of the individual from
further consideration for employment. If an individual has been selected for employment
(and/or is actively working) and a misrepresentation, falsification, or material omission is
discovered after hire, the individual is subject to termination of employment.

2-6. EMPLOYMENT CLASSIFICATIONS

For purposes of salary administration and eligibility for overtime payments and employee
benefits, Transcend Security Solutions classifies employees as exempt or non-exempt. Non-
exempt employees are entitled to overtime pay in accordance with federal and state overtime
laws and provisions. Exempt employees are exempt from federal and state overtime laws and
provisions with rare exception, and they are typically compensated at a fixed rate of pay
(salaried) for each workweek in which work is performed.

If an employee changes positions or assumes new roles (change in job responsibilities, re-
assignment, promotion, etc.) during their employment with Transcend Security Solutions, HR staff
will be apprise them of any change(s) in their exempt status if it wasn't already discussed with
them prior to any change in their job responsibilities or title.

In addition to an exempt or non-exempt classification, all employees are assigned to one of three
(3) of the following employment categories which are as follows:

Full-Time Employee: Employees are considered to be a full-time, hourly-paid (or salaried)
employee if they are selected to assume a position that is regularly scheduled at 30 or more
hours per week. In addition, a full-time position assumes the employee to be working twelve ( 12)
months a year, excluding any eligible paid-time-off (PTO) they may be entitled to.

Part-Time Employee: Employees are considered to be a part-time, hourly -paid employee if they
are selected to assume a position that is regularly scheduled at 29 or fewer hours per week. In
addition, a part-time position assumes the employee to be working twelve (12) months a year,
excluding eligible PTO they may be entitled to.

Temporary Employee: Temporary employees include those hired for a limited time to assist in a
specific function or in the completion of a specific project. Employment beyond any initially stated
period does not in any way imply a change in employment status or classification. Temporary
employees retain temporary status unless, and until, they are notified by Transcend Security




Solutions management of a change. Temporary employees are not eligible for any of Transcend
Security Solutions benefit programs.

2-7. EMPLOYEE FILES AND PRIVACY

Employee Files will be kept and maintained on all employees by the Human Resources staff. An
employee may review their own employee file by scheduling an appointment with the HR staff.
Subject to certain limitations, an employee may also request copies of their employee file at no
charge as an employee. Former employees may request copies of their employee files for a
$20.00 fee to cover administrative costs.

If an employee disagrees with something in their employee file, they may submit a written
statement explaining their position that will be added to their employee file. Any employee health
information is maintained separate from the employee file and is treated as confidential. If an
employee has any questions or concerns about their employee file or employee health
information files, they are to contact the HR staff for assistance.

2-8. EQUAL EMPLOYMENT OPPORTUNITY

Equal Employment Opportunity

Transcend Security Solutions is an Equal Opportunity Employer that does not discriminate on the
basis of actual or perceived race, color, creed, religion, national origin, ancestry, citizenship status,
age, sex or gender (including pregnancy, childbirth and pregnancy-related conditions), gender
identity or expression (including transgender status), sexual orientation, marital status, military
service and veteran status, physical or mental disability, genetic information, or any other
characteristic protected by applicable federal, state or local laws and ordinances. Transcend Security
Solutions's management team is dedicated to this policy with respect to recruitment, hiring,
placement, promotion, transfer, training, compensation, benefits, employee activities, access to
facilities and programs and general treatment during employment.

The Company will endeavor to make a reasonable accommodation of an otherwise qualified
applicant or employee related to an individual's: physical or mental disability; sincerely held religious
beliefs and practices; and/or any other reason required by applicable law, unless doing so would
impose an undue hardship upon the Company's business operations.

Any applicant or employee who needs an accommodation in order to perform the essential functions
of the job should notify Human Resources to request such an accommodation. The individual should
specify what accommodation is needed to perform the job and submit supporting documentation
explaining the basis for the requested accommodation, to the extent permitted and in accordance
with applicable law. The Company then will review and analyze the request, including engaging in an
interactive process with the employee or applicant, to identify if such an accommodation can be
made. The Company will evaluate requested accommodations, and as appropriate, identify other
possible accommodations, if any. The individual will be notified of The Company's decision regarding
the request within a reasonable period. The Company treats all medical information submitted as
part of the accommodation process in a confidential manner.



Any employees with questions or concerns about equal employment opportunities in the workplace
are encouraged to bring these issues to the attention of Human Resources. The Company will not
allow any form of retaliation against individuals who raise issues of equal employment opportunity. If
employees feel they have been subjected to any such retaliation, they should contact Human
Resources. To ensure our workplace is free of artificial barriers, violation of this policy including any
improper retaliatory conduct will lead to discipline, up to and including discharge. All employees must
cooperate with all investigations conducted pursuant to this policy.

2-9. EXPENSE REIMBURSEMENT

Expenses incurred by an employee must be approved in advance by their immediate Supervisor
unless otherwise authorized and approved by senior management.

Some expenses that may warrant reimbursement include, but are not limited to, the following:
training, training materials, mileage costs, air or ground transportation costs, lodging and meals,
etc., all of which are tied directly to carrying-out company business. All expenses incurred will
require receipts and appropriate justification. In many instances, company issued credit cards will
be utilized for coordinating purchases; however, all card holders are required to provide
justifications and receipts if asked by the CFO.

There's an expectation of good judgment and fiscal restraint in making any purchasing decisions,
and approvals are required before committing to purchases thought to be outside the scope of
normal business purchases.

Employees authorized to expense various purchases will be accountable for maintaining receipts
for purchases made and be able to justify and/or otherwise articulate every transaction made.

2-10. HIRING RELATIVES/EMPLOYEE RELATIONSHIPS

A familial relationship among employees can create an actual or at least a potential conflict of
interest in the employment setting, especially where one relative supervises another relative. To
avoid this problem, Transcend Security Solutions may refuse to hire or place a relative in a position
where the potential for favoritism or conflict exists.

In other cases, such as personal relationships where a conflict or the potential for conflict arises,
even if there is no supervisory relationship involved, the parties may be separated by reassignment
or discharged from employment, at the discretion of the Company. Accordingly, all parties to any
type of intimate personal relationship must inform management.

If two employees marry, become related, or enter into an intimate relationship, they may not work
together at the same time (identical shift assignment) at a client-site location. The Company
generally will attempt to identify other available positions, but if no alternate position is available, the
Company retains the right to decide which employee will remain with the Company.

For the purposes of this policy, a relative is any person who is related by blood or marriage, or
whose relationship with the employee is similar to that of persons who are related by blood or
marriage.



2-11. IMMIGRATION LAW COMPLIANCE

Transcend Security Solutions is committed to employing only United States citizens and aliens
who are authorized to work in the United States.

In compliance with the Immigration Reform and Control Act of 1986, as amended, each new
employee, as a condition of employment, must complete the Employment Eligibility Verification
Form 1-9 and present documentation establishing their identity and employment eligibility.
Former employees who are rehired must also complete the form if they have not completed an
I-9 with Transcend Security Solutions within the past three years, or if their previous I-9 is no
longer valid.

Transcend Security Solutions may participate in the federal government's electronic employment
verification system, known as "E-Verify." Pursuant to E-Verify, Transcend Security Solutions
provides the Social Security Administration, and if necessary, the Department of Homeland
Security, with information from each new Employee's Form I-9 to confirm work authorization.

2-12. JOB POSTINGS / OPEN POSITIONS

Employees interested in requesting a transfer to an open position must submit a "Employee
Request for Transfer of Assignment” form through TrackTik. All written requests to be
considered for a new or vacated post shall be reviewed by the supervisory staff directly
connected to the new or vacated post. Current employees of the Company shall, typically,
receive priority consideration for any available open positions prior to it being filled by a new-
hire; however, there may be occasional organizational circumstances that prevent this from
taking place.

Employees submitting written requests for consideration to fill an open position will be evaluated for
their suitability to assume the position, shift availability, and any number of organizational factors

and considerations that make a requested transfer feasible or, for that matter, not possible.

2-13. LICENSING & CERTIFICATION

If you are selected for a position requiring current Licensing and/or Certification (such as a non-
expired, Department of Public Safety issued Arizona Guard Card or driver's license), you must
submit copies of such licensing and certification at the time of your application. If you are
employed in a position that requires specific Licensing and Certification, you are required to have
an up-to-date license or certification on file at all times. (NOTE: Employees are personally
responsible for renewing their required licensing and/or certifications. The Company will
make every attempt to notify employees if their license and/or certification is expiring and
will provide the necessary training at no-cost during normal business hours. However, if
an employee allows their license and/or certification to expire, the employee may be
terminated for not maintaining an active license or certification if it is essential to their job
function and/or otherwise mandated).



Licensing and certification will be verified at the time of your application. Any updates as it relates
to the employee's license and/or certification will be placed in the employees Employee File.

2-14. PAYCHECKS AND PAY DISTRIBUTION

Pay checks will not, under ordinary circumstances, be provided in a hard-copy format. Those
employees with established checking accounts may elect to have their earnings deposited
directly into an employee's bank account with appropriate written documentation provided by the
employee and bank processing coordinated with the HR staff. Employees who elect payment
through direct deposit will receive an itemized statement of wages when the Company makes
direct deposits.

Those employees with no checking account will be paid via a loadable debit card provided by
the Company's payroll processing representative or HR staff.

Payroll Periods & Paycheck Distribution

The pay period is two weeks long, beginning on Sunday's at 12:00AM and ending at 11:59PM
on Saturday evenings. Pay is available to employees on the Thursday following the end of the
pay period, unless that day is a recognized Federal Bank Holiday. Scheduled pay days falling on
a Holiday will be available on the day prior to the Holiday. Employees are encouraged to utilize
the Company's direct deposit program; however, as previously mentioned, the loadable debit
card availability is likewise an option.

Paycheck Advances

It is possible to be advanced a portion of one's earned pay for hours worked for the current
payroll period in which such a request is made and is available through our payroll processor
via the "Rain" instant pay application managed by the HR staff. All employees will be provided
with information concerning this convenience through HR; however, employees are encouraged
to make contact with the HR staff with any questions. The Company does not provide
employees paycheck advances on unearned wages.

Shortages

If an employee's pay check is incorrect resulting in a shortage of pay due to an error on the part
of the Company, that matter shall be corrected within three (3) business days (excluding
weekends and Holidays), from the time an employee makes the organization aware that a
shortage has occurred. Make sure to make contact with an HR staff member if a shortage is
realized.

Termination Paychecks

Pay checks for terminated employees will be disbursed according to State Law. Please contact
the HR staff if you have any questions. When an employee is terminated, direct-deposit will
cease and be immediately discontinued. Terminated employees will receive their final check in a
hard-copy format.
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2-15. PAYROLL DEDUCTIONS

As required by law, Federal, State, and Local Payroll Taxes are deducted from employee pay
checks. With a written authorization, Court Order, or other lawful provisions, other deductions may
be taken from an Employee's pay check to include the following:

Garnishments and Child Support

When State Law dictates, the Company is required to honor all Legal Wage Demands and/or Child
Support Orders received from the Court.

If you believe that an improper deduction has been made from your pay, raise the issue with the
HR staff immediately and the Company will promptly investigate. If the investigation reveals that an
employee was the subject of an improper deduction from pay, the employee will reimbursed
promptly and typically, within three (3) business days (excluding weekends and Holidays) once a
problem has been brought to the attention of the HR staff by an affected employee.

2-16. PERSONAL DATA CHANGES

Every employee is responsible to promptly notify the HR staff and their immediate supervisor of
any changes in personnel data. Such changes may affect an individual's eligibility for benefits,
the amount(s) paid for benefit premiums, and, potentially, receiving important company
information.

If any of the following have changed or will change in the coming future, contact the HR staff as
soon as possible. Changes include:

Legal name

Mailing address

Telephone number(s)

E-mail address

Change of beneficiary

Exemptions on your tax forms

Emergency contact(s)

Training certificates

Professional licenses to include Guard Card renewal
Driver's License renewal

It is acceptable to convey any changes to the HR staff via e-mail. (HR@transcendsecurity.com) The
employee may at some point be asked to provide hard-copies of documents needed and/or
necessary for Transcend employment files.

HR staff made aware of any personal data changes will apprise the Security Operations
Center(SOC) of the changes submitted by an employee for needed TrackTik system updates.


mailto:HR@transcendsecurity.com

2-17. PHYSICAL EXAMS

Certain client-site locations may require periodic physical examinations and/or tests, such as
hearing tests. You will be notified at the time of your application or as soon as practical if these
apply to you. If you have a medical concern as it relates to any periodic exams or testing, be
sure and bring it to the attention of your immediate Supervisor or, in their absence, an HR Staff
representative.

2-18. PROBATIONARY PERIOD

All new and rehired employees work on a probationary basis for the first 90 calendar days after
their date of hire. The probationary period is intended to give new employees the opportunity to
demonstrate their capabilities, examine their work habits, determine their suitability for the
position, and demonstrate an ability to achieve a satisfactory level of performance. It also
offers an employee an opportunity to determine whether the new position meets their
expectations. The company may choose to end the employment relationship at any time during
the probation period without cause or advance notice for any reasoning it deems appropriate.

Any significant absence(s) will, potentially, extend a probationary period by, typically, the
length of the absence(s), if the Company deems this action to be an appropriate course of
action in lieu of a termination of the employment. If the company determines that the
designated probationary period does not allow sufficient time to thoroughly evaluate the
employee's performance, the probationary period may be extended for a specified period of
time not to exceed an additional 30 calendar days. The immediate Supervisor, at their
discretion, may also extend the probationary period if it is deemed to be in the best interest of
the Company; however, it may not exceed an additional 30 calendar days. If the employee
feels that the extension of their individual probationary period is unwarranted, the Company
reserves the capability of determining whether or not to terminate the employment relationship.

2-19. SEXUAL HARASSMENT / HARASSMENT GENERALLY

It is Transcend Security Solutions's policy to prohibit intentional and unintentional harassment of or
against job applicants, contractors, interns, volunteers or employees by another employee,
supervisor, vendor, customer or any third party on the basis of actual or perceived race, color, creed,
religion, national origin, ancestry, citizenship status, age, sex or gender (including pregnancy,
childbirth and pregnancy-related conditions), gender identity or expression (including transgender
status), sexual orientation, marital status, military service and veteran status, physical or mental
disability, genetic information or any other characteristic protected by applicable federal, state or
local laws (referred to as "protected characteristics”). Such conduct will not be tolerated by
Transcend Security Solutions.

The purpose of this policy is not to regulate our employees' personal morality, but to ensure that no
one harasses another individual in the workplace, including while on Company premises, while on
Company business (whether or not on Company premises) or while representing the Company. In
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addition to being a violation of this policy, harassment or retaliation based on any protected
characteristic as defined by applicable federal, state, or local laws also is unlawful. For example,
sexual harassment and retaliation against an individual because the individual filed a complaint of
sexual harassment or because an individual aided, assisted or testified in an investigation or
proceeding involving a complaint of sexual harassment as defined by applicable federal, state, or
local laws are unlawful.

Harassment Defined

Harassment generally is defined in this policy as unwelcome verbal, visual or physical conduct that
denigrates or shows hostility or aversion towards an individual because of any actual or perceived
protected characteristic or has the purpose or effect of unreasonably interfering with an individual's
work performance or creating an intimidating, hostile or offensive working environment.

Harassment can be verbal (including slurs, jokes, insults, epithets, gestures or teasing), visual
(including offensive posters, symbols, cartoons, drawings, computer displays, text messages, social
media posts or e-mails) or physical conduct (including physically threatening another, blocking
someone's way, etc.). Such conduct violates this policy, even if it does not rise to the level of a
violation of applicable federal, state or local laws. Because it is difficult to define unlawful
harassment, employees are expected to behave at all times in a manner consistent with the intended
purpose of this policy.

Sexual Harassment Defined

Sexual harassment can include all of the above actions, as well as other unwelcome conduct, such
as unwelcome or unsolicited sexual advances, requests for sexual favors, conversations regarding
sexual activities and other verbal, visual or physical conduct of a sexual nature when:

e Submission to that conduct or those advances or requests is made either explicitly or implicitly
a term or condition of an individual's employment; or

e Submission to or rejection of the conduct or advances or requests by an individual is used as
the basis for employment decisions affecting the individual; or

e The conduct or advances or requests have the purpose or effect of unreasonably interfering
with an individual's work performance or creating an intimidating, hostile or offensive working
environment.

Examples of conduct that violate this policy include:

1. Unwelcome flirtations, leering, whistling, touching, pinching, assault, blocking normal
movement;

Requests for sexual favors or demands for sexual favors in exchange for favorable treatment;
Obscene or vulgar gestures, posters or comments;

Sexual jokes or comments about a person's body, sexual prowess or sexual deficiencies;
Propositions or suggestive or insulting comments of a sexual nature;

Derogatory cartoons, posters and drawings;

Sexually-explicit e-mails, text messages or voicemails;

Uninvited touching of a sexual nature;

Unwelcome sexually-related comments;

Conversation about one's own or someone else's sex life;

. Conduct or comments consistently targeted at only one gender, even if the content is not
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sexual; and
12. Teasing or other conduct directed toward a person because of the person's gender.

Reporting Procedures

If the employee has been subjected to or withessed conduct which violates this policy, the employee
should immediately report the matter to Human Resources. If the employee is unable for any reason
to contact this person, or if the employee has not received an initial response within five (5) business
days after reporting any incident of what the employee perceives to be harassment, the employee
should contact the Risk Manager. If the person toward whom the complaint is directed is one of the
individuals indicated above, the employee should contact any higher-level manager in the reporting
hierarchy.

Investigation Procedures

Every report of perceived harassment will be fully investigated by HR with assistance provided as
needed or necessary, and corrective action will be taken where appropriate. All complaints will be
kept confidential to the extent possible, but confidentiality cannot be guaranteed. All employees must
cooperate with all investigations conducted pursuant to this policy. (Investigation procedures for HR
and management staff is outlined in considerable detail in the management SOP titled "Sexual
Harassment - Unwanted Advances").

Retaliation Prohibited

In addition, the Company will not allow any form of retaliation against individuals who report
unwelcome conduct to management or who cooperate in the investigations of such reports in
accordance with this policy. If the employee has been subjected to any such retaliation, the
employee should report it in the same manner in which the employee would report a claim of
perceived harassment under this policy.

Violation of this policy including any improper retaliatory conduct will result in disciplinary action, up
to and including termination.

2-20. STAFF REDUCTIONS

There are a variety of factors and circumstances that, at times, necessitate staff reductions. Staff
reductions can occur due to the loss of a client-site location, contract-driven reduced coverage,
or organizational re-structuring.

If the Company must reduce staff, employees will ordinarily be released in order of seniority;
however, there are organizational needs and considerations that must be balanced in assuring
an outstanding level of customer service whereby seniority becomes but one aspect of the
decision-making process surrounding who it is that is retained. The decision-making process
involves evaluating multiple factors to include performance, demonstrated skills, experience,
training, and years of service. If an employee's position is eliminated, that employee may be
re-assigned to another client-site location if an opening exists and the evaluation process
suggests a re-assignment to an available opening; however, an employee's availability and
willingness to comply with, potentially, differing days off, scheduled hours of work, etc., will
become decision-making factors in the re-assignment issue.
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Those employees released due to staff reductions, will be given priority-interviewing opportunities in
order of seniority if a position(s) exist or otherwise become available. It should be noted and
understood that employee pay grades may be increased or decreased for those employees who
accept a new client-site location which will be, typically, driven by the fiscal nature

2-21. TERMINATION OF EMPLOYMENT

Termination of employment is an inevitable part of personnel activity within any organization,
and many of the reasons for termination are routine. Common circumstances under which
employment is terminated include the following:

e Resignation - Voluntary employment termination initiated by an employee.

e Termination - Involuntary employment termination initiated by Transcend Security Solutions.
(Transcend Security Solutions promotes the use of progressive disciplinary action where
possible before dismissing an employee; however, certain actions and/or conduct may warrant
immediate termination and circumvention of the progressive disciplinary process).

e Layoff - Involuntary employment termination initiated by Transcend Security Solutions for non-
disciplinary reasons.

e Retirement - Voluntary employee termination upon eligibility for retirement.

Written Notice Requirement (Resignation)

Employees who intend to voluntarily terminate employment (resign) with Transcend Security
Solutions, shall provide the HR staff with a written letter of resignation fourteen (14) calendar
days, minimally, prior to their proposed last scheduled day of work. It is preferable that
resignation intentions be verbally communicated with their immediate Supervisor prior to the
submission of a written letter as a matter of courtesy.

When an employee fails to provide sufficient notice of separation less than 14 calendar days
prior to that employees' final shift, that employee will be deemed ineligible for rehire, and
thus, forfeit any and all Paid Time Off (PTO) accrued.

Appropriate notice allows the company adequate time to fill the position being vacated by the
departing employee and coordinate the scheduling and training of temporary replacements or a
designated permanent replacement who may be a new-employee or someone transferred from
another post. "Notice" is a common business practice and an unspoken expected courtesy.

HR Actions / Benefit Issues

In the case of employee termination, an eligible employee will receive any unused accrued
Paid-Time-Off (PTO) in accordance with Company policy and procedure, and protocols as
outlined in this Employee Handbook, as well as within accordance of all federal, state and local
laws.

Any employee who terminates employment, voluntarily or otherwise, with Transcend Security
Solutions, shall return all uniforms, files, records, keys, and any other equipment and materials
that are the property of Transcend Security Solutions.

When an employee leaves a position with the Company for any reason, several HR-related actions
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will occur. The HR-related actions include, but aren't necessarily limited to the following:

Providing benefits information if applicable. Some benefits may be continued at
the employee's expense if the employee elects to do so. The employee will be notified of the
benefits that may be continued and the terms, conditions, and limitations of such continuation.
Life and Accidental Death/Dismemberment Insurance, if applicable, terminates on the last day
of Employment.

Providing information to employees concerning their eligibility to, potentially, continue Medical
and Dental coverage, if applicable, under COBRA.

Accounting for the return of all company and/or client-owned property or otherwise
coordinating the timely return of all items.

Cancelling the direct-deposit function and coordinating the issuance of a final check in a hard-
copy form.

All unused accrued PTO that is due and payable at the time of termination will be paid in
accordance with the Company's PTO Policy, as well as all applicable federal, state and local

laws.
e Conducting an exit interview if possible or appropriate.

Note: When an employee is terminated for cause, that employee will be deemed ineligible for rehire

and forfeit any and all vacation time accrued.

If an employee has any questions or concerns regarding the issue of termination and the statements
and protocols previously outlined, they are to contact the Human Resources (HR) staff for

assistance.

2-22. TIME KEEPING AND PAY PRACTICES

Transcend Security Solutions abides by all applicable laws that require the organization to track
and maintain accurate records of the hours worked by its employees who are responsible for
accurately recording their time worked.

All employees are required to account-for (sign in/out) the hours worked per shift using Track Tik
on the assigned site cell phone, or, on rare occasion, a hard-copy time sheet at each client-site
location. Certain client-site locations may also utilize their own time-tracking methods to include
completing time sheets, the utilization of time clocks, or other record keeping systems that, by
contract, require compliance. All employees are expected to follow any and all time-recording
procedures required of them at their assigned client-site locations. Contact your immediate
Supervisor if you have any questions.

If an Employee fails to record the time they arrived for work or the time they departed, the
employee is required to inform their immediate Supervisor or the on-duty SOC analyst in their
absence on the day the error occurred, assuming there's recognition that an omission has
occurred. If, for some reason, an employee comes to the realization that they failed to record the
time they arrived for work or departed on a specific day that has since passed, the employee is
required to notify their immediate Supervisor or the on-duty SOC analyst in their absence with a
sense of urgency once they have become aware that an error occurred.

If an employee is to be paid for benefit time-off, such as vacation, the employee is required to
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follow the procedural guidelines found in the "Paid Time Off (PTO) Policy" and make requests
through TrackTik using the "Time Off Requisition Form" to assure proper record-keeping
documentation and approvals. This also allows for the coordination of shift coverage if needed or
necessary.

Vacation days, sick days, Holidays, and absences for jury duty, funeral Leave or military training
must be specifically accounted-for and recorded by all employees as a part of the time-keeping
process. Questions concerning how this is accomplished can be directed to your immediate
Supervisor or, in their absence, an HR staff member.

Altering, falsifying, tampering with time records, or recording time for another employee are
subject to discipline, up to and including, termination. In addition to recording arrival and departure
times, non-exempt employees are required to accurately record the start and end of each meal
period as well as any departure from the work-place assignment for non-work-related reasons.

Pay Practices

In certain situations, an employee may be eligible for pay in addition to the base hourly wage.

These situations include:

e Overtime Pay: If a full or part-time hourly -paid employee and is requested or required to work
overtime, the employee will be paid time and one-half for hours performed in excess of 40
hours per week.

e Shift and/or Weekend Differential Pay: Full and part-time hourly -paid employees may be
eligible for shift and/or weekend differential pay at certain client-site locations based on the
terms and conditions of the client-site contract or agreement; however, these are not routinely
provided-for by Transcend Security Solutions. Contact your immediate Supervisor or an HR
staff member if you have any questions concerning this issue.

e Miscellaneous Pay: Full and part-time hourly -paid employees shall be guaranteed a minimum
of one (1) hour Miscellaneous Pay if called-in during off-duty hours, or in the event of a
scheduling conflict that occurs. Contact your immediate Supervisor or an HR staff member if
you have any questions.

2-23. TRANSFER REQUESTS

If an employee has at least 90 calendar days of service in a position they are currently assigned

and have not been the subject of any disciplinary action (verbal or written), they may request a

transfer to an open position at another client-site location. The following guidelines concerning
employee transfer requests are as follows:

1. The employee requesting the transfer shall submit a transfer request via Track Tik using the
"Employee Request for Transfer of Assignment” form. If there are any questions concerning
the position or the specifics surrounding the transfer request process, the employee must
contact their immediate supervisor, or, if unassigned, the Field Operations Manager.

2. A supervisor, the Field Operations Manager, or a member of the HR staff may contact the
employee for an interview opportunity if it is ultimately determined that they are being
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considered for the open position which will be the decision of the Field Operations
Manager who may consult with the supervisor of the client-site if one is assigned.

3. If an employee is selected for the open position, the transfer will be arranged following the
coordination of any logistical matters required to make the move happen.

4. Prior to transferring to a new position, an employee will be required to complete any
necessary training or certification courses pertaining to the new client-site location to comply
with all position requirements.

2-24. WORKPLACE VIOLENCE

Workplace Violence

Transcend Security Solutions is strongly committed to providing a safe workplace. The purpose of
this policy is to minimize the risk of personal injury to employees and damage to Company and
personal property.

Transcend Security Solutions does not expect employees to become experts in psychology or to
physically subdue a threatening or violent individual. Indeed, Transcend Security Solutions
specifically discourages employees from engaging in any physical confrontation with a violent or
potentially violent individual. However, Transcend Security Solutions does expect and encourage
employees to exercise reasonable judgment in identifying potentially dangerous situations pertaining
to the actions and/or behaviors of a co-worker or fellow employee.

Experts in the mental health profession state that prior to engaging in acts of violence, troubled
individuals often exhibit one or more of the following behaviors or signs: over-resentment, anger and
hostility; extreme agitation; making ominous threats such as bad things will happen to a particular
person, or a catastrophic event will occur; sudden and significant decline in work performance;
irresponsible, irrational, intimidating, aggressive or otherwise inappropriate behavior; reacting to
guestions with an antagonistic or overtly negative attitude; discussing weapons and their use, and/or
brandishing weapons in the workplace; overreacting or reacting harshly to changes in Company
policies and procedures; personality conflicts with co-workers; obsession or preoccupation with a co-
worker or supervisor; attempts to sabotage the work or equipment of a co-worker; blaming others for
mistakes and circumstances; or demonstrating a propensity to behave and react irrationally.

Prohibited Conduct

Threats, threatening language or any other acts of aggression or violence made toward or by any
Company employee WILL NOT BE TOLERATED. For purposes of this policy, a threat includes any
verbal or physical harassment or abuse, any attempt at intimidating or instilling fear in others,
menacing gestures, flashing of weapons, stalking or any other hostile, aggressive, injurious or
destructive action undertaken for the purpose of domination or intimidation. To the extent permitted
by law, employees and visitors are prohibited from carrying weapons onto Company premises.

Procedures for Reporting a Threat

All potentially dangerous situations, including threats by co-workers, should be reported immediately
to any member of management with whom the employee feels comfortable. Reports of threats may
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be maintained confidential to the extent maintaining confidentiality does not impede Transcend
Security Solutions's ability to investigate and respond to the complaints. All threats will be promptly
investigated. All employees must cooperate with all investigations. No employee will be subjected to
retaliation, intimidation or disciplinary action as a result of reporting a threat in good faith under this
policy.

If the Company determines, after an appropriate good faith investigation, that someone has violated
this policy, the Company will take swift and appropriate corrective action.

If the employee is the recipient of a threat made by an outside party, that employee should follow the
steps detailed in this section. It is important for the Company to be aware of any potential danger in
its offices. Indeed, the Company wants to take effective measures to protect everyone from the
threat of a violent act by employees or by anyone else.
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Section 3 - GENERAL STANDARDS OF CONDUCT

3-1. BEHAVIOR/PROFESSIONAL CONDUCT

Purpose:

The purpose of this policy is to create an organizational level of awareness as to the
behavior/professional conduct expectations of all Transcend Security Solutions employees while on-
duty, on-site at a client-location whether on-duty or off-duty, or in any other setting or circumstance
while representing the company in any way in some capacity.

Definitions
A. Transcend Security Solutions

An established security organization lawfully licensed in the State of Arizona also known as the
"company" and/or "organization" that provides uniformed security services for a variety of clients in
multiple settings. Transcend Security Solutions also offers a variety of training programs, risk
assessment services, and investigative services for its established clients utilizing uniformed guard
services as well as those businesses and organizations without a need for guard services and yet
are seeking specialized services previously mentioned.

B. Chain of Command

The "supervisory staff’, known as the Department's "Chain of Command", consists of the Chief
Executive Officer (CEO), the Chief Operating Officer (COO), the Executive Vice President, the
Director of Operations, the Field Operations Manager, the Division Manager, the Risk Manager, the
Human Resource (HR) Analyst, the Senior Field Supervisor, and multiple Field Supervisors. Officers
assigned to various client-locations and/or a mobile patrol function report to an on-duty "Field
Supervisor". Any Officer who fails to comply with orders, regardless of who issues the order based
on the chain of command structure provided, is subject to disciplinary action, up to and including
termination. The Chain of Command shall not be circumvented unless an emergency situation
dictates otherwise. The Director of Operations, Field Operations Manager, Senior Field supervisor,
and Field Supervisors are responsible for the day-to-day operation of the uniformed security services
provided.

C. Shall / Will

The words "shall" and "will" as used in orders, rules and regulations, policies and procedures,
manuals, memos, standard operating procedures (SOP's), and other official written documents,
shall mean that the action required is mandatory.

D. Order
An instruction or directive, either oral or written, given by a member of the Chain of Command.
E. Incompetence

The inability to satisfactorily perform ones assigned duties. Additionally, incompetence includes an
inability to demonstrate: honesty, integrity, emotional stability, sound judgment, alertness, initiative,
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decisiveness, power to observe, energy, prompt/dependable reporting, and the ability to work with
and interact positively with fellow employees and all other individuals with whom there is contact
made.

F. Neglect of Duty

Failure to give suitable attention to the performance of duty. Examples include, but are not limited to:
failure to satisfactorily perform the duties expected of the position, absence without leave, failure to
report for duty at the time and place designated, failure to abide by or conform to direction or orders
issued by a member of the Chain of Command, a failure to conform to organizational rules and
regulations, orders, and/or policies and procedures.

G. Insubordination

The willful disobedience of any order or instruction lawfully issued by a member of the Chain of
Command. It also includes uttering any disrespectful language, committing any act, or making any
gesture towards a member of the Chain of Command which by its very nature is disrespectful, or
ridiculing orders whether in or out of the persons presence. Insubordination also consists of the
refusal to obey a lawful order or request to do something when instructed to do so by a member of
the Chain of Command.

F. Suspension

A penalty potentially imposed as a consequence of violating organizational policies and procedures,
standard operating procedures (SOP's), or rules and regulations.

G. Progressive Discipline

Multiple steps of the disciplinary process which are, generally, escalatory in nature beginning with
coaching/counseling, a verbal warning, followed by a written warning, followed by a possible
suspension without pay, and ending, potentially, in a termination. There are circumstances whereby
the severity of the offense warrants circumvention of the progressive disciplinary process, which is a
management prerogative, necessary to maintain order and discipline of the organization.

Policy

It is the policy of Transcend Security Solutions to treat all people, to include; fellow employees,
customers, clients, visitors, vendors, contractors, etc., with a level of courtesy and respect at all
times, and to conduct themselves with a consistent level of professionalism in providing an
exceptional level of customer service that is unmistakable and above reproach.

Procedures

Acts or Statements by Transcend Security Employees

Transcend Security employees shall not perform any acts or make any statements, oral or written,
which would subject the company or any of its personnel to ridicule, would destructively criticize any
member of the organization, or would interfere with or subvert reasonable supervision and proper
discipline.

Conduct Toward Supervisory Personnel and Associates

All company employees shall treat members of the Chain of Command with respect, and all
personnel are obligated to be civil and courteous at all times in their dealings with one another.
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All company employees shall refrain from critical or derogatory comments about organizational
issues or orders.

Coordination

All Transcend employees shall direct and coordinate their efforts in such a manner that will establish
and maintain the highest standards of efficiency and effectiveness in carrying out the functions of the
company.

Devote Entire Time to Transcend Security business

All company employees shall devote their entire time and attention to providing an exceptional level
of safety and security in the performance of their duties and responsibilities to fellow employees,
clients, guests and visitors, and members of the general public while on-duty.

Truthfulness
All Transcend employees are required to be truthful at all times.

Assisting Fellow Transcend Employees

All Transcend employees should take all necessary and appropriate action toward aiding fellow
personnel exposed to danger or in a situation where danger might be impending.

Cooperation

Cooperation with all Transcend employees, its Chain of Command, and first responders is essential
to providing safety and security at all client-locations. All Transcend employees have an obligation
and responsibility to work cooperatively with fellow Transcend employees, and all others previously
noted to continuously promote safety and security in their day-to-day duties.

General Conduct Toward the Public

All Transcend employees shall be courteous and orderly in their daily interactions with every person
they encounter, i.e., fellow employees, visitors, and the general public. Everyone shall perform their
duties professionally, being sure not to use harsh, violent, profane, or inciteful language, and remain
calm despite provocation to do otherwise.

All Transcend uniformed officers shall attend to requests for directions and other inquiries seeking
assistance in a prompt and courteous fashion, and shall exemplify a willingness to be helpful to the
fullest extent possible.

When asked by an inquiring client, guest, or visitor, etc., all Transcend officers will provide their
name.

When a situation occurs and it appears relatively obvious that a person will be lodging a complaint
for any action or suggested inaction by any Transcend officer, a detailed report is to be written
concerning the incident and a copy of the report left with the on-duty field supervisor who is to be
alerted to the situation.

Care of Lost, Helpless, Injured, or lll Persons

All Transcend officers shall always be alert to assist lost, helpless, injured, or ill persons at client-
locations and anywhere safety and security responsibilities exist.
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Posted or Verbal Orders General Principles and Expectations

Any lawful orders verbally expressed or posted in writing by a member of the Chain of Command
shall be adhered to as provided. Questions concerning the appropriate manner of carrying out the
orders will be addressed by the issuing supervisory authority insofar as it is practical or reasonable
under the circumstances at the time; however, personal hesitation due to unwillingness or
unnecessarily questioning the legitimacy, timeliness, appropriateness, etc., of the order is not
permissible.

Insubordination

No Transcend employee shall deliberately refuse or fail to obey a lawful order or instruction given by
a member of the Chain of Command.

When an order or instruction requires that it be carried out at a designated time, location, and date,
the failure to comply with the order or instructions given shall be considered failure to obey a lawful
order.

No Transcend employee shall ridicule or criticize a member of the Chain of Command or their orders
or instructions, publicly or privately, whether in or out of their presence.

A Transcend employee who is given instruction or an order which he/she feels is unjust, improper, or
contrary to the rules and regulations and/or policies and procedures of the organization, must first
obey the order or instruction to the best of his/her ability and then may proceed to appeal the order
or instruction with the issuing supervisory authority.

Conflicting Orders

Upon receipt of an instruction or order conflicting with any previous instruction or order, the
Transcend employee is to notify the supervisory staff member issuing the new instruction or order
that a conflict exists. The supervisory staff member issuing the conflicting order will, if necessary,
make contact with the supervisory staff member who initially provided an instruction or order to the
employee to resolve the conflict. (Note: An order or instruction issued by the CEO or COO takes
precedence over all other orders and instructions issued by any other member of the Chain of
Command). That same supervisory staff member will notify the employee of the way to proceed.

Charges/ Grounds for Disciplinary Action

Written charges that may be brought against any Transcend employee include, but are not limited to,
any one of the specific charges listed below:

e Charges related to a criminal act either on-duty or off-duty which affects the employee's
suitability for continued employment.

e Conviction of a criminal act which affects the employee's suitability for continued
employment.

e For willful disobedience of any lawful order issued by a supervisory staff member.

e For any neglect of duty.

e For failure to perform the duties of the assigned position.

e For a lack of initiative of such character as to amount to either incompetence or gross neglect
of duty.

e For any unnecessary or unwarranted violence toward anyone.

e For indecent, profane, or harsh language.
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Possessing, dispensing, or being under the influence of alcohol, a narcotic, barbiturate,
marijuana, tranquilizer, hallucinogenic or any other drug listed and/or defined in A.R.S.

13-3401, which would affect the employee's suitability for continued employment, except in
accordance with medical authorization.

Sleeping while on duty.

For gossiping about the affairs of the company or any individual Transcend employees outside
of the company.

For conduct subversive to the order and discipline of the organization.

Discourteous treatment of the public or fellow employees.

For insubordination.

For overbearing, oppressive, or overly aggressive conduct in the discharge of duty.

For general inefficiency or incompetence.

For making a false official statement either verbally or in writing.

For untruthfulness.

For abuse of sick leave.

Absence without Authorized Leave.

Violation of Transcend Policies or Procedures.

Misuse of Transcend Property.

For criticizing or violating Transcend "Standard Operating Procedure's (SOP's), company
guidelines, or other directives.

For uncleanliness in person or dress while on-duty.

Fraud in securing or maintaining employment.

For purposely circumventing the Chain of Command.

For excessive absenteeism and/or failure to report for work on time.

Participating in sexual harassment or harassment of any kind.

For incompetence (see definition on page #2 of this document).

For any other act or omission contrary to good order and discipline.

Progressive Discipline

Insofar as it is practical and reasonable to adhere to, progressive discipline consists of the following
phases and/or steps:

Coaching/Counseling
Verbal Warning
Written Warning
Suspension
Termination

That is not to say that this order is assured, as there are circumstances and situations that would
necessitate, for example, an immediate termination.

Procedural Aspects and Disposition of Written Charges

The following procedural overview provides some insight into the disciplinary process as it pertains
to formal written charges and their disposition.

Once a situation or circumstance is brought to the attention of a supervisory staff member warranting
a formal investigation of some sort that may ultimately result in disciplinary action,the supervisory staff
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member will immediately speak to the employee involved to gain the necessary information to
determine if in fact a violation has indeed occurred, or at least appears to have taken place. In some
instances, an employee may be immediately relieved of duty, ("Administrative Leave" with or
without pay) depending upon the severity of the charges, until such time an investigation is completed.

If deemed appropriate, an investigation may take place if warranted and HR will be apprised as
needed or necessary during the process. Information surrounding the imposition of any suspension
and/ or termination will be forwarded to the HR staff.

Employees being investigated shall answer all questions asked of them by a supervisory staff
member and/or HR representative concerning the situation or incident being examined. Failure to
participate in the inquiry process will be considered an act of insubordination and subject to separate
charges.

Employees being investigated shall provide all pertinent materials or relevant statements to the
matter being examined when so requested or directed.

Once the matter has been completely and thoroughly investigated, a written report is completed and
forwarded to the Director of Operations, (assuming the Director has not completed the
documentation himself) if the incident involves a mobile patrol officer, or the Field Operations
Manager if the event involves an employee assigned to a fixed post. Formal disciplinary action
and/or disciplinary action recommendations including suspension and /or termination shall be the
subject of discussion with the CEO and COO where needed or necessary and a decision reached as
to how to proceed.

Any time a suspension has occurred or there is a recommendation for a suspension or termination, a
pre-disciplinary meeting should be afforded to the employee in-question with the Director of
Operations in matters involving a mobile patrol officer or the Field Operations Manager in matters
involving an officer assigned to a fixed post, and an additional supervisory staff member (witness)
prior to a final disposition. The pre-disciplinary hearing affords the employee the opportunity to
provide additional pertinent information or an explanation for the conduct that occurred.

A disciplinary outcome following a pre-disciplinary hearing will generally be rendered within 5-7
business days by the management representative directly involved; however, it can be rendered at
the conclusion of the pre-disciplinary hearing meeting if appropriate.

3-2. BULLETIN BOARDS / INTERNAL COMMUNICATIONS

Effective and ongoing communication within Transcend Security Solutions is essential. As
such, the Company maintains systems through which important information can be shared
among employees and management, to include the use of bulletin boards.
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Bulletin boards are posted in designated areas of the workplace to display important information
and announcements. Nothing should be affixed to a bulletin board without supervisory
authorization or approval. In addition, Transcend Security Solutions uses voice, text, computer
applications (TrackTik) and email to facilitate communication and share access to documents.

Employees should consult their immediate Supervisor or the HR Staff with any questions or
concerns surrounding the issue of internal communication .

3-3. CAMERA PHONES/RECORDING DEVICES

Due to the potential for legal action such as invasion of privacy, sexual harassment and loss of
productivity, as well as inappropriate disclosure of confidential information, the utilization of the
camera function on a company issued cell phone is generally prohibited with some exceptions.
Permissible usage of the cell phone camera function of a Transcend issued cell phone includes
photos taken that involve a "legitimate business matter" such as documenting property damage,
safety/security concerns, accident/injury photos, etc. There are of course some instances whereby
cell phone photos are prohibited as indicated in Site-Specific Post Orders. (Photo permissibility and
prohibitions apply to utilizing a personal cell phone in the absence of a company issued cell phone).

The use of tape recorders, Dictaphones or other types of voice recording devices anywhere on
Company property, including to record conversations or activities of other employees or
management, or while performing work for the Company, is also strictly prohibited, unless the device
was provided to you by the Company and is used solely for legitimate business purposes.

3-4. CONFLICT OF INTEREST AND BUSINESS ETHICS

It is Transcend Security Solutions's policy that all employees avoid any conflict between their
personal interests and those of the Company. The purpose of this policy is to ensure that the
Company's honesty and integrity, and therefore its reputation, are not compromised at any time, for
any reason. The fundamental principle guiding this policy is that no employee should have, or appear
to have, personal interests or relationships that actually or potentially conflict with the best interests
of the Company.

It is not possible to give an exhaustive list of situations that might involve violations of this policy.
However, the situations that would constitute a conflict in most cases include but are not limited to:

1. holding an interest in or accepting free or discounted goods from any organization that does,
or is seeking to do, business with the Company, by any employee who is in a position to
directly or indirectly influence either the Company's decision to do business, or the terms upon
which business would be done with such organization;

2. holding any interest in an organization that competes with the Company;

3. being employed by (including as a consultant) or serving on the board of any organization
which does, or is seeking to do, business with the Company or which competes with the
Company; and/or

4. profiting personally, e.g., through commissions, loans, expense reimbursements or other
payments, from any organization seeking to do business with the Company.
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A conflict of interest would also exist when a member of the employee's immediate family is involved
in situations such as those above.

This policy is not intended to prohibit the acceptance of modest courtesies, openly given and
accepted as part of the usual business amenities, for example, occasional business-related meals or
promotional items of nominal or minor value.

It is the employee's responsibility to report any actual or potential conflict that may exist between the
employee (and the employee's immediate family) and the Company.

3-5. HEALTH AND SAFETY

The health and safety of employees and others on Company property are of critical concern to
Transcend Security Solutions. The Company intends to comply with all health and safety laws
applicable to our business. To this end, we must rely upon employees to ensure that work areas are
kept safe and free of hazardous conditions. Employees are required to be conscientious about
workplace safety, including proper operating methods, and recognize dangerous conditions or
hazards. Any unsafe conditions or potential hazards should be reported to management
immediately, even if the problem appears to be corrected. Any suspicion of a concealed danger
present on the Company's premises, or in a product, facility, piece of equipment, process or
business practice for which the Company is responsible should be brought to the attention of
management immediately.

Periodically, the Company may issue rules and guidelines governing workplace safety and health.
The Company may also issue rules and guidelines regarding the handling and disposal of hazardous
substances and waste. All employees should familiarize themselves with these rules and guidelines,
as strict compliance will be expected.

Any workplace injury, accident, or illness must be reported to the on-duty Security Operations Center
(SOC) analyst immediately, regardless of the severity of the injury or accident. (See the "On Duty
Accident, Injury, or lllness Reporting” policy in this handbook for all details).

3-6. INSPECTIONS

Transcend Security Solutions reserves the right to require employees while on Company property, or
on client property, to agree to the inspection of their persons, personal possessions and property,
personal vehicles parked on Company or client property, and work areas. This includes lockers,
vehicles, desks, cabinets, work stations, packages, handbags, back-packs, duffle-bags, coolers,
briefcases and other personal possessions or places of concealment, as well as personal mail sent
to the Company or to its clients. Employees are expected to cooperate in the conduct of any search
or inspection.
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3-7. MEDIA INQUIRIES

All media inquiries regarding any incident occurring in the field or the position of the Company as to
any issues must be referred to the Risk Manager. Only the CEO, COO, and the Risk Manager
are authorized to make or approve public statements on behalf of the Company. No employees,
unless specifically designated by CEO or COO are authorized to make statements on behalf of
Company. Any employee wishing to write and/or publish an article, paper, or other publication on
behalf of the Company must first obtain approval from the Risk Manager.

3-8. OPERATION OF VEHICLES

All employees authorized to drive Company-owned or leased vehicles or personal vehicles in
conducting Company business must possess a current, valid driver's license and an acceptable
driving record. Any change in license status or driving record must be reported to management
immediately.

Employees must have a valid driver's license in their possession while operating a vehicle off or on
Company property. It is the responsibility of every employee to drive safely and obey all traffic,
vehicle safety, and parking laws or regulations. Drivers must demonstrate safe driving habits at all
times.

Company-owned or leased vehicles may be used only as authorized by management.
Portable Communication Device Use While Driving

Employees who drive on Company business must abide by all state or local laws prohibiting or
limiting portable communication device (PCD) use, including cell phones or personal digital
assistants, while driving. Further, even if use is permitted, employees may choose to refrain from
using any PCD while driving. "Use" includes, but is not limited to, talking or listening to another
person or sending an electronic or text message via the PCD.

Regardless of the circumstances, including slow or stopped traffic, if any use is permitted while
driving, employees should proceed to a safe location off the road and safely stop the vehicle before
placing or accepting a call. If acceptance of a call is absolutely necessary while the employees are
driving, and permitted by law, they must use a hands-free option and advise the caller that they are
unable to speak at that time and will return the call shortly.

Under no circumstances should employees feel that they need to place themselves at risk to fulfill
business needs.

Since this policy does not require any employee to use a PCD while driving, employees who are
charged with traffic violations resulting from the use of their PCDs while driving will be solely
responsible for all liabilities that result from such actions.

Texting and e-mailing while driving is prohibited in all circumstances.
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3-9. REFERENCES

Transcend Security Solutions will respond to reference requests through the Human Resources
Department. The Company will provide general information concerning the employee such as date of
hire, date of discharge, and positions held. Requests for reference information must be in hard-copy
writing or requested electronically via e-mail. Responses will be made electronically via e-mail where
practical or otherwise offered in a hard-copy format if an electronic response is not possible. Please
refer all requests for references to the Human Resources Department.

Only the Human Resources Department may provide references.

3-10. SOLICITATION AND DISTRIBUTION

To avoid distractions, solicitation by the employee of another employee is prohibited while either
employee is on work time. "Work time" is defined as the time the employee is engaged, or should be
engaged, in performing his/her work tasks for Transcend Security Solutions. Solicitation of any kind
by non-employees on Company premises is prohibited at all times.

Distribution of advertising material, handbills, printed or written literature of any kind in working areas
of the Company is prohibited at all times. Distribution of literature by non-employees on Company
premises is prohibited at all times.

3-11. TOBACCO-FREE ENVIRONMENT / SMOKING

Transcend Security Solutions supports a tobacco-free environment. Employees are prohibited from
using tobacco products inside the Company office, Company owned, operated, or leased vehicles,
or any non-designated tobacco-use area at client-site locations to include, but aren't necessarily
limited to:

1. Access/Egress Booths.
2. Information Desks or Lobbies.

Employees are only permitted to use tobacco products in pre-approved designated areas. Tobacco
use in pre-approved designated areas is only approved during approved/authorized breaks while on-
duty.



3-12. UNIFORMS AND GROOMING

Purpose

This policy establishes uniform, grooming, and hygiene guidelines, expectations, and requirements
for all on-duty Transcend Security Solutions security officers. Uniforms include those that are
standard-issue and those that are visually different and specific to certain client-locations as
mandated contractually.

Policy:

It is the policy of Transcend Security Solutions to issue uniforms to guard staff that provide clear,
visual identification that an individual is a Transcend security officer. Uniform apparel typically
includes a button-down dress shirt with a metal badge and Transcend Security organizational
patches that identify the officer as a Transcend Security employee; however, uniforms may vary in
color and style based on client-driven site requirements while at the same time complying with all
lawful uniform provisions as required by state law.

It is the policy of Transcend Security Solutions to promote a strong positive visual image that speaks
to professionalism and a commitment to safety and security for its clients through the uniforms it
provides with an expectation that those uniforms will be cared-for and maintained appropriately.
Additionally, organizational policy dictates that all Transcend employees practice and demonstrate
the value of grooming and appropriate personal hygiene in furthering Transcend's commitment to
providing a professional image.

Procedures:

A. Professional Appearance/Image

Employees of Transcend Security Solutions are expected to maintain a neat, clean, and professional
appearance at all times which includes being in the proper uniform and appropriately groomed during
work hours a required by policy and typically reflected in the site-specific Post Orders.

Uniform requirements may change from post to post depending on client requirements and
Transcend Security Solutions will provide all needed/necessary uniforms as required by the client.

As a representative of the Company, it is expected that all uniform apparel be neat, clean, pressed,
and damage-free so as to promote a professional image to everyone an officer comes in contact with
while wearing it regardless of where that might be.

Members of the office staff shall adhere to a "business casual" standard with some degree of
flexibility as may be permitted by senior management; however, all attire shall be neat, clean,
pressed, and damage-free so as to promote a professional image to everyone they come into
contact while conducting the business of the Company.

Grooming and personal hygiene are essential expectations at all times and are required of all
employees in exhibiting a professional image regardless of who it is they come into contact with or
interact with while performing guard services or any other work on behalf of the Company.

If it is determined by a member(s) of the Supervisory staff that an employee's uniform, grooming, or
personal hygiene are in need of attention because they fail to promote an appropriate positive image,
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the employee will be relieved of duty and instructed to make the appropriate corrections prior to
being authorized to return to work.The time away will be unpaid. Areturn to work will not
be authorized until such time a Supervisory staff member has determined that needed/necessary
changes have been satisfactorily addressed.

B. Company Provided Uniforms

Transcend Security Solutions will provide each employee assigned to a post or assignment
requiring a uniform with all uniform equipment except a belt, shoes, socks and undergarments.
Following a job offer acceptance or attending a scheduled orientation, the officer will be fitted for the
uniform specified for the post which is to be worn at all times while on- duty.

Transcend Security Uniforms are not to be worn off- duty except when traveling to and from an
assigned post; however, when doing so, the uniform shirt is to be covered with a jacket or some
other garment that covers the uniform badge and patches at all times. This requirement is
necessary for a number of reasons to include personal safety concerns. It is against Company policy
to wear a Transcend Security Solutions uniform for any other purpose other than while performing
work for the Company. Violation of this policy is grounds for termination.

Officers are not to wear security uniforms (worn outwardly or covered with a jacket) in bars, casinos
or other places where alcohol is served unless the employee has been assigned to a post at
an approved establishment. A violation of this requirement is grounds for immediate termination.

Officers assigned to a uniform post or assignment are required to post a $50.00 security deposit for
uniform items and equipment issued by Transcend Security Solutions. This $50.00 security deposit
is deducted two (2) times ($25.00 each) from the Employee's first two (2) payroll checks.

At the time of issue, employees will be informed of the value of each uniform item and piece of
equipment and they will be required to sign an acknowledgment of the items received and their
value. Furthermore, employees will be apprised that a failure to return the issued uniform and
associated equipment at the time of termination (voluntary or involuntary) that they are financially
responsible for all non-returned items which will be deducted from their security deposit.

All uniform items and associated equipment that are returned as required upon termination
(voluntary or involuntary) will result in a return of the $50 deposit in a manner established by the HR
staff.

Employees assigned to a post or assignment requiring a uniform will be provided a uniform shirt(s)
that is appropriate for the post assigned. Shirts may vary in type (polo or button-down dress shirt of
the long-sleeve or short-sleeve variety) and color depending on the site requirement or the position
at which a person is assigned.

Shirts are not to be worn unbuttoned at any time or with the tails untucked whether partial or
complete.

Employees assigned to a post requiring a uniform will be provided pants that are appropriate for the
post assigned. Pants may vary in type and color depending on the site requirement or the position at
which a person is assigned. Typically, the pants are black in color.

There are very few post assignments requiring a suit-coat/blazer; however, employees must dress in
the uniform provided by Transcend Security Solutions that is appropriate for the post assigned. Suit-
coats/blazers may vary in type and color depending on the site requirement or the position at which a
person is assigned. Typically, the suit-coats/blazers are black in color.
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Authorized winter jackets /windbreakers are black in-color and will be provided by Transcend
Security if the assignment and/or post requires outdoor responsibilities, and by request if the location
of an indoor post is directly affected by a nearby infiltration of outside air.

A black or white t-shirt may be worn under a Transcend Security uniform shirt. No other colors are
permitted.

Long-sleeve turtle-neck type shirts may be worn during winter months (Oct.-March) but must be
black in color, and sleeves must not extend below the uniform shirtsleeves. All under-garments, to
include t-shirts, are to be provided by the officer.

Military command-style sweaters that are black/blue in-color and bearing the Transcend Security
patches on the sleeve may be available to officers upon request and may be worn over the uniform
shirt during winter months (Oct.-March). There are a limited number of these sweaters available by
size as they are being phased-out. No other sweaters or garments worn over a uniform shirt
are authorized for wear beyond the company-issued jacket.

Socks worn must be black or gray in-color and, minimally, of the high-ankle variety. White or other
colored socks beyond black and gray are not permitted, unless authorized by Company
management.

Employees are required to provide their own shoes. If, at the time of start-up, an employee cannot
afford their own shoes, they must notify the HR staff member issuing uniform equipment
to determine if Company assistance is available. Some posts may require specific footwear, such as
non-slip soles or steel-toes. If such footwear is required, you will be notified and will be required to
obtain shoes meeting the required standards. Acceptance of work ata post requiring specific
footwear requires you to obtain the required shoes. Upon request, the Company may provide
sources for purchasing the required footwear at discounted prices. If you are unwilling or unable
to provide the required footwear, you may be re-assigned to another post if there's one
available.There are countless footwear choices available that mirror law enforcement and/or military
worn footwear; however, anything worn must be black in color and capable of accepting
and maintaining a polished appearance. Mesh-style tennis shoes that cannot be polished are not
acceptable.

All uniform pants requiring a belt must be black in color with a silver or black buckle.

Authorized duty equipment attached to the belt and issued by Transcend Security Solutions will be a
black nylon composition unless otherwise specified for the client-location which can be found in the
site-specific post orders. Duty equipment may include the following: OC spray dispenser and black
nylon holster, one pair of handcuffs and black nylon handcuff holder, a collapsible baton and black
nylon holster, or a Taser unit and holster.

Note: No officers not specifically authorized and trained in the use of the above mentioned
equipment are authorized to carry it while on-duty.

Baseball-style hats and beanies bearing the Transcend Security company logo are permissible for
outdoor assignments only unless otherwise prohibited by a site-specific client. The wearing of
baseball hats or beanies indoors at any location is prohibited.

Transcend Security shall issue metal badges as determined by site assignment and they must be
worn on the outermost garment so it is visible at all times. Transcend Security officers are only
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authorized to wear company-issued breast badges. While on duty, all uniformed officers will wear the
breast badges properly over the left breast.

Itis prohibited and illegal for any Transcend Security officer to misrepresent himself as a sworn peace
officer or police officer.

If a breast badge is lost or stolen, the officer must immediately notify a supervisor so that the proper
authorities can be advised.

When an officer terminates his/her employment (voluntarily or involuntarily), the breast badge must
be turned in to the office.

Photo ID badges of any kind, if required by a client at a specific site must be worn as indicated at all
times while on the client's property. Photo ID badges will be worn over the right breast pocket of a
dress-style button-down shirt, or clipped to the breast-bone button-down portion of a polo shirt.

A limited number of supervisory staff members will be provided nameplates which are to be worn just
above the right breast pocket of the dress shirt. Only pins awarded by Transcend Security are
authorized to be worn on uniforms. Awarded pins will be worn just above the right breast pocket of a
Transcend-issued dress shirt.

An exception to wearing of Transcend issued pins would be the wearing of an American flag pin
which should be, ideally, worn just above the Transcend metal badge on the left breast.

Consideration to wear any additional pin insignia beyond a Transcend issued pin or an American flag
is to be requested through a Field Supervisor. The Field Operations Manager or the The Director of
Operations will ultimately be the deciding-authority as to whether or not to approve a uniform
pin requested to be worn.

Sunglasses may be worn outdoors; however, they must be black plastic or a dark metal frame and
professional in their appearance. The wearing of sunglasses indoors is not permitted. Any/all
sunglasses are to be provided by the officer.

C. Uniform Care / Replacement / Return

Transcend employees issued Company uniforms are responsible for maintaining the cleanliness and
professional appearance of the uniform including washing it and pressing it, or having it
professionally cleaned on a regular basis to maintain its professional appearance. The uniform must
be clean and pressed at all times.

If any component of the Transcend issued uniform shows sign of wear, the item may be brought to
the office so that a new one can be issued at no cost. If a uniform item is lost, damaged, or
destroyed, the employee may be held responsible for paying the current cost of a replacement.

Upon termination of employment with the Company, whether voluntary or involuntary, all employee
issued uniform item and pieces of equipment must be returned in serviceable condition, less normal
wear. If any issued uniform item or piece of equipment is not returned, its value will be deducted from
the $50 uniform deposit made at the time of hire. Further, if the Employee returns all documented
issued items in serviceable condition, a check in the amount of $50.00 or other form of approved
payment will be given to the Employee, which represents the initial security deposit amount.

D. Grooming Issues

Personal cleanliness is imperative while in uniform. Perfumes, colognes and aftershave lotions must
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be used in moderation. Hands must be clean and nails must be clean and trimmed. Outlandish nail
color polishes, designs, or excessively long fingernails are not permitted.

While on duty officers should have neatly trimmed haircuts. Outlandish or extreme hairstyles or hair
colors for men or women are not permitted.

Facial hair for men is acceptable so long as it is maintained/groomed to the Company's satisfaction
and professional in its appearance. Exceptions to this rule would be if the contracted client's policy to
whom the officer in question is assigned states otherwise.

In many cases, body art (such as Tattoo's) should not be exposed; however, at some posts, body
art may be allowed as long as the contentis appropriate and non-offensive which will be client-driven
as to permissibility. If body art is not permitted / allowed at an assigned post, a long sleeve shirt (or a
Tattoo Sleeve if wearing a short sleeve shirt) must be worn at all times to cover the body art.

E. Jewelry

A single set of earrings (stud type or similar small style) is allowed for female officers only.
One ring on each hand is permitted so long as it is not inappropriate or offensive in nature.
Necklaces are permissible as long as they are tucked behind the uniform shirt.

A wrist watch that is size-appropriate and professional in its appearance is permissible.

Beyond the items previously noted, no other jewelry is permitted without prior approval and
authorization from the Company.

3-13. USE OF CELL PHONES, COMMUNICATIONS DEVICES, AND COMPUTER

SYSTEMS

Company Issued Cell Phone, Laptops, Tablets, Desktop Computers

Transcend Security Solutions's communication and computer systems are intended primarily for
business purposes; however limited personal usage may be permitted if it does not hinder
performance of job duties or violate any other Company policy. This includes voice mail, e-mail,
Internet systems, and TrackTik application software usage. Users have no legitimate expectation of
privacy in regard to their use of the Transcend Security Solutions systems. Communication devices,
such as Company issued cell phones are likewise the subject of Company control and may be
accessed at any time for any reason in assuring the devices are utilized for legitimate, approved,
Company business.

Transcend Security Solutions may access any Company computer equipment, laptops, notebook
computers, tablets, and Company issued cell phones, etc., at any time that it deems necessary or
appropriate as an ordinary course of business in assuring appropriate use and security. The reasons
for which the Company may obtain such access include, but are not limited to: maintaining the
system; preventing or investigating allegations of system abuse or misuse; assuring compliance with
software copyright laws; complying with legal and regulatory requests for information; and ensuring
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that Company operations continue appropriately during the employee's absence.

Further, Transcend Security Solutions may review Internet usage to ensure that such use with
Company property, or communications sent via the Internet with Company property, are appropriate.
The reasons for which the Company may review employees' use of the Internet with Company
property include, but are not limited to: maintaining the system; preventing or investigating
allegations of system abuse or misuse; assuring compliance with software copyright laws; complying
with legal and regulatory requests for information; and ensuring that Company operations continue
appropriately during the employee's absence.

The Company may store electronic communications for a period of time after the communication is
created. From time to time, copies of communications may be deleted.

The Company's policies prohibiting harassment, in their entirety, apply to the use of Company's
communication and computer systems. No one may use any communication or computer system in
a manner that may be construed by others as harassing or offensive based on race, national origin,
sex, sexual orientation, age, disability, religious beliefs or any other characteristic protected by
federal, state or local law. Likewise, Company communications equipment may not be used to
threaten, harass, or intimidate anyone being communicated with.

Further, since the Company's communication and computer systems are intended for business use,
all employees, upon request, must inform management of any private access codes or passwords.

Unauthorized duplication of copyrighted computer software violates the law and is strictly prohibited.

No employee may access, or attempt to obtain access to, another employee's computer systems
without appropriate authorization.

Portable Communication Device Use While Driving

Employees who drive on Company business must abide by all state or local laws prohibiting cell
phone use while driving. . "Use" includes, but is not limited to, talking or listening to another person
or sending an electronic or text message as well as simply viewing information provided by a cell
phone.

Regardless of the circumstances, including slow or stopped traffic, if any cell phone use is needed or
necessary, employees should proceed to a safe location off the road and safely stop the vehicle
before placing or accepting a call, or entering information into the phone. If acceptance of a call is
absolutely necessary while driving, and permitted by law, employees must use a hands-free option
and advise the caller that they are unable to speak at that time and will return the call shortly.

Under no circumstances should employees feel that they need to place themselves at risk to fulfill
business needs.

Mobile patrol drivers may use a company issued cell phone for GPS navigation between patrol stops
if they choose to do so; however, the device is to be properly mounted to allow for hands-free
operation and the operator is exclusively responsible for distraction-free operation of the motor
vehicle to which he/she is assigned. Officers in a patrolling capacity who are required to scan GPS
checkpoints through TrackTik are required to come to a complete stop prior to scanning to prevent
the potential for a loss of control of the vehicle or becoming involved in an actual motor vehicle
accident. Employees who are charged with traffic violations resulting from the use of their cell
phones while driving will be solely responsible for all liabilities that result from such actions.
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Texting and e-mailing while driving is prohibited in all circumstances.

Personal Cell Phone Usage

Use of individually owned cell phones during business hours is prohibited except in emergencies.
The camera function of a personal cell phone may be utilized to document legitimate business
matters in the absence of company issued cell phone.

Violators of this policy may be subject to disciplinary action, up to and including discharge.

3-14. USE OF SOCIAL MEDIA

Transcend Security Solutions respects the right of any employee to maintain a blog or web page or
to participate in a social networking, Twitter or similar site, including but not limited to Facebook and
LinkedIn. However, to protect Company interests and ensure employees focus on their job duties,
employees must adhere to the following rules:

Employees may not post on a blog or web page or participate on a social networking platform, such
as Twitter or similar site, during work time or at any time with Company equipment or property.

All rules regarding confidential and proprietary business information apply, in full, to blogs, web
pages and social networking platforms, such as Twitter, Facebook, LinkedIn or similar sites. Any
information that cannot be disclosed through a conversation, a note or an e-mail also cannot be
disclosed in a blog, web page or social networking site.

Whether the employees are posting something on their own blog, web page, social networking,
Twitter or similar site or on someone else's, if the employee mentions the Company and also
expresses either a political opinion or an opinion regarding the Company's actions that could pose
an actual or potential conflict of interest with the Company, the poster must include a disclaimer. The
poster should specifically state that the opinion expressed is his/her personal opinion and not the
Company's position. This is necessary to preserve the Company's good will in the marketplace.

Any conduct that is impermissible under the law if expressed in any other form or forum is
impermissible if expressed through a blog, web page, social networking, Twitter or similar site. For
example, posted material that is discriminatory, obscene, defamatory, libelous or violent is forbidden.
Company policies apply equally to employee social media usage.

Transcend Security Solutions encourages all employees to keep in mind the speed and manner in
which information posted on a blog, web page, and/or social networking site is received and often
misunderstood by readers. Employees must use their best judgment, and err on the side of
caution. Employees with any questions should review the guidelines above and/or consult with their
manager. Failure to follow these guidelines may result in discipline, up to and including discharge.

3-15. VISITORS IN THE WORKPLACE

To ensure the safety and security of the Transcend Security Solutions organization as a whole, to
include it's physical property, intellectual property, its clients and its employees, authorized visitors
coming to visit with Transcend employees is to be, generally, kept to a minimum, with some
exceptions that might involve, for example, dropping off a meal. Family and friends of employees will
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have restricted access to certain things, vehicles, places, and/or areas as deemed appropriate,
which may vary from location to location in terms of client-sites.

The actual safety and security of all Transcend visitors is of paramount importance. All visitors of
Transcend employees should be greeted and escorted by the employee they are there to
see regardless of the location unless an appropriate supervisory approval has been otherwise
secured. Beyond an obligation and responsibility to protect physical property, employees must insure
that visitors do not have access to Transcend hard-copy documents or access to electronic files; to
include information that might be gleaned from operational computer monitors, cell phones, tablets,
etc., or have access to client-site areas that are prohibited or otherwise limited to specific, authorized
personnel.

Additionally, as to client-sites specifically and their visitors, Site Post Orders will likely provide
necessary instruction and guidance as to how they should handled and/or directed. Questions
concerning allowing access to a visitor whose presence is questionable, unexpected, or appears to
be unauthorized, should be the subject of checking directly with an on-site client representative.
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Section 4 - OPERATIONAL POLICIES

4-1. AUTHORITY AND EXPECTATIONS OF AN OFFICER

Purpose:

The purpose of this policy is to offer clarity as to the responsibilities and expectations of a Transcend
Security Solutions officer in managing safety and security problems that, from time to time, present
themselves while on-duty.

Policy:

A Transcend Security Solutions Security officer has the same arrest authority as an ordinary citizen
under specific circumstances; however, it is the policy of Transcend Security Solutions to promote
the essence of providing safety and security through an officer's physical presence, being vigilant
and attentive to problematic situations, and taking appropriate hands-free, non-contact action to
prevent and/or resolve circumstances that threaten the safety and security of persons, property, or
assets.

It is the policy of Transcend Security Solutions that an officer will rely upon an ability to communicate
effectively to manage most situations that require some level of authoritative direction to gain
compliance, establish a positive rapport with everyone they come into contact with, and otherwise
resolve problems that threaten safety and security through verbal commands without ever invoking
arrest authority.

This policy insists that Transcend Security Solutions officers are to observe and report safety and
security situations that exceed their ability to address and/or control a problem. Reporting would
include coordinating and reporting building systems issues with on-site client management and
seeking a law enforcement response for situations thought to require a law enforcement presence.

Procedures

A. Trespass

If an individual enters or remains unlawfully on a client's property because of inappropriate personal
conduct, fails to exhibit a legitimate business purpose for being on-site, or has been instructed or
otherwise directed by an on-duty Transcend officer or member of the client-management staff to
leave the Premises for any of the stated reasons, they are, in all probability, in violation of trespass
laws which must be reported to law enforcement for assistance in having that individual removed or
otherwise escorted off the property.

B. Suspicious Activity

Iffwhen an officer observes suspicious behavior that would lead one to believe that a crime is taking
place or may be about to occur, the officer is to, ideally, maintain observation from a distance and
make contact with local law enforcement for assistance.

Iffwhen there is any question in an officer's mind as to the need for a law enforcement presence,
error on the side of caution and contact law enforcement for assistance.



C. Building Systems Problems

Iffwhen an officer who happens-upon or recognizes a building systems problem is occurring or
suspects that a building systems problem may be creating a safety or security concern at a fixed
post, the officer needs to make contact with appropriate client-management staff and apprise them of
the problem or concern.

I/ when a mobile patrol officer happens-upon or recognizes a building systems problem is occurring
or suspects a building systems problem may be creating a safety or security concern, the officer
needs to coordinate making contact with the client-site management staff with the on-duty SOC
analyst.

A building systems problem or concern can be, but necessarily be limited to, the following:

e The unusual presence of running water and/or flooding of an area.

e Obvious, apparent, or suspected equipment malfunction.

¢ Inoperable equipment requiring immediate attention.

e Unusual sounds, sights, or odors that is suggestive of a problem or concern to include obvious
smoke, fire, etc.

e Widespread inoperative lighting in an area ordinarily well-lit due to safety and security
concerns.

e Any management-driven required immediate reporting for any safety and security concerns
they have expressed and/or those circumstances stated in written post-orders.

D. Appropriate Actions on the part of an Officer

Officer Presence - The mere presence of a uniformed officer is reflective of an authoritative figure
with a responsibility for the safety and security of the premises and the people within it which may
actually prevent a situation from occurring or cause something actually taking place from continuing.

Customer Service Skills - An officer needs to exhibit an ability to verbally communicate effectively,
be welcoming and approachable, demonstrate an ability to be empathetic and understanding,
naturally project a relaxed body language, and show a determination to be of service in
contending with safety and security issues through his or her actions.

Non-verbal and Para-Verbal Communication - An officer needs to be proficient in utilizing non-
verbal skills to gain compliance such as pointing, motioning, gesturing, etc. The officer must also be
capable of using voice inflection through tone, volume, and cadence (para-verbal communication)in
summoning, directing, and gaining voluntary compliance without being rude or condescending, and
never losing sight of the need to be professional.

Communication - The officer must find a way to master the art of providing verbal directives or
commands which are non-physical, clear, simple, enforceable, and non-excessive.

E. Failure to Act

A failure to take an appropriate level of action in providing non-contact safety and security measures
for a client when a problematic condition or situation is recognized and/or is about to occur, or is
already in-progress, is subject to organizational scrutiny and, potentially, disciplinary action.

An appropriate level of action is non-contact participation and/or intervention as indicated in Section
"C" of this policy.
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4-2. BOMB THREAT MANAGEMENT

Bomb Threat

If a Transcend Security Officer receives a bomb threat, the following procedures should be followed:

Threat made by Phone

Keep the caller engaged in conversation and obtain as much information as possible using the
"Bomb Threat Checklist" available on the on-site TrackTik phone.

Important information would include trying to determine where the bomb is located, what type
of bomb it is, and the time of detonation

Listen carefully to any background noises/sounds that may provide additional information as to
where the caller may be calling from

Pay attention to specific cultural accents that may assist in identifying a bomb threat caller

Call 911 and request the assistance of the Police Department or local law enforcement
(Sheriff's Department, etc.) Know the address of the site you're working at as well as the
name of the building or business. Follow any instructions provided by a 911 operator

Notify Property Management

Notify the on-duty SOC Analyst (Ph. 480-708-3908)

Obtain the name(s) and badge numbers of at least one of the law enforcement Officers who
responded to the site. Obtain a PD report number and include it in the Transcend Incident
Report

Security Officers should only assist with a bomb threat emergency when instructed to do so!!
Any searching, if asked or directed, is to be done with an extreme level of caution, and nothing
is to be handled, moved, or even touched such as in the case of any suspected packages or
items discovered

Prepare a thorough Incident Report with as much detail as possible

Threat received by mail or written-note

Notify Property Management and allow a client representative to determine whether or not to
notify law enforcement

Notify the on-duty SOC Analyst (Ph. 480-708-3908)

Minimize the handling of the note/letter as much as possible because it is considered a
valuable piece of evidence in, potentially, identifying a suspect

Prepare a thorough Incident Report with as much detail as possible
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4-3. COMPANY SUPPLIES / AUTHORIZED PURCHASING

Only authorized employees may purchase supplies in the name of Transcend Security Solutions.
No employee whose regular duties do not include purchasing shall incur any expense on behalf
of the Company or bind the Company to any contract, agreement, promise, or otherwise
represent themselves as an authorized agent of the organization with purchasing approval
without the expressed written approval of management.

4-4. DRUG & ALCOHOL POLICY

Purpose:

The purpose of this policy is intended to promote a safe, healthful, and efficient working environment
as it pertains to the company headquarters, the operation of its vehicles and other motorized
equipment both leased and owned, and our presence at client sites for whom we have a contractual
obligation and responsibility to provide safety and security. The policy is designed to reduce
accidents, injuries, fatalities, and property damage that result from employees using drugs and
alcohol within hours of coming on-duty, while on-duty, and/or otherwise representing the company at
authorized business events.

Being under the influence of drugs or alcohol while at work poses serious safety and health risks to
the user and to all those who work with the user, as well as persons and clients with whom the
individual comes into contact with. The use, sale, purchase, transfer, or possession of drugs (both
legal and illegal) or alcohol while on duty is serious cause for concern that will likely result in
considerable consequences up to and including termination.

Definitions:

Alcohol - means any beverage that contains ethyl alcohol (ethanol), including but not limited to beer,
wine, and distilled spirits.

Drug Testing or "testing” - means the scientific analysis of urine, blood, breath, saliva, hair, tissue
and other specimens of the human body examined for the purpose of detecting a drug or alcohol.

Collection site - a medical facility that will have all necessary personnel, materials, equipment, and
supervision to provide for the collection, security, temporary storage, and transportation or shipment
of the testing samples to a laboratory.

Company Facilities - means all property of the Company, including but not limited to buildings
(leased or owned), parking lots, and storage areas. The term also includes Company-owned or
leased vehicles and equipment wherever located. It also includes the client-properties where the
Company performs contract services.

Contraband- means any article, the possession of which on Company premises or while on
Company business is prohibited. Contraband includes illegal drugs, alcoholic beverages, and drug
paraphernalia.



lllegal Drug- any drug which is not legally obtainable which would include marijuana and hashish
(unless medically prescribed), cocaine, heroin, phencyclidine (PCP), methamphetamine (crystal
meth), and various "designer drugs".

Legal Drug- means any prescribed drug or over-the-counter drug that has been legally obtained and
is being used for the purpose for which it was prescribed or manufactured.

Possession- is meant to also include the presence of a substance in the body of any detectable
amount of drug, as well as that physically accessible on one's person to include storage in a
bookbag, etc.

Random Testing- means any testing process in which selection for testing is made by employing an
objective method which ensures that every employee subject to testing has a substantially equal
statistical chance of being selected.

Reasonable Cause- means belief that the actions or appearance or conduct of a person are
indicative of the use of a drug or alcohol that has negatively affected the actions, movement, or
behavior of a person that jeopardizes safety and security of the person affected and those around
them. Reasonable cause includes, but is not limited to: accidents, near-accidents, erratic conduct
suggestive of drug or alcohol use, any unsafe performance behaviors, and unexplained deviations
from productivity.

Under the Influence- means a condition in which a person is affected by a drug or alcohol in any
detectable manner which can be established by a professional opinion, testing to include blood,
breath, or urine, or physical observations of impairment to include such things as slurred speech,
balance difficulties, loss of bladder control, behavioral abnormalities, etc.

Policy:

It is the policy of Transcend Security Solutions to provide a safe environment for all employees to
work, and be free from the hazards, risks, and liabilities associated with fellow employees negatively
affected by the use of drugs and alcohol that, potentially, poses a safety and security risk to not only
themselves, but those around them as well.

This policy articulates drug and alcohol use identifiers and/or observations, criminal and non-criminal
circumstances and occurrences involving the use and/or possession of drugs and/or alcohol, testing
procedures, and the consequences for negligent use and/or abuse while on-duty regardless of
location or assignment. Additionally, this policy addresses isolated circumstances in which criminal
behavior is tied to drug and alcohol use and/or abuse while off-duty.

Procedures

A. Job Applicant Drug Testing

e Prior to a "conditional offer of employment” being made to an applicant, they will be apprised
of the necessity to pass a drug screen.

e The drug screen process is a six (6) panel oral swab test through Insta Cube that yields
immediate results.

¢ Applicants refusing to be tested will be disqualified for further employment consideration .

e Those applicants testing positive for any one of the six substances being tested-for will be
disqualified from any further employment consideration.

e Those applicants testing positive for marijuana will be disqualified from any further
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consideration and the conditional offer of employment withdrawn because positions within the
organization, specifically uniformed guards, are considered "safety sensitive" positions as
indicated in Arizona House Bill "HB2541" which is an amendment to the "Medical Marijuana
Act of 2011".

B. Prohibited Actions / Drug and Alcohol Use

It is a violation of this policy for any employee to use, possess, sell, trade, offer for sale, or offer to
buy marijuana or illegal drugs or otherwise engage in the use of marijuana or illegal drugs or drug
paraphernalia on or off the job outside of any lawful framework or permissibility.

Possess or consume alcohol while on the job at a client-site.

It is a violation of this policy for any employee to report to work impaired by, or work under the
influence of, any drug (legal or illegal) or alcohol in any detectable amount.

It is a violation of this policy for any employee to use prescription drugs that have not been legally
obtained or in a manner or purpose other than as prescribed.

C. Medication Precautions

An employee undergoing prescribed medical treatment with a prescription drug, who has been
advised by a licensed Health Care Provider or Pharmacist that such a drug may adversely affect
their ability to perform assigned duties in a safe and effective manner, is to refrain from reporting to
work until such time those determinations are made.

Medication reactions can vary with each individual. All employees must assume personal
responsibility for the effects a medication may have on their physical well-being which may include
fatigue, dizziness, disorientation, intestinal distress, vomiting, etc., that would adversely affect their
ability to work safely.

Employees taking prescription drugs should, ideally, keep those medications in containers in which
they were originally dispensed; however, minimally, the employee needs to have knowledge of the
prescribed medication (name of the drug, the prescribed dosage and frequency) and the
warnings associated with its usage.

Over-the-counter (OTC) medications used for treating common colds, flu, and other minor medical
conditions whereby an employee is self-medicating for symptom relief must likewise be aware of how
a particular medication affects their ability to perform their jobs safely.

Using prescription and non-prescription over-the-counter medications that adversely affects an
employee from being able to do their jobs in a safe and responsible manner are to utilize paid-time-
off (PTO).

Employees adversely affected by medication while at work are to notify the SOC and ask to be
relieved from duty. Transportation home may be coordinated through UBER: however, the cost will
be the subject of payroll deduction.

D. Reasonable Suspicion

Employees are subject to testing based on, but not limited to, observations made by a member of the
management staff which would consist of observations and behaviors that create a reasonable
suspicion that an employee may be under the influence of drugs and/or alcohol. Observations
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may include:

e Odors (smell of an alcoholic beverage, body odor or urine)

e Balance/coordination difficulties (unsteady, dizzy, disoriented)

e Eyes (dilated, reddened watery eyes, involuntary eye movements)

e Face (flushed, sweating, confused, blank look or stare)

e Speech (slowed, slurred, rambling, distracted mid-thought, inability to verbalize thoughts)

e Emotions (argumentative, agitated, combative, irritable, drowsy, carefree and uncaring,
crying/sobbing)

e Actions (yawning, twitching, inability to grasp things or hold to them)

¢ Inactions (sleeping, unconscious, no reaction to questions)

Management staff may receive complaints about an employee using drugs and alcohol that may be
affecting them at the workplace, and they are tasked with investigating received complaints which
may result in requesting an employee to submit to drug and alcohol testing based on reasonable
suspicion following a discussion with the employee.

Employees refusing to submit to drug and alcohol testing by a member of the management staff
based on any degree of reasonable suspicion will be immediately terminated. The testing of
employees at Concentra will be coordinated by a member of the management staff who will transport
the employee to the site where the testing is to take place.

Mobile patrol officers will necessitate parking the patrol vehicle immediately upon determination for
the necessity of drug and alcohol testing, and the management staff will be responsible for the
disposition of the patrol vehicle through towing or having another employee retrieve the vehicle.

E. Post-Accident/ Non-Motor Vehicle Related

Employees may be subject to drug & alcohol testing when they are involved in, cause, or contribute
to accidents that damage Transcend or client leased or owned vehicles, property, or equipment that
results in an injury to themselves or another.

Any/all testing deemed needed or necessary shall be, ideally, conducted within two (2) hours of an
event that led to a testing decision.

The testing of employees at Concentra will be coordinated by a member of the management staff
who will transport the employee to the site where the testing is to take place.

F. Post Accident / Motor-Vehicle -Related

Upon being notified of a crash involving a uniformed mobile patrol officer operating a Transcend
Security owned, operated, or leased vehicle whether on-street or private property, the on-duty Field
Supervisor shall respond to the scene to investigate and assume command of the scene assuring
the gathering of needed/necessary information for our reporting, photos, etc.

The Field Supervisor shall also be responsible for the following:Coordinating post-accident
drug/alcohol testing where expected, required, and/or determined to be necessary is as follows:

e Drug/alcohol testing is required and will be coordinated by a supervisory staff member in any
circumstance of an on- street collision resulting in property damage and/or injury to persons.
e Private property incidents resulting in damage to Transcend-owned, operated, or leased
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vehicle exclusively (and no other vehicles, property, or persons) may result in the drug/alcohol
testing of the operator at the discretion of a supervisory staff member who would coordinate
the testing process.

e Private property accidents involving a Transcend-owned operated, or leased vehicle and
another vehicle, property, or person will result in a mandated drug/alcohol test.

e All drug & alcohol testing expected, required, or determined to be necessary will be conducted
at a third-party facility (typically Concentra) and the individual to be tested will be transported
to the facility by an on-duty Field Supervisor or other supervisory staff member.

o Officers/employees who will be the subject of drug and alcohol testing at a third-party facility
are not permitted to operate a company vehicle until such time the testing is completed and a
determination made that the employee is not (as determined medically by medical personnel
at the time) under the influence of any drugs or alcohol.

e Management employees are subject to the provisions of drug and alcohol testing as
determined by their immediate supervisor who shall make any/all necessary decisions and
coordinate any appropriate needed and/or necessary action(s) once apprised of an incident
resulting in damage or injury.

G. Crimes Involving Drugs

Transcend Security prohibits all employees from manufacturing, distributing, dispensing, possessing,
or using marijuana or an illegal drug of any kind in or on company property or those of our clients
while on-duty or otherwise conducting company business of some type.

It is against company policy to store marijuana or illegal drugs on one's person, in a back-pack,
within a locker, or any other storage container while on company property or the property of a client.

Off-duty involvement with drugs and alcohol may have an impact on the workplace; therefore, the
company reserves the right to take appropriate disciplinary action, up to and including termination,
for drug and alcohol use that constitutes a criminal offense and to include sale or distribution while
off company premises.

All employees who are arrested for, convicted of, plead guilty or no-contest to, or are sentenced for a
crime involving an illegal drug or alcohol violation are required to report these occurrences to the HR
Manager within 48 hours of their occurrence.

Failure to comply with the guidelines previously indicated will result in immediate termination upon
their discovery.

H. Random Testing

Transcend Security employees are subject to unannounced random drug and alcohol testing.
Random testing conducted unannounced will only occur when the employee is on-duty. The
randomness of the testing will be Company-wide, and will not discriminate against any one individual
or group of individuals to include gender, race, heritage, or ethnicity.

For purposes of testing, the Company will employ separate considerations for two distinct groups of
employees based on assignment. Specifically, employees will be classified as those assigned to
fixed posts and those known as mobile patrol operators utilizing company vehicles to carry-out their
duties. Employees operating company vehicles will be subject to more frequent testing based on the
hazards and obvious liabilities associated with operating a motor vehicle under the influence of drugs
and/or alcohol.
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A bias-free method of employee selection will be developed with input by members of thew
management staff and methodologies implemented by the HR Manager once established to ensure
that employees are randomly selected which may be done by, but not necessarily limited to, random
employee number selection.

Refusal to submit to a random drug and alcohol test will result in an immediate termination.

|. Collection and Testing Procedures (Drugs)

Drug Testing / Oral Swab - Transcend Security utilizes an Oral Swab for drug testing. An Oral Swab
drug test collects human saliva, provides quick results, is less invasive than a urine drug test. This
simplifies the process and allows Supervisory staff members to observe the testing.

Transcend Security will require applicants and employees under various circumstances previously
outlined to submit to blood, breath, or urine testing to determine the use of illegal drugs or the abuse
or misuse of any legal drugs prohibited by this policy. Drugs tested for include: marijuana, cocaine,
opiates, amphetamines, methamphetamines, and phencyclidine (PCP), as well as several well-
known "designer-drugs".

The collection of samples will be performed under reasonable and sanitary conditions. Sample
testing will comply with manufacturer prescribed procedural instructions. Sample collections will be
documented and subiject to the following procedures:

e The person being tested has the right to provide notification of any information that may be
considered relevant to the test, including identification of currently or recently used
prescription drugs or over-the-counter drugs or other relevant medical information.

e Samples needing to be retained will be labeled in order to avoid the possibility of
misidentification of the person tested in relation to the test result provided.

e Sample collection, storage and transportation (if needed or necessary) will be performed in a
manner reasonably designed to prevent the possibility of sample contamination, adulteration
or misidentification.

e If an employee's drug test result is confirmed to be positive, or the results are inconclusive, the
employee will be immediately transported (by a supervisory staff member) to a Concentra
facility or otherwise approved third-party medical facility for confirmation and/or validation
testing. The employee will be compensated for their time at their normal pay rate and the
Company will pay for the cost of the test.

e Concentra or other third-party testing laboratory will notify Transcend Security of the test
result, not the employee.

e Employees testing positive at any level for alcohol will be suspended from duty without pay
and are not permitted to return to work pending disciplinary review which may include
termination.

e A supervisory staff member reserves the right to terminate an employee immediately if thought
to be warranted.

e Employees testing positive for any alcohol level will not be permitted to drive home. An
employee should, ideally, make arrangements with a friend or family member for
transportation home; however, transportation may be provided by a supervisory staff member
if available. Uber is also an alternative; however, the employee will be responsible for the cost
through payroll deduction.
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J. Alcohol Testing / Blood, Breath, or Urine

Transcend Security utilizes a Portable BAC (Blood Alcohol Content) Tester (with disposable
mouthpieces) for alcohol testing. The testing instrument isa DOT/NHTSA (U.S. Dept. of
Transportation / National Highway Traffic Safety Administration) approved breath alcohol screening
device.

If during an initial test administration, the instrument detects a blood alcohol of .02 or greater from
the breath sample provided by an employee, the employee will be tested again 15 minutes later. If
the second test also detects a blood alcohol level greater than .02, the employee will be considered
impaired.

Suspected impairment will require transport to a Concentra facility by a supervisory staff member,
typically a Field Supervisor, whereby the employee will be tested by medical staff to verify in-house
testing which may be done through breath, urine, or blood.

Employees testing positive at any level for alcohol will be suspended from duty without pay and are
not permitted to return to work pending disciplinary review which may include termination.

A supervisory staff member reserves the right to terminate an employee immediately if thought to be
warranted.

Employees testing positive for any alcohol level will not be permitted to drive home. Transportation
will be provided by a supervisory staff member or coordination with Uber.

K. Appeals

An employee testing positive for alcohol or drugs through in-house testing procedures and/or a third-
party medical facility to include Concentra, reserves the right to obtain additional testing at a medical
facility of their choosing and at their expense.

Results of the testing will be compared to the testing coordinated by Transcend Security; however,
there are no assurances, expressed or implied, that the results obtained by an employee on his/her
own will necessarily result in employment reinstatement or a change in the disposition of
any disciplinary action taken.

Any testing documentation completed by an employee on their own volition following company
coordinated testing can be submitted to the HR Manager for review; however, it won't necessarily
result in reinstatement or a change in the disposition of any disciplinary outcome.

L. HR Record Keeping and Confidentiality

The HR Manager or his/her designee will be directly responsible for coordinating reporting,
collecting, and preserving all written records surrounding drug and/or alcohol testing for a period of,
minimally, one-year following any test to include written statements from any supervisory staff
members directly involved.

Documentation will include what factors led to the testing to include, but not necessarily be limited to,
reasonable suspicion and the specifics surrounding it, the testing conducted, where it was
conducted, the date and time of the testing, and the results of the testing.

Results include information surrounding alcohol concentrations and any evidence of marijuana,
cocaine, opiates, amphetamines, methamphetamines, benzodiazepines, phencyclidine (PCP),
barbiturates, and any "designer drugs".
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All records compiled will be considered confidential medical records and not subject to release
without the consent of the HR Manager. All records will be kept secure in a manner determined by
the HR Manager.

M. Inspections/ Searches

The company may conduct unannounced general inspections and searches for drugs or alcohol on
company property, a client-site with whom we have a working contract or agreement, or in company
vehicles or equipment wherever located. Employee cooperation is expected.

Search of an employee and his or her personal property may be made when there is reasonable
cause to believe that the employee is in violation of this policy. Personal property would include, but
not necessarily be limited to:

e Book-Bags
e Back-Packs
e Personal Vehicles

An employee's consent to an inspection or search is required as a condition of employment, and the
employee's refusal to consent may result in disciplinary action, including termination, even for a first
refusal.

Any/all requests of an employee for searching will be conducted by a member of the management
staff, and the search must also be conducted by a member of the management team.

N. Disciplinary Action/ Generally

Disciplinary action consisting of termination may be the consequence for any employee who:

e Uses, possesses, distributes, transfers, conceals, sells, offers to sell, purchases, or offers to
purchase marijuana or illegal drugs of any kind on company premises, client-sites, or while on
company business regardless of the location.

e Substitutes or contaminates or makes attempts to substitute or contaminate a specimen to be
presented for testing.

e Shows positive for marijuana or an illegal drug or alcohol in a test conducted under the
provisions of this policy.

e Refuses to take a test when asked to do so.

¢ Is found to be in possession of contraband.

4-5. DUTY AND REPORTING RESPONSIBILITIES / ATTENDANCE AND
PUNCTUALITY

Purpose

The purpose of this policy is to establish duty and reporting responsibilities on the part of all
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employees as it relates to no call/no show occurrences, post abandonment, post transfer requests,
post re-assignment occurrences, attendance and punctuality expectations, and Holiday coverage
guidelines.

Policy

It is the policy of Transcend Security Solutions to establish duty and reporting responsibilities on the
part of all employees that are essential in providing timely, dependable, and professional safety and
security services for all of our clients to meet or exceed their expectations in safeguarding their
properties and people. The policy provides duty requirements and expectations, as well as how to
report an inability to report for work, post assignment transfer requests, post re-assignments initiated
by management, the importance of punctuality, Holiday pay and time-off limitations, and the
consequences for failing to adhere to the provisions of the policy which are critical to organizational
sustainability.

Procedures / Generally

A. No Call / No Show

Officers are responsible to report for work as scheduled. In the event an Officer fails to make contact
with the SOC to report a call-off and does not report for work as scheduled, the Officer is considered
a "No Call / No Show" which is the subject of disciplinary action, up to and including termination.

B. Call-Off Communication Protocol

Unscheduled absences due to sickness, tardiness, or other reason, must be reported according to
the following call-in procedure:

An Officer must contact the Security Operations Center (SOC) Ph.480-708-3908 or, if assigned, a
designated immediate supervisor at least four (4) hours prior to their scheduled shift if they are
unable to report for duty.

Officers are required to speak with a live person. If the SOC Analyst or immediate Supervisor are not
available, the Officer is to leave a message, including a phone number where the Officer can be
reached, and then continue to make an effort to speak with a member of the management team until
able to speak with someone directly.

If an Officer leaves a message (voice, text, or e-mail) to report a call-off without a response of any
kind, that DOES NOT constitute an approved call-off. An Officer is required to speak to a live person
and receive verbal approval.

For unscheduled absences of more than one day, the Employee must follow call-in procedures for
each day of absence, unless documentation has been submitted informing the SOC or Employee's
immediate Supervisor of the duration of absence.

Failure to follow the call-in procedure as set out by this policy may lead to the time being deemed as
unauthorized Leave without pay, and subject to discipline, up to and including termination.

C. Post & Employment Abandonment

An Officer assigned to a specific location, date, time, and shift is responsible for completing their
scheduled shift.

If a personal emergency occurs and the Officer must attend to personal issues, they must remain on-
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post and contact the Security Operations Center (SOC) ph.#480-708-3908 for relief instructions.

Officers who leave their post without approval or authorization for any length of time and return, will
be considered to have abandoned their post.

In addition, an Officer MUST be in full Company uniform for the entirety of the scheduled shift for that
shift to be considered a completed shift.

Transcend Security management has the right to utilize tracking devices and software applications
including TrackTik, Geotab, and similar products to determine if an Officer has abandoned an
assigned post without notifying the SOC or an on-duty Field Supervisor.

If Transcend Security management finds sufficient evidence that an Officer has abandoned their
post, the Officer may face disciplinary action, up to and including immediate termination.

The management team may occasionally stop by a client -site to check on an Officer's well-being
during the Officer's scheduled shift.

If an Officer is found to be sleeping and/or absent from their assigned post, the Officer may also face
disciplinary action up to and including to termination.

Officers who leave their post and never return without authorization or approval will be considered to
have abandoned employment.

Failure to follow procedures in seeking relief will lead to disciplinary action up to and including
termination.

D. Post Assignment / Transfer Request

Employees may request a change in post assignment following 90 days of being assigned to their
current post.

Although consideration may be made to honor a request based on organizational need(s),
Transcend Security is not bound or committed in any way to honor transfer requests.

Requests for transfers from an assignment are to be made in writing through TrackTik using the
"Employee Request for Transfer of Assignment"” form.

Additional questions or inquiries following a formal request can be made to the Field Operations
Manager or the Director of Operations.

The organization reserves the right to move Officers to other site assignments for any reason(s) it
deems appropriate or necessary to include requests made by a client to have an Officer removed
from a post.

Client requests based on questionable behavior, a lack of effort and/or attentiveness to the position,
or any other number of problematic actions may result in disciplinary action, up to and including
termination.

Any Officer who abandons their post or otherwise fails to report for duty based on a lack of desire to
work at the assigned position is the subject of disciplinary action, and specifically, termination.

E. Post Re-Assignment / Company Initiated

When offered a position with Transcend Security Solutions, an officer will be assigned to a specific
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post, with specifically scheduled workdays, and clearly stated work hours, pay, etc.

Typically, efforts are made to assign posts in which an employee is, in the opinion of the
organization, best-suited based on the organization's knowledge of the client-site and/or a certain
skill-set required for a specific post.

There are no guarantees, expressed or written, that assure an employee that a change in
assignment will not occur due to any number of circumstances that the organization believes are
warranted, needed, and/or necessary.

The organizational decision to make changes are not the subject of challenge and can occur at any
time; however, efforts are made to minimize these occurrences recognizing the level of
inconvenience they can create.

In the event Transcend Security Solutions chooses to re-assign an Officer to suit the organization's
scheduling needs or post requirements (that can occur in a disciplinary or non-disciplinary
circumstance), the affected employee will generally be provided an equitable number of scheduled
hours as that of the post from which they are being transferred insofar as that is practical to do,
which is based on availability.

There are no guarantees as to specific scheduled workdays, days off, shift times, location of the
assignment, and wages, etc.

The organization's needs and/or scheduling preferences come before the personal wants and/or
needs of an employee; however, the organization will do its best to offer assignments that are as
equitable as possible.

In cases surrounding an extended leave of absence attributable to, for example, Federal Medical
Leave Act (FMLA), an employee returning to work would likely be re-assigned to a post other than
the one vacated prior to the taking of an extended leave based on an organizational necessity to fill
the post when the leave was initiated. (Note: An extended leave of absence would equate to,
typically, 30 or more calendar days off consecutively).

An employee made aware of a forthcoming change in post assignment to include those requested by
a client, complete with, potentially, different days, off, shift hours, pay, etc., can choose to refuse a
transfer assignment initiated by management; however, an officer offered optional site-work and
refuses the assignment will have thirty (30) calendar days to consider an alternative post if offered
one based on availability.

If nothing within thirty(30) calendar days develops or is accepted, the employee will be terminated
and removed from its list of active employees thereby severing any further medical, dental, vision
care benefits, etc., as well as any other benefits that may be in-play or accruing.

F. Shift Swapping / One-Time Occurrences

Any non-holiday schedule changes and/or shift swapping of an isolated circumstance between
officers assigned to a specific client-site where there re multiple officers assigned, may be possible
with the written approval of an on-site supervisory authority (site lead, site supervisor, or account
manager).

Shift swapping, if approved, is authorized if the change plays no role in the number of an officer's
scheduled work hours during a two- week payroll period and neither of the involved officers would
receive paid overtime as a result of schedule change.
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G. Sleeping On-Duty

Officers assigned to a post at a client-site are expected to demonstrate alertness, initiative,
decisiveness, power to observe, energy, prompt/dependable reporting; therefore, sleeping while on
duty is expressly prohibited. Sleeping on duty will result in disciplinary action, up to and including
immediate termination.

Officer's are expected to report for work healthy and well-rested; however, there may be occasional
circumstances whereby fatigue sets in and an Officer may need to request to be relieved from duty
by contacting the SOC. Ph.# 480-708-3908.

The recognition for the need to be relieved is an Officer's responsibility directly.

Frequent abuse of needing to be relieved from duty will, potentially, be cause for disciplinary action,
up to and including termination.

H. Absenteeism

Absenteeism from work is defined as the failure of any Employee to report to work when scheduled.
This applies to any assignment, be it a regular shift, overtime work, additional shifts, work related
meetings, etc.

If absenteeism is an unauthorized or unexcused absences of any kind, an employee may face
disciplinary action, up to and including termination.

Transcend Security reserves the right to ask for documentation relating to work missed surrounding
Paid Time Off (PTO) and sick leave not specifically acknowledged, approved and/or authorized.
(See the "Paid Time Off (PTO) policy for additional details).

|. Attendance & Punctuality

Absenteeism and tardiness place an undue burden on other Employees, on Transcend Security
Solutions, and the clients served. The Company expects regular attendance and punctuality from all
Employees. This means being at the assigned workplace or post, ready to work on the
scheduled day and start time, and completing an entire shift as scheduled.

Employees are also expected to return from scheduled meal and break periods on time.

To meet the Company's responsibilities in providing quality services, attendance and punctuality are
essential. If for any reason an Officer cannot report for duty, the Officer is responsible for calling the
Security Operations Center (SOC) ph. 480-708-3908 at least four (4) hours before the Officer's
scheduled starting time so other staffing arrangements can be made.

An Officer is considered to be absent if not present for duty as scheduled, regardless of the reason.

If a pattern of frequent absences has been established outside of the PTO Policy, an employee is
subject to disciplinary action, up to and including termination.

If an Officer is absent for three (3) scheduled consecutive working days without contacting the SOC,
Transcend Security will consider an employee to have resigned their position, unless an employee
could not contact the organization for reasons beyond their control that would need to be
substantiated and verified.

An Officer is considered late if the Officer doesn't report for duty on the scheduled day, date, time,
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and location. If an Officer expects to be late, the Officer must contact the SOC (Ph.#480-708-3908)
ahead of time.

If an Officer does not call in and reports to work late, the Officer is required to report the late arrival to
the SOC upon arrival.

If a pattern of frequent tardiness develops; an Officer will be subject to disciplinary action, up to and
including termination.

Because the Company continues to function during bad weather and other local crisis’ and/or
emergencies, an Officer is expected to make every effort to report for duty regardless of local, state-
wide, or national emergencies.

Emergency situations and/or conditions may require an Officer to be asked to remain on-duty for
several hours or work an extra-shift in its entirety during emergency staffing conditions.

J. Designated Holidays/ Time-Off Requests / Black-Out Dates

Transcend Security recognizes six (6) specific Holiday's which are as follows:

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

Employees scheduled to physically work these days will be compensated at 1 and one half times
their pay for Holiday Hours worked within the actual Holiday day itself. (For example: An employee
comes in at 8PM on Christmas Eve and works until 4AM on Christmas morning. The employee will
be paid 4 hours of Holiday pay for the hours worked from 12 midnight until 4AM on Christmas Day).

If an employee is scheduled to work on a designated Holiday as a part of their regularly assigned
work schedule, the expectation is that they will report for work as scheduled.

Due to difficulties associated with coordinating coverage on Holidays, there will be no PTO approved
time off on any of these days.There may be rare exceptions to this; however, these will be managed
on a case by case basis and only if the Holiday time off requested is part of an extended vacation
circumstance.

All exceptions need the approval of the Field Operations Manager or the Director of Operations and
there should be no expectation of approval.

Employees scheduled to work a designated Holiday and would like to have the Holiday off may work
with fellow employees to get their shift covered and/or trade shifts ("shift swapping”) to get the time
off they seek; however, all requests need the approval of the Field Operations Manager or of the
Director of Operations.

In order to receive Holiday pay for working on a designated Holiday, an employee scheduled
to work the day prior to a scheduled Holiday and/or the day following a scheduled Holiday
must work their shifts as scheduled.

Those Officers assigned to posts where the client-site is shut-down for the Holiday are expected to
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report for work unless otherwise informed, or the terms and conditions of the contractual agreement

specify something different.

K. Termination & Separation Process

If an Officer plans to resign their position with Transcend Security Solutions, they must notify Human
Resources (e-mail: HR@transcendsecurity.com) or the Security Operations Center (SOC) (e-mail:

SOCManager@transcendsecurity.com) in writing.

If an Officer is involuntarily terminated from the Company, a Field Supervisor or a member of the
Transcend Management Team (to include the Field Operations Manager or Director of Operations)

will complete a "Separation of Employment" form and forward it to Human Resources.

When an Officer leaves their position in the Company for any reason, they are required to be

"cleared”, and the clearing process shall include, but not be limited to:

Receiving benefits information, if applicable, from Human Resources.

Returning all Company and/or Client-Owned Property.

Cancellation of direct deposit if applicable.

Issuance of a hard-check and/or pay card for any compensation owed.

Though not specifically required, Exit Interviews may be conducted by Human Resources.

L. Procedures / Post Coverage Coordination Protocols

Emergency Relief Provisions / There will be times when an on-duty Officer assigned to a post
requests to be relieved from duty due to an emergency situation or circumstance affecting himself
or an immediate family member necessitating post coverage. (This policy also has applicability in
situations where an on-duty officer is taken-ill and requests to be relieved).

Once Contacted by an Officer Seeking Relief typically via text messaging, the on-duty SOC
analyst will make actual voice contact with the Officer requesting to leave his post as to how soon
he needs to leave (1 hr., 2 hrs. early, etc.) his/her post and what time that would be.

The Officer making the request is to be reminded of the importance of remaining in-place, on-duty,
at the assigned post until coverage can be coordinated.

When speaking with the Officer to be relieved, ask the officer as to who his/her relief is, obtain the
relieving Officer's name, and then check the schedule to verify who the assigned relief is.

Make contact with the on-duty Field Supervisor via the company issued cell phone, apprise the
Supervisor of an on-duty Officer's request to leave due to an emergency or illness, and inform
the Field Supervisor as to what attempts will be made to provide for coverage.

If the requesting Officer suggests that it is imperative he leave immediately or expresses so
directly, the Field Supervisor is to be contacted and directed to the client-site to provide coverage
until other arrangements for coverage can be made. Always ascertain the location from which the
Field Supervisor will be responding and be sure to log it.

The requesting Officer is to be advised to maintain his post, if at all possible, until the Field
Supervisor can provide relief. Keep in mind there will be, at times, emergency circumstances
whereby maintaining a post may not be possible).
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If the relief officer is scheduled to work eight (8) hours, then he/she could assume post coverage
for as many as five (5) hours prior to starting his/her regularly assigned shift.

If the assigned relief Officer agrees to report early for work, the Officer is informed as to what time
he/she should report for work, making certain he/she doesn't eclipse the thirteen (13) total hours.

A secondary alternative for post coverage would be to make contact with an off-duty Officer
ordinarily assigned to the post who is on a scheduled off-day via his/her personal cellphone and
determine his/her interest in covering the number of hours needed.

If covering the post to be vacated can't be covered by a relief officer coming in early or
coordinating coverage with an off-duty Officer assigned to that client-site who on a scheduled day-
off, then an on-duty Field Supervisor needs to be apprised of the situation and directed to the site
to cover the post. Be sure to ascertain the Field Supervisors location from which he'll be
responding to provide relief and log that information appropriately.

If the number of hours the relief Officer will be covering goes beyond the thirteen (13) total hours
in one day, then the Field Supervisor needs to be apprised of the situation and instructed to cover
the post for the balance of the hours the relieving officer is unable to cover.

Actual verbal communications with the Field Supervisor and the SOC via cell phone is absolutely
essential and critical to providing site coverage when an emergency situation occurs as the
assigned officer at a post, needs to leave work due to illness or an emergency.

Text messaging may be used as a form of communication with Officers in the field, to include
Field Supervisors; however, it is to be used as a secondary contact method to an actual phone
call made via a cell phone.

Text messaging may also be used as a means of confirming a cell phone discussion.

Provide for the employee requesting emergency relief, and make it a priority.

SOC representatives are to work tirelessly to address shift coverage issues and to "think outside
the box" to accomplish what needs to be done which may require some degree of creativity.

If there is no on-duty Field Supervisor or on-duty Senior Field Supervisor to confer with
concerning coverage everything that can be done to secure shift coverage has been exhausted
without success, make contact with the Field Operations Manager or the Director of Operations
directly for any additional advice or guidance.

4-6. EXPANDABLE BATON USE

Purpose:

The purpose of this policy to establish the basis upon which a Transcend Security Solutions officer
may use an expandable baton against combative subjects while minimizing the risk of physical injury
to officers and others.

Policy:
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A Transcend Security Solutions officer may, depending on the client-site post order requirements
and , if authorized by the company, use a company issued expandable baton within established
guidelines found within this document and the "Use of Force" policy. Officers who have
successfully completed the required baton training that includes safe and proper handling techniques
shall be eligible to carry and use it on duty. No officer shall carry and/or use a baton on duty without
having received approved training.

Procedure:

A. Use of the Baton

An Officer shall use the expandable baton only within the guidelines of the this document, applicable
post-orders, and the "Use of Force" policy.

The baton may be used in the following circumstances:

¢ In defense of self or another when reasonable belief that physical injury or death is imminent.

e To prevent the commission of suicide or self-inflicted serious physical injury.

e To deter a vicious or aggressive animal that threatens the safety of the Officer or others.

e An officer may use a company issued baton to neutralize an actual assault or a perceived
impending assault based on the behavior of the person exhibiting combative/assaultive
behavior which may include threatening language and physical movement(s) thought to be
aggressive. The use of the baton ends when the threat is neutralized or otherwise ceases to
exist.

e An Officer shall not draw or display his/her baton in a public place except when it is to be
properly used in some capacity or for inspection by a supervisor.

e An Officer shall complete an incident report immediately upon the loss, theft or use of a
department-issued baton. The report shall include all facts surrounding the loss, theft or use.

B. Notifications / Investigations / Reporting

An Officer using or displaying an expandable baton must report the event when:

e The baton is used or displayed in the performance of security duties (except during training) to
neutralize an actual physical assault and/or gain compliance of a combative individual.
Officers shall report the details surrounding the use or display to an on-duty Supervisor and
complete an incident report prior to going off-duty.

If an officer cannot complete the incident report due to injury or trauma, the on-duty field Supervisor
shall complete the incident report.

Supervisors shall use the following procedures when investigating the use of a baton:

e Each display and/or use of a baton shall be investigated by an on-duty Supervisor at the time
of occurrence. If a supervisor is not on duty, the on-duty SOC Analyst shall be contacted and
informed of an incident who shall apprise a supervisory staff member of the occurrence.

e The incident reporting shall be brought to the attention of the Director either directly through
personal delivery or electronically via e-mail.

e The approval to carry a baton may be temporarily revoked pending an investigation or if an
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Officer has demonstrated an unwillingness to follow the strict guidelines governing the use of
a baton.
¢ Inspections, Use and Maintenance

C. Inspections, Use and Maintenance

Officers who are issued a baton are personally responsible for the use or misuse of the weapon.
Officers should not allow others to handle the baton except where use of force is justified by any
means necessatry.

Any damage or malfunctioning baton should be reported to a supervisor immediately.
Officers and Supervisors should periodically inspect the baton out of the public view.

Only company issued batons may be carried or used on duty by those officer's authorized to use
them.

D. Violation of Policies

Failure to follow policy by accidental, unauthorized or unnecessary use of the baton resulting
negligence or misuse shall be subject to disciplinary action up to and including termination.

4-7. FIRE ALARMS / FIRE EMERGENCY RESPONSE

Responding to a Fire Alarm without Evidence of a Fire

¢ Quickly respond to the area in which the fire alarm is thought to have originated.

e Quickly determine whether or not there is an active fire or evidence of a possible fire to include
an odor of something burning, smoke, etc.

e Make contact with the SOC and inform them of the alarm and what was discovered, if
anything.

e Make contact with a facilities engineer or other client representative to have the nature of the
alarm examined.

e If uncertain as to whether or not an actual fire emergency exists, call 911 and request the
assistance of first responders (Fire Department) to check out the building.

Responding to a Fire Alarm with Evidence of a Fire

e Immediately call "911" and inform the dispatcher of your location (building name, street
address, etc.) If asked, be able to provide details of the fire and where specifically it's located
within the building (or outside of it).

e Sound an evacuation alarm if one exists or otherwise do what's necessary to get on-site
persons out of the building and toward an area of safety.

¢ Notify the SOC and advise them as to what is going on.

¢ Never assume a building is unoccupied even if you're certain that no one is inside.
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Plan on meeting Fire personnel outside the building and be able to direct them to the area of
the fire.

Personal Safety

Think personal safety first and don't put yourself in a position of jeopardy or imminent harm.
(Observe and Report)

Where possible and practical, evacuate people from the area and be in a position to direct
people to positions of safety and away from the fire.

Beyond evacuating people to safety, the primary objective is to coordinate summoning first
responders (Fire Department) to the scene via 911.

Do anything possible without placing ones-self in jeopardy to help isolate the fire throughout
the building.

Before opening any doors, make an attempt to determine if an active fire or heavy smoke
exists on the other side of it. Always error on the side of caution. If one avenue of escape is
blocked, divert to another.

Survival is often-times a matter of using common sense and good-judgment.

Protect yourself from heat, smoke, and gases produced by the fire by keeping close to the
ground, covering your head with a wet towel, and protecting your nose and mouth with a cloth
covering to minimize heat/smoke inhalation.

Think safety first. Always remember to protect yourself and, if possible, assist others before
attempting to save property.

Do not allow unauthorized personnel into the building after the fire emergency is over.

Secure the property as best as possible to prevent unauthorized entry into the area, theft, etc.

Reporting

After the emergency is over, a detailed and complete Incident Report (IR) is to be completed and
should include the following information:

List how the fire was discovered, where it was found, and how you were alerted to discovering
the fire.

List the time 911 was called requesting assistance from the Fire Department.

List the time the Fire Department and other first responders arrived on-scene.

Make every attempt to identify an on-scene Commander, obtain a Fire Department report
number, and identify the unit numbers of the responding vehicles.

List the time the Fire Department left the scene.

Describe the extent of the damage in as much detail as possible and take several photos to
document the damage.
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4-8. GOLF CART SAFETY PROTOCOLS

Golf Cart Safety Protocols

Golf carts are an extremely important component of mobile patrol capabilities; however, if neglected
through carelessness or recklessness, they can be extremely dangerous to property and persons.
Specifically, accidents can result in serious injury or death if there's a failure to respect the limitations
of the cart and/or our own driving habits. While the basic design of a golf cart makes it susceptible to
accidents, nearly 85% of all incidents are caused by driver distraction, operator error, and/ or a lack
of good judgment, all of which are preventable.

The golf cart is a valuable tool in the patrol capabilities. Treating the equipment with care and caution
will ensure the longevity of the equipment and, most importantly, keep everyone safe!!

This document provides guidelines and valuable information to ensure safety and to maximize the
benefit of having this equipment as a part of the patrol function. The categories addressed here are
as follows:

Training

Inspection/ Maintenance Issues

General Safety Rules and Requirements
Accident/Incident Reporting

Parking

Training

Training may involve hands-on training provided by a Field Supervisor or fellow employee at a client-
site where a golf cart is utilized for patrol.

Inspections/ Maintenance

Prior to using a golf cart, an Officer is required to complete an inspection of the vehicle for safe
operation. If there's any doubt that the cart cannot or should not be operated due to any
maintenance-related items discovered, the cart is not be utilized and the SOC contacted to alert an
on-duty Field Supervisor as to the nature of the problem. Reporting of the damage is also to be
completed through TrackTik. Optional patrol methods to include foot patrol may be the next best
option to completing patrol responsibilities until cart repairs can be coordinated.

Reports associated with respect to inspections and maintenance can be found in TrackTik prefixed
by the client-site name. The reports listed in TrackTik are:

e Golf Cart Inspection Report
e Golf Cart Maintenance Needed ASAP

Inspection items include:

e Check the interior and exterior of the Golf Cart for damage
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Check the tires for proper inflation, wear, cuts, or punctures

Check to confirm the steering is normal

Check brakes for proper operation

Check headlights and brake lights

Check that forward and reverse gears are operational

Check for leaks coming from beneath the cart that may suggest a battery leak

General Safety Requirements

Most of these "requirements” are common-sense based; however, carelessness and recklessness
can result in serious consequences to both persons and property, and it's crucial that Officers
assigned to operate this equipment practice safety each day, everyday, all the time, without fail.
Safety requirements include:

Carefully inspecting the Golf Cart at the beginning of each shift and completing a "Golf Cart
Inspection Report" through TrackTik.

Due to their light weight, high center of gravity and small tires, golf carts are prone to tipping
and/or rolling over.

Due to open sides and, in some cases, a lack of restraints (seat belts), golf cart operators can
be easily ejected or thrown from the cart.

If the golf cart utilized for patrol is equipped with seat belts, they are to be worn at all times
when the cart is being driven.

Never operate a golf cart while utilizing a cell phone, iPad, or other electronic device. It is not
permissible to utilize ear buds or headphones, nor is it permissible to operate a golf cart while
eating food. Everything and anything that poses a potential distraction to the operator of the
cart is prohibited while the cart is in motion.

No one beyond a fellow employee or other persons specifically authorized by contract such as
providing escorts for client-site employees are permissible to be passengers in a golf cart
being utilized for patrol. (An emergency circumstance would be the only exception to this
requirement in rare circumstances).

Golf carts are generally not to be driven on sidewalks; however, in isolated circumstances
(and locations), the golf carts may be driven on sidewalks to conduct required
building/property checks.

Avoid sharp turns and ease into turns versus making sudden movements. Excessive speeds
can result in roll-overs and/or ejections.

Always drive straight up and down a hill versus crossing at angle which can result in the cart
tipping over.
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¢ Only golf carts with operational headlights and tail-lights are to be operated after dark.
e Never back-up without making certain the path behind you is clear of people, property,
obstacles, or road-hazards.

e Approach blind corners such as a building, wall, or curves, slowly, and with a high degree of
caution. Drive defensively and anticipate unexpected obstacles, vehicles, obstructions, or road
hazards, and afford yourself time to avoid an accident.

Be alert to slippery road surfaces due to rain, fog, dew, or spills on the roadway surface.

Accident / Incident Reporting

As mentioned, nearly 85% of accidents involving golf carts are preventable. Most accidents are as
the result of distracted driving, driving too fast for conditions, other operator generated mistakes,
and/or a lack of good judgement. If involved in a collision of any kind with a person, object, or
obstacle, the following is required:

e Assess yourself for personal injury of any kind, and those of another person if applicable.

¢ Inspect the Golf cart for physical damage and be in a position to report any physical damage
to the cart. Take photos of any damage located.

e Immediately make contact with the on-duty SOC analyst and apprise them of what took place
if you're injured, there's damage of any kind to the golf cart, there's any physical damage to
a building or other structure, and/or damage to an obstacle struck, so that a Field Supervisor,
if on-duty, can be apprised of what took place.

e Complete an "Officer- On-Duty Accident/ Injury/ lliness Report" in TrackTik.

Parking the Golf Cart

e Do not leave the golf cart on an incline

e Set the parking brake before leaving the cart

¢ Never leave the keys in the golf cart when it is unattended
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4-9. GOLF CART DAMAGE / "AT-FAULT" PERSONAL FINANCIAL

RESPONSIBILITY"

Golf Cart Damage / "At-Fault" Personal Financial Responsibility

Utilizing a golf cart for patrol is inherently dangerous and being involved in an accident can have, at
times, deadly consequences. Roll-over crashes are fairly common due excessive speed and sudden,
erratic movements, left or right. Driving with a high degree of due-care, being continuously aware of
everything going on around you at all times, and driving both cautiously and defensively to include
anticipating roadway obstructions, fixed objects such as light-pole stanchions, curbing, etc., as well
as being aware of any vehicular and pedestrian traffic around you, can prevent a majority of
accidents; however, it requires a serious degree of focus and attention virtually all the time while in
motion. Lastly, golf carts are not to be used to conduct rolling scans of checkpoints at a client site in
lieu of stopping the cart, securing the parking brake, conducting the scan, and resuming moving
patrol.

Beyond the hazard potential previously noted, another cause of accidents is "distracted driving"
which is why it's critical that operating a golf cart doesn't include some level of multi-tasking
involving the use of a cell phone, eating while driving, or becoming so preoccupied with something
going on inside the cabin of the cart that the operation of it becomes secondary. Another common-
place facet of distracted driving involves being so preoccupied mentally with things going on outside
of work that, again, driving becomes almost robotic and little actual attention being provided to
operating the cart. Distracted driving results in driving over curbs and/or crashing into stationary
objects that should have been, and would have been, avoided had there been adequate attention to
the operation of the golf cart.

Damage to our golf carts (or golf carts owned by clients that we utilize) creates a number of
problems that can be avoided if the carts are operated in a safe manner whereby crashes are
avoided. When a golf cart is damaged, it typically needs to be taken out of service to be repaired
which creates an availability issue. Additionally, there's a $2500 deductible for each golf cart
damage occurrence when we're involved in an "at-fault” circumstance meaning the organization is
automatically responsible for out-of-pocket repair expenses up to $2500 which, as you can imagine,
is quite costly organizationally.

Golf cart accidents involving physical damage to them can result in disciplinary action to include
being held financially responsible whereby personal "fault" for what occurred can be determined
through an investigation which is commonplace when a golf cart is damaged. In addition to financial
responsibility, an Officer can be terminated when "fault" or some degree of personal responsibility
for what occurred is established, although that is not an automatic consequence of damaging a golf
cart. Personal financial responsibility is a consequence of damaging a golf cart (whether owned by
Transcend or the client) if "fault" is determined or some degree of personal responsibility is
established that led to the damage of a golf cart regardless of how it may have occurred.

Personal financial responsibility includes the following:

e Assuming 10% of the cost of repairing a damaged golf cart for any amount of repairs up to
$2500 which would amount to a personal financial responsibility obligation of $250. (If the
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damage amounts to $1800, the personal financial responsibility obligation would be $180).

e The personal financial responsibility obligation would never exceed $250 and it will be the
subject of payroll deduction amounting to 10% of the total owed over the course of 10 payroll
periods until it is paid-off. (If the total owed is $250, $25 would be deducted from each of ten
(10) payroll periods until the amount is paid-off. If the total owed is $1800, $18 would be
deducted from each of ten (10) payroll periods until the amount is paid-off).

e If an Officer is the subject of a personal financial responsibility for damage to a golf cart and
elects to quit, or is subject to termination as determined by the Field Operations Manager or
other member of the management staff, the amount owed will be deducted from the Officer's
final paycheck.

e If an Officer is offered a non-driving post position, if deemed appropriate (and available), the
personal financial responsibility obligation still applies and the Officer will be responsible for
10% of the cost of repairing a damaged golf cart for any amount of repairs up to $2500 which
would amount to $250 spread out over 10 payroll periods. (If the amount of repairs is $2000,
then the financial responsibility would be $200, etc.) If an Officer leaves (quits or is terminated)
prior to making the required financial responsibility payments, the remaining monies owed will
be deducted from the last payroll check.

Written Acknowledgement Form / Post Order Electroninc Acknowledgement

Officers assigned to posts whereby operating a golf cart is a part of the patrol responsibilities for the
site will likely be required to complete a written acknowledgement form that acknowledges their
awareness of the financial responsibility associated with damaging a cart. In the absence of a written
acknowledgement form, Officers assigned to posts where golf cart operation is a part of the overall
patrol function will acknowledge financial responsibility through their electronic acknowledgement of
the post orders for the site to which they are assigned.

4-10. INFECTION CONTROL / EXPOSURE TO BLOOD AND OTHER BODILY
FLUIDS

Purpose:

The purpose of the policy is to provide guidance and direction to all Transcend employees in taking
all prudent and necessary safety precautions to recognize hazardous situations that can result in an
exposure to infection, specifically blood-borne pathogens, implementing safety measures to
minimize exposure to ones-self and others, and being aware of the medical treatment
availability should a suspected exposure occur.

Definitions:
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Hazardous Substance Exposure: Hazardous substances can take the form of gases, liquids (to
include bodily fluids), dusts, and other forms. Exposure to these substances may be as the result of
them being discharged into the air and remaining airborne, settling onto hard surfaces, or shared
through direct contact between contaminated persons with other people.

Bloodborne Pathogens: Pathogenic microorganisms that are present in human blood and can cause
disease in humans. These pathogens include but are not limited to Hepatitis B virus (HBV), and
Human Immunodeficiency Virus (HIV), and other potentially infectious materials including human
body by-products and fluids to include saliva, tears, semen, vaginal fluid, vomitus, urine, fecal matter,
and any bodily fluid contaminated with blood.

Infection Control: addresses factors critical in minimizing and/or eliminating the spread of infection
utilizing preventive measures such as hand-washing, cleaning, disinfecting, sterilizing, and
vaccinating if/when available.

Policy:

It is the policy of Transcend Security Solutions to provide all employees an understanding as to the
risks associated with blood-borne pathogens, and, specifically, blood and other bodily fluids that
pose a risk of infection if exposed through direct contact that can occur via the nose, mouth, eyes,
and open wounds, etc. The policy provides risk recognition guidelines, safety measures to be taken
to minimize contamination, and medical treatment available if exposed. Additionally, the policy
addresses additional duties and responsibilities that may be implemented organizationally on behalf
of clients by request in ensuring that a variety of safeguards established for their facilities are
enforced to minimize the spread of infection and/or disease among tenants, employees, visitors, and
guests.

Procedures

A. Security Officer Response & Safety

Security personnel will, at times, be called upon to respond to a hazardous spill or release for
purposes of protecting nearby persons or property, and there will be an expectation to notify first
responders, on-site property management, and secure the area from further infiltration by persons
exposed to, and/or unaware of the danger.

Conducting perimeter control around a problem area is to be carried-out safely and from as great a
distance as possible without un-necessarily exposing ones-self to imminent danger.

Above all else, the immediate safety of the individual security officer takes precedence over all other
forms of action; however, preserving life and the safety of persons and property is to be a focused
objective if it can be done without seriously jeopardizing the safety of the officer.

The ability to, minimally, observe and report must be done with a level of dependability our clients
expect of us, followed by a hands-on participation where possible and practical to minimize the
impact of the problem or emergency.

Extreme care must be utilized when examining (or asked to examine) leaks and spills if they are
suspected hazardous substances.

B. Bloodborne Pathogens / Exposure & Precautions

An exposure occurs when a person's blood or bodily fluid transfers to another person 's blood
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stream. Exposure can occur through needle-sticks, human bites or cuts, sores or abrasions on the
skin, or splashes into the eyes, nose, or mouth.

Examples of bodily fluids include blood, saliva, tears, vomitus, semen, urine, or fecal matter.

Infectious agents can be spread in a variety of ways, including:

e Breathing in airborne germs spread through coughs or sneezes that release airborne
pathogens which are then inhaled by others.

e Touching contaminated objects or eating contaminated food. (Pathogens in a person's feces
may be spread to food or other objects if their hands are unwashed).

e Skin-to-skin contact can transfer some pathogens through touch, or by sharing personal items,
clothing, or objects.

e Contact with bodily fluids previously mentioned through cuts and abrasions, or though the
mucus membranes of the nose, mouth, and eyes.

If an employee is exposed in the field, the employee is to take measures to wash the affected area
with germicidal soap and water as quickly as possible, and flush eye exposure with warm water.
Uniforms soiled with bodily fluids are to be laundered with a laundry detergent solution such as, for
example: Clorox2 for colors or Tide Ultra Oxi liquid and then dried in a dryer at high heat for 45 or
more minutes, or dry-cleaned professionally.

C. Personal Protective Equipment (PPE)

Personal Protective Equipment is that which is designed to prevent blood or other blood borne
pathogens or liquid form hazardous materials from passing through an employee's clothing, skin, or
mucous membranes. Such equipment includes, but is not limited to:

e Gloves

e Gowns, protective suits

e Masks

e Face Shields

e Eye protectionFace masks are to be worn where required whether client-driven,
organizationally mandated, or required by the government.

Face masks need to be handled by the ear-loops only and not surface-touched insofar as that is
practical to do beyond minor adjustments against the nose.

Surgical gloves, if /when they are available can be invaluable in minimizing infection exposure if
coming into contact with bodily fluids. The gloves, following use, are to be removed by pulling them
forward from the wrist to the fingertips and turning them inside-out in the process, and then
discarding them in the trash.

D. Hand Hygiene / Cleaning

Hand hygiene procedures include the use of alcohol-based hand-rubs (containing 60-95% alcohol)
or;

Washing ones hands with soap and water for, minimally, 15-20 seconds making sure to wet hands
first, applying adequate amounts of soap to the hands, and rubbing vigorously making sure to cover
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all surfaces of the hand as well as the areas around and between the fingers. Rinse
hands thoroughly and dry thoroughly with, preferably, paper towels, and to use the paper towels to
turn off the water.

Indications for hand washing include:

e Bare hands that come into contact with hard surfaces such as door knobs and counter-tops
where bacteria may lie unseen

e Contact with blood or bodily fluids of any kind

e Exchanging any type of products between two people

e After the removal of protective gloves (Protecting hands from exposure to bacteria and bodily
fluids of any kind can be greatly reduced by wearing approved surgical gloves and
changing them out as needed or necessary in risky environments).

E. Leaks and Spills

Do not touch or attempt to clean-up leaks and spills brought to your attention or discovered at any
time during routine patrol.

If you are unsure of the contents and/or suspect there's a hazardous substance involved to include
bodily fluids, there are several actions that need to be taken, and several others that should be taken
if safe to so. Those actions that need to be taken include:

e Call "911" if the incident is of a serious nature and requires the presence of first responders
(Police and Fire personnel)

e Make contact with a client-management representative and/or the On-Call Engineer (OCE) for
the property to alert them to the problem and the need for attention.

e Seal off the area and/or set available barricades to minimize the hazard and prevent people
from entering into a potentially dangerous area.

e Make contact with the Security Operations Center (SOC) if supervisory assistance is needed
or necessary, or "911" was called for assistance.

e Document the event by completing an "Incident Report® concerning the incident and the
details of what took place, the nature of the spill or leak, damage or injury it created, who was
involved (victims and witnesses), actions you took, who was contacted and at what times, and
how the situation was ultimately resolved.

e Exposed employees who come into physical contact with a hazardous substances and/or
bodily fluids are to call the SOC to report the incident and efforts are to be made to have a
Field Supervisor or other on-duty supervisory representative to respond to the site to
investigate the occurrence of an incident.

F. Patrol Vehicle Exposure

In the event of a discovery of blood, bodily fluids, or potentially infectious material, the Officer
discovering the fluid or material is to:

¢ Notify the SOC of the suspected contamination

e Complete an Incident Report with all pertinent details as to what occurred that led to the
contamination, or in the case of a discovery, how it may have found its way inside the vehicle

e Take the vehicle out-of-service and seek direction from the SOC as to acquiring a back-up

73



patrol vehicle
e ?Attach anote tothe driver' s side window of sufficient size that reads:" DoNot use this Vehicle!!!
Disinfection cleaning required" .

The Director of Operations shall coordinate the towing of the vehicle affected to a service location
skilled at disinfecting the vehicle of which there may be multiple choices, or coordinating with a
mobile service to respond to the location where the vehicle was parked to await servicing.

G. Hepatitis B Vaccination and HIV Exposure Testing

Exposed employees will be offered the opportunity to be treated at a Concentra Medical facility,
evaluated clinically and serologically for evidence of infection and/or potential infection and treated
accordingly, to include follow-up treatments as maybe needed or necessary.

Transcend Security Solutions will provide for the cost of any testing and treatment for any suspected
contact exposure to bodily fluids of any kind to include, most notably, blood, and other potentially
infectious materials in the performance of their job duties.

Hepatitis B vaccination protocols consist of three inoculations spread out over the course of several
weeks/months.

HIV testing will be conducted as per CDC (Center for Disease Control) guidelines through Concentra
or at a medical facility as directed. Testing consists of an extensive medical evaluation to determine
the possibility of exposure and blood testing conducted over a period of time to ascertain whether or
not exposure has resulted in an individual contracting the virus.

Although strongly advised and recommended, employees exposed to blood, bodily fluids, or other
potentially infectious materials are not required to seek medical treatment; however, they are
nevertheless required to report a suspected exposure via the Security Operations Center (SOC) and
they will be required to sign an "Officer-Refusal of Medical Treatment or Observation Form" which
will be forwarded to HR for medical filing.

Although an employee has the right to refuse medical treatment; however, every effort will be made
to encourage medical treatment in the best interests of an individual's personal health even if only
done as a precautionary measure in situations where true exposure may not have occurred.

H. Post Exposure Reporting Requirements

Any employee who believes he or she has been exposed to a persons blood, bodily fluids of any
kind, or exposure to potentially infectious materials are to:

e Immediately wash their hands according to hand hygiene protocols previously stated as well
as the affected body area;

e Make contact with the SOC to apprise the on-duty SOC analyst of a potential exposure;

e Make an attempt to obtain the person's name, home address, and cell phone number from
whom blood or bodily fluids may have originated;

e State their wishes to the SOC and/or a responding Field Supervisor to be treated at a
Concentra facility or other medical facility for a suspected exposure and any treatment as may
ultimately be needed or necessary;

e Complete an "Officer-On-Duty Accident, Injury, or lliness Report" form detailing the
suspected exposure and how it may have occurred under what circumstances. (Thorough
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reporting is critical for medical personnel assisting in treating a patient thought to be exposed
to blood, bodily fluids of any kind, or other potentially infectious materials).

|. Additional Duties / Client-Site-Specific Responsibilities

The CVOID19 virus pandemic of 2020 led to the creation of various pre-cautionary measures to
minimize the spread of the virus. Clients have assumed a heightened sense of responsibility for their
properties and the people they serve to include tenants, employees, visitors, guests, etc., and we
will occasionally be asked to assist with ensuring a variety of safeguards are enforced, and medical
monitoring conducted.

Additional responsibilities will be determined through mutually agreed-upon activities and
involvement with our management team and the requesting client. Additional responsibilities may
include, but not necessarily be limited to:

e Enforcing six (6) foot "social distancing" practices

e Assuring the wearing of protective masks/ face coverings

e Temperature scans of people entering a facility utilizing our own, Transcend-provided
equipment, or client-provided equipment approved for use by Transcend Security
management

4-11. LAW ENFORCEMENT CONTACT PROTOCOLS

There will be times and specific circumstances when contacting the law enforcement agency of
jurisdiction, typically the local Police Department, is required and/or necessary. Ideally, the Officer
involved in a situation warranting a Police response should be the person making the call whether
it's calling "911" or the non-emergency contact number for the local law enforcement agency in
that area. The SOC can assist with this if requested; however, the Officer on-scene and directly
involved in a situation can provide important information to the "911" operator or dispatcher that the
SOC Analyst may not have.

This is a list of the typical circumstances necessitating a law enforcement response although there
may be others not specifically mentioned. If/when in doubt as to whether or not to call the Police
Department for assistance, it's OK to error on the side of caution and make the call!

Circumstances warranting a Police response include:

¢ All on-street traffic accidents

¢ Incidents of physical assault of any kind to include those involving a weapon (knife, gun, taser,
pepper spray, etc.) or an object being used as a weapon

¢ Incident of being threatened verbally with bodily harm

e Contending with verbally aggressive and combative individuals who may be of harm to
themselves or others

e Incidents involving persons demonstrating behavior that would lead one to believe that a
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person is in need of mental health intervention to include threats of suicide

e Coming upon and/or discovering evidence of a burglary or damage to a motor vehicle that
would lead one to believe it was forcibly entered (broken glass, etc.)

¢ Hearing what sounds like gunshots in the immediate area

e The gathering of a large group of people participating in unruly behavior to include rioting

¢ Witnessing a criminal event whereby someone is attacked, threatened, or otherwise the victim
of something that has happened.

¢ Witnessing a serious auto accident or situation in which a person may be in injured or in need
of first-responder assistance

e Suspicious person(s) in an area where their presence is highly unusual or likely prohibited, as
well as those who may be preparing to carry-out some type of criminal activity

e Any situation in which your safety and security is threatened whether that is the result of your
perception of an impending problem or an actual one taking place

e Any circumstance of handling a problematic person that you feel you are unable to control or
believe you'll need assistance in doing so

Important Considerations

e Never put yourself in a position to be harmed, and/or get too close to a bad situation. Find a
way to escape the area and seek safety.

e If the Police Department is called and fails to respond as requested, it's OK to return to
service and carry-on with your required duties and responsibilities. Allow the PD 45 minutes to
respond once called before returning to your duty responsibilities. (Let common sense be
your guide here!!l If you're standing over a dead body discovered, the 45 minute guideline
doesn't apply).

e If, in an auto accident circumstance, make sure you exchange contact information with the
other involved driver (name, address, city/state, zip, phone number, insurance company and
phone number).

4-12. LOST & FOUND / ABANDONED PROPERTY

General Procedure

Transcend Security Solutions officers are likely to discover or have found property turned into them
while on-duty. The management of property found, to include to whom it is reported, where it is
stored, etc., will likely vary from client-site to client-site. Officers are advised to refer to the post-
orders for the specific client-site as to how found property is handled. If there appears to be a lack of
information as to the handling of something found while on-duty, make contact with the SOC to
coordinate discussing the matter with an on-duty Field Supervisor. Property of value to include
personal identification, credit cards, checkbooks, pursue's, etc., should be immediately reported to
an on-duty client-site representative with the goal of returning the lost property to its rightful owner.

Firearm Discovery
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In the event that the property discovered and/or found is a firearm, or appears to be a firearm, the
local Police Department is to be contacted directly by the on-duty officer and a response request
made to retrieve the weapon. Likewise, the on-duty SOC analyst is to be made aware of the
discovery so that a Field Supervisor can be apprised of what's happening. The handling of the
firearm is to be coordinated by law enforcement personnel, and not by an on-duty Transcend Officer
who's obligated to maintain visual contact with the weapon until it can be retrieved.

Reporting

Lacking a specific client-site reporting title that speaks to lost & found property, an Incident Report is
to be completed that details what was found (to include a thorough description), where it was
secured and with whom it was turned-over to if it was a client-representative.

4-13. OLEORESIN CAPSICUM / OC SPRAY

Purpose:

The purpose of this policy to establish the basis upon which am authorized Transcend Security
Solutions officer may use Oleoresin Capsicum (OC) Spray in the performance of his/her duties at
client-site locations where the usage of this equipment is permissible and addressed in on-site post-
orders.

Definitions:

A. Oleoresin Capsicum (OC) Spray - an inflammatory agent that causes an intense burning sensation
of the skin, eyes, and mucous membranes.

B. Exposure Symptoms - contact will cause tearing, closing or swelling of the eyes, burning
sensation of the skin, eyes, and mucous membranes. Inhalation may cause temporary respiratory
tract inflammation, feelings of shortness of breath, choking and gagging. It may also create feelings
of nausea and lung pain. May cause disorientation, loss of balance and unconsciousness.

Policy:

In limited defined situations and circumstances at authorized client-locations, the use of Oleoresin
Capsicum (OC) spray is authorized and this policy speaks to the guidelines and limitations of its
usage. Oleoresin Capsicum (OC) Spray is an

inflammatory agent that causes the exposed subject to experience debilitating symptoms. It is used
with the intent to force a subject to stop an assault, as well as, ideally, preventing an assault from
occurring where an individual has made threats that would suggest an assault is imminent.

Procedures:

A. OC Spray Usage and Guidelines

Only an authorized officer who has completed the required departmental training may carry and use
Transcend-provided OC Spray.

Officers may use OC spray in the following circumstances which are not all-inclusive:

e Defensive tactics are needed to control a subject(s) who is assaultive.
e OC spray may be used against a dangerous animal to deter an attack or to prevent injury to
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persons.

e Officers, if practical and reasonable to do so, shall issue a verbal warning to the aggressive
subject, other officers, and other individuals present, that OC spray may be deployed if the
aggressor fails to adhere to warnings to comply with an officer's instruction to cease and
desist.

B. OC Spray Usage Avoidance

On young children.

On elderly persons.

To prevent property damage.
To disperse crowds.

C. Usage & Post Exposure Guidelines

Officers shall direct OC spray at the specific subject(s) who are posing a threat. If persons who are
not a threat are in danger of exposure, an alternative use of force should be considered.

OC Spray should be directed at the subject's eyes, nose and mouth. A single spray application
should be between 1 to 3 seconds. Additional bursts of spray may be necessary if the initial burst
proves ineffective.

An officer must justify each separate application of OC spray. If the subject stops being assaultive
after the initial application of OC spray, no additional applications are necessary or permissible.

OC Spray must not be used in response to offensive language. (Language must be physically
threatening coupled with the potential to act and the perception that a subject's threatened action is
imminent or there is an actual physical taking place whereby there is a chance of harm to the officer
or other person).

An officer must not use tactics that intentionally escalate the subject's behavior to the level where
force is necessary.

Officers are required to report the use of OC spray, regardless of the effect, as well as the
decontamination procedures that followed to an on-duty Supervisor.

Coordinate with the SOC in having the on-duty field Supervisor notified of an event in which OC
spray was deployed as well as having the Police Department and paramedics respond to the scene
to provide assistance with the situation at-hand and render first-aid as needed or necessary.

Officers may, if it is safe to do so, assist exposed subjects with decontamination through water-
flushing of exposed areas as soon as possible. Flushing the affected areas with cool water and/or
apply a wet towel to the face. If burning persists, use non-oil based soap or shampoo to
remove remainder of resin (normally handled by paramedics). If subjects are using a towel, they
should dab, not rub the affected area. Rubbing will spread the agent causing further exposure.
Subjects should be encouraged to blink repeatedly to cleanse the eyes.

Normal exposure symptoms include temporary blindness, difficulty breathing, burning sensation in
the throat, nausea, lung pain and impaired thought processes. Symptoms should begin to subside
after 15 minutes. Officers should be alert to any prolonged symptoms such as breathing difficulties,
gagging, profuse sweating or loss of consciousness and apprise responding first responders if
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possible. If possible, remove the subject from the area of exposure and place the person in fresh air,
out of direct sunlight.

Instruct the subject to stay still, breathe normally, and relax as much as possible.

C. Equipment Inventory / Replacement

Transcend Security shall maintain written documentation of the OC spray canisters issued to each
employee and maintain records/reports of the OC spray deployments outside any training usage.

Officers should coordinate a canister replacement after each use and an awareness of the product's
expiration. This can be coordinated with a Field Supervisor. All canisters that were used or expired
must be turned into a Field Supervisor at the time of replacement.

4-14. ON-DUTY ACCIDENT, INJURY, OR ILLNESS REPORTING

Purpose:

The purpose of this policy is to establish reporting, investigation, and filing management protocols for
employees, SOC (Security Operations Center) analysts, HR staff, and supervisory/administrative
staff when an on-duty employee is reported to have been injured in an accident of any kind,
regardless of the severity or whether or not medical treatment is sought, or contracts an illness
(beyond a common cold, flue, etc.) attributable to the assignment or workplace environment.
Additionally, the policy provides guidance and direction concerning immediate medical treatment for
those in obvious need and/or those requesting to be treated, as well as information as to where
treatment can be obtained and how it is that is coordinated.

Purpose:

The purpose of this policy is to establish reporting, investigation, and filing management protocols for
employees, SOC (Security Operations Center) analysts, HR staff, and supervisory/administrative
staff when an on-duty employee is reported to have been injured in an accident of any kind,
regardless of the severity or whether or not medical treatment is sought, or contracts an illness
(beyond a common cold, flue, etc.) attributable to the assignment or workplace environment.
Additionally, the policy provides guidance and direction concerning immediate medical treatment for
those in obvious need and/or those requesting to be treated, as well as information as to where
treatment can be obtained and how it is that is coordinated.

Policy:

Transcend Security Solutions is committed to the health, safety, and well-being of its employees and
yet recognize that on-duty accidents, injuries, and illnesses directly attributable to the workplace
environment will occur from time to time. It is the policy of Transcend Security Solutions to
investigate occurrences of on-duty accidents, injuries, and illnesses and, more importantly,
coordinate and provide-for the prompt medical treatment of those employees directly affected.
Finally, this policy speaks to the investigatory, reporting, and filing management requirements of all
employees and staff directly or indirectly involved in any instance of an on-duty accident, injury, or
illness directly attributable to the workplace environment.

Procedures

A. Occurrence of an on-duty accident, injury, or illness
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An accident or injury can occur when something in the workplace environment makes direct contact
(an impact of some type) with the employee causing an actual or reported injury.

An accident or injury can also occur when an employee slips, trips, or falls whether or not they
impacted something in the workplace environment that causes an actual or reported injury (example:
a sprained ankle, twisted back, etc.).

An employee can become ill due to exposure (inhalation or direct contact) to tainted air, liquid
chemicals, and other noxious and/or caustic products or agents.

B. Verbal Reporting

Immediate Responsibilities of Employee include alerting an on-site client-representative that an
accident, injury, or illness has occurred if imnmediate medical treatment is needed/necessary.

Make contact with the on-duty SOC (Security Operations Center) analyst (Cell 480-708-3908) and
apprise them of the occurrence of an on-duty accident, injury, or illness as well as a description of
what took place.

If immediate medical care is critical due to a breathing, bleeding, or trauma-like type
injury (compound fracture, amputation, etc.), call 911 for immediate assistance.

If conscious and alert and able to do so, make contact with an on-site client representative followed
by the on-duty SOC analyst.

There will be, on rare occasion, where verbal reporting to anyone other than a 911 operator is either
not practical or possible due to, for example; unconsciousness, semi-conscious state, extreme pain
or discomfort, etc.

Every effort should be made to alert an on-duty client representative or the on-duty SOC analyst as
soon as humanly possible that an incident has taken place.

C. Medical Treatment and Refusal Option

An employee involved in an on-duty accident, and/or sustains some type of injury, or an
illness occurs as a result of work-place environmental conditions, should, as a precautionary
measure, seek medical treatment which is to be coordinated through the SOC Analyst or other
supervisory-staff representative.

Non-emergency medical care will typically be coordinated through the SOC analyst and/or an on-
duty supervisory staff member and treatment rendered at the nearest Concentra treatment center.

Emergency treatment that requires immediate medical care can take place at any local Hospital.

Minor accident, injury, or illness events are not the subject of required and/or mandated
medical treatment if the employee chooses not to pursue treatment.

Employees reporting an on-duty accident, injury, or illness who refuse medical treatment are
required to complete a "Medical Treatment Refusal Report" form before they go off duty.

Employees reporting an on-duty accident, injury, or iliness are also required to complete the "On-Duty
Accident, Injury, or lllness Reporting Form" regardless of whether treatment is sought or
refused.Written Reporting (Forms)
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D. Written Reporting (Forms)

Employees reporting the occurrence of an on-duty accident, injury, or illness are required
to complete an " On-Duty Accident, Injury, or lllness Reporting Form" prior to going off-duty via
the TrakTik software. Thorough reporting that provides a clear understanding of what took
place (who, what, where, when, and how) is extremely important.

Employees who are rendered unconscious or admitted to a Hospital will complete an "On-Duty
Accident, Injury, or lllness Reporting Form" within 48 hours of release from the Hospital and
assistance in completing this task can be coordinated with the HR analyst. A hard-copy "On-duty
Accident, Injury, or lllness Reporting Form" can be obtained from the HR analyst by calling the office
(ph. 480-656-6500) or e-mailing the HR analyst at (HR@Transcendsecurity.com)

All follow-up medical treatment and care shall require documentation from the physician(s) providing
treatment and care indicating whether or not an employee is authorized to return to work (full-duty
without restrictions), return to work with specific restrictions, or unable to returnto work until a
specific date or the completion of a specified treatment regimen.

All treatment documentation concerning the issue of returning to work is to be obtained by
the employee at the time of treatment and a copy delivered to the HR Analyst either directly
or electronically via e-mail on the same day treatment is rendered.

An employee reporting an on-duty accident, injury, or iliness, regardless of the severity, may, for
whatever reason and/or personal choice, refuse medical treatment.

The employee is required to complete a "Medical Treatment Refusal Report" prior to going off-duty
and this report is in addition to the "On-Duty Accident, injury, or lllness Reporting Form" .

SOC (Security Operations Analysts) staff receiving the initial reporting of an on-duty accident, injury,
or illness should capture as much information as possible as to what took place and complete
a written report prior to going off-duty. Additionally: An on-duty field supervisor or, in their absence, a
supervisory staff member (to include the Field Operations Manager or the Director of Operations), is
to be made aware of what took place via, ideally, a phone call, or, at minimum, an e-mail message.
The severity of the situation will drive the process of making a call or sending an e-mail message.
(Iff'when in-doubt as to the form of contact to be made, a cell phone call shall be placed).

Field supervisors or other supervisory staff assigned to the initial follow-up of a reported on-
duty accident, injury, or illness shall, ideally, respond to the scene of the reported incident and/or
speak with the employee reporting an on-duty accident, injury, or illness and coordinate medical
treatment and care of the employee to include transport to a Concentra medical facility or designated
medical care provider; to include a Hospital if the circumstance(s) dictate this action.

The Field Supervisor or other supervisory staff member to include a designated "Accident
Investigator" shall conduct a thorough investigation to include, if necessary, a site visit,and complete
an "On-Duty Accident, Injury, or illness Incident Investigation Report" form. Thorough reporting is
critical in all circumstances regardless of the severity of the event.

A hard-copy of the completed documentation is to be provided to the HR Analyst and Risk
Manager electronically via e-mail.

Non-employee witnesses and persons somehow/someway connected to an on-duty accident, injury,
or iliness should be offered a simple hard-copy "written statement " form which provides space for
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their statement and a signature as well as information as to the manner in which they can return the
completed statement.

E. Investigation

When an employee notifies the on-duty SOC Analyst of an on-duty accident, injury, or illness
directly attributable to the assignment or workplace environment, the SOC Analyst must obtain all
pertinent details as to what specifically took place that resulted in the accident, injury, or illness to
include:

e Who (Employee involved)

e What (Question the employee as to what specifically took place)

e Where (Where specifically the accident, injury, or illness took place at the site beyond an
address (i.e., loading dock, the security desk, etc.)

e How (How did the accident, injury, or illness happen)

¢ When(When did the incident occur to include the day, date, and time)

e Determine the type and extent of the injury or illness to the employee.

Make contact with an on-duty Field Supervisor (or other on-duty operations supervisory staff
member in the absence of an on-duty Field Supervisor) to apprise them of the reported incident. If a
field supervisor is dispatched and/or otherwise responds to the scene of a reported accident, injury,
or illness, all pertinent details surrounding the incident are to be obtained (as previously noted)
and thoroughly documented in written form using the "On-Duty Accident, Injury, or lliness
Incident Investigation Report” form before going off-duty and coordinate a copy forwarded to:

) The Field Manager

o The Director of Operations

. The HR Staff

o The Risk Manager

. The Field Supervisor / Accident Investigator

If a Field Supervisor is unavailable or is otherwise not assigned to follow-up a report of an on-
duty accident, injury, or illness, the patrol supervisor or other operations supervisory staff to
include the designated "Accident Investigator" is tasked with the investigatory follow-up of a
reported incident to include a site visit.

A copy of all investigative reporting shall be forwarded directly to the HR Analyst and the Risk
Manager.

The Risk Manager shall review all on-duty accident, injury, and illness documentation brought to his
attention and make determination(s) for additional follow-up and/or investigation to include; but not
necessarily be limited to serious incidents resulting in significant financial loss, serious physical injury
(and/or the potential for same), suspected fraud, and any other reason deemed appropriate
or requested by senior administrative management (C-suite).

F. Return to Work Authorization

An employee treated by a Doctor at a medical facility shall not return to work or be authorized to
return to work without a "return to work authorization" completed by, and signed by, the treating
physician.
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Employees reporting back to work following treatment for an on-duty accident, injury, or
illness without a "return to work authorization" will be relieved of duty and sent home.

Return to work authorizations are required following any follow-up visits to any physician involved in
treating an employee for an on-duty accident, injury, or iliness. (See the "Return to Work Program &
Transitional / Modified (Light) Duty assignments” policy for all details surrounding the return to work
issue(s).

G. Claims Management

Routine handling of an on-duty accident, injury, or illness claim will be managed by the HR
Analyst which will include filing standardized documentation with Workers Compensation within the
timelines established by the State.

In the event an on-duty accident, injury, or illness will result in "time lost benefits" whereby the
employee is unable to work or has reduced earnings for seven consecutive days, the Risk Manager
will assist in managing the claim where needed and/or necessary until a full work-release
authorization has been obtained from a physician treating the employee.

H. File / Filing Management

Once an initial "On-Duty Accident, Injury, or lliness Reporting Form" has been completed in TrakTik,
all additional information related to the accident, injury, or illness will be filed under the original
report.

The original report can be accessed by accessing the employee file in TrakTik.

Once the report is opened in TrakTik, HR staff, supervisory staff, and administrative staff with
authorized access and documentation responsibilities related to following-up an on-duty accident,
injury, or illness shall notate their findings in the "Comments" section of the original report.

By utilizing the "Files" feature in TrakTik, staff can upload any supporting documentation and/or
reporting associated with the incident.

Per ADA (Americans with Disabilities Act) requirements, the following medical records shall be
maintained confidentially by the HR staff in a separate medical records file and a notation to that
effect in an employee’'s general employee file. The records include:

e Records related to medical exams

¢ Disability Benefits Claims Forms

¢ Notes/Documentation from Doctors involved in an employee's care and treatment

e FMLA (Federal Medical Leave Act) documentation

e Workers Compensation history to include claims and related documents to a claim
e Fitness for duty result

¢ Functional capacity assessments

e Results of drug/alcohol testing

¢ Reimbursement requests for medical expenses

¢ Health-related information about an employee's family member(s)

¢ Any documentation about past or present health, medical conditions, or disabilities

Medical Records received by spervisory/authorized staff (other than HR personnel) shall be
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forwarded to the HR Analyst via e-mail, marked "Sensitive/Confidential”, using the Outlook software
"TAGS" function and then deleting the e-mail from one's own personal file.

HR will retain all forwarded medical records (via e-mail or any other manner to include hard-copies)
as previously noted.

|. Safety Considerations / Training

The Operations Director, field supervisors, supervisory staff involved in operations, HR analyst, Risk
Manager, or the C-suite administrative staff may suggest or recommend additional training for
employees based on the investigative findings of an on-duty accident, injury, or illness with
the intent of minimizing and/or eliminating the potential for a re-occurrence of a similar event.

If the on-duty accident, injury, or illness is site-specific, the Operations Director may choose
to modify the post orders to minimize the potential for a re-occurrence of what took place if
possible or practical.

In the event of conflicting training recommendations or a lack thereof, as well as
needed/necessary changes to post orders to enhance employee safety, the C-suite administrative
staff will drive the change process through:

The Director of Operations

The Risk Manager

The HR Analyst

Any combination of staff it deems necessary to invoke positive change

4-15. OVERTIME

Transcend Security Solutions experiences periods of extremely high activity that, at times,
necessitates overtime work. During these busy periods, additional work is required from all of us.
Supervisors and SOC Analysts are responsible for monitoring business activity and requesting
overtime work if it is necessary, and typically, it's managed on a voluntary basis with those wishing to
work additional hours beyond their scheduled times. Effort will be made to provide employees with
adequate advance notice in such situations.

Any non-exempt employee who works overtime will be compensated at the rate of one and one-half
times (1.5) their normal hourly wage for all time worked in excess of 40 hours each week, unless
otherwise required by law.

Employees may work overtime only with prior management authorization.

For purposes of calculating overtime for non-exempt employees, the workweek begins at 12 a.m. on
Sunday and ends 168 hours later at 12 a.m. on the following Sunday.
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4-16. PERFORMANCE REVIEW

Depending on the employee's position and classification, Transcend Security Solutions endeavors to
review performance with a pre-determined regularity for employees with less than one-year service
time and annually for those with more than one-year service time. A positive performance evaluation
does not guarantee an increase in salary, a promotion or continued employment. Compensation
increases and the terms and conditions of employment, including job assignments, transfers,
promotions, and demotions, are determined by, and at the discretion of, management.

The objective of the performance evaluation program is to improve overall company performance
through the objective and fair evaluation of employees and the manner in which they are carrying-out
their responsibilities. The evaluation is designed to acknowledge success and failures and how it is
everyone can perform at their highest level and grow in their jobs which often-times involves goal-
setting and openly discussing how productivity concerns can be remedied. The evaluation process
typically involves input on the part of an employee whereby goal-setting is a mutually agreed-upon
proposition.

This counseling should be directed at providing each Employee with the information needed to fully
understand the specific duties and responsibilities assigned to them during the rating period, and the
performance expectations that are, ideally, mutually agreed-upon.

Although a performance evaluation described within this document is a formal process of sorts,
employees are continually evaluated throughout the year whereby concerns are addressed, goals
and objectives modified where needed or necessary, and there's a constant level of dialogue
between a supervisory staff member and subordinate employees for whom they are responsible.

4-17. REMOTE WORK/TELECOMMUTING

Transcend Security Solutions may allow staff/office employees to work remotely if their job duties
and work performance are determined to be eligible for remote work. Eligibility will be decided on a
case-by-case basis by the Company. Employees also may be required to work remotely during
periods of public health emergencies if government orders and mandates recommend such work;
however, these will likely be on rare occasion involving extraordinary circumstances.

This policy provides general information regarding remote work/telecommuting. Employees who are
approved to work remotely will be apprised as to the specific details of their remote
work/telecommuting arrangement, such as expected work hours, equipment provided, and other
important information.

Any remote work/telecommuting arrangement may be discontinued by the Company at any time and
at the discretion of the Company. Employees also may discontinue the arrangement but may not be
guaranteed office space at the Company's location.
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At-Will Employment

This policy and any individual agreement addressing this work arrangement do not create a contract
of employment and are not intended to be considered or construed as a promise of continued
employment. Employment is at will and may be discontinued at any time by the Company or
employee without notice, cause, or liability.

Hours of Work

Employees will work full time from home. Scheduled hours of work will be set by the employees'
manager or supervisor. Employees should maintain regular contact with their supervisors and
managers.

Nonexempt employees must accurately record all hours worked pursuant to the Company's
timekeeping system and take rest and meal breaks as if in the Company's workplace and as
required by law. Nonexempt employees may not work beyond scheduled working hours (including
working more than 40 hours in a workweek) without prior, written authorization from their manager or
supervisor.

Location

Employees will provide, at their expense, a secure, dedicated work area. Employees are responsible
for maintaining the work area in a safe, secure, and nonhazardous condition at all times. Employees
will maintain security devices and procedures necessary to prevent use by unauthorized persons,
including by preventing the connection of any Company-furnished computer system, network, or
database to any computer, network, or database other than a computer, network, or database to
which connections are provided or authorized by the Company.

Duties

Employees are expected to follow all existing Company policies and procedures. The duties,
obligations, responsibilities, and conditions of employment with the Company remain unchanged.
Employees must stay engaged with work throughout the workday and be fully available during
normal business hours. If employees do not successfully perform their job duties remotely, this
arrangement will be revoked. Employees are expected to follow existing Company policies with
respect to scheduled and unscheduled time off, including the obligation to speak with their manager
or supervisor before the scheduled start time in the event of an unscheduled absence, tardy, or early
departure.

Accidents and Injuries

Employees agree to maintain safe conditions in the remote work space and to practice the same
safety habits and rules applied on Company premises. If employees incur an injury arising out of the
course and scope of the assigned job duties while working in the remote work space, the workers'

compensation provisions in place for the state in which the employees are working will apply.
Employees must notify their supervisor or manager immediately and complete all necessary and/or
requested documents regarding the reported injury. The Company assumes no responsibility for
injuries occurring in the remote work space outside normal working hours or for injuries that occur as
a result of a reasonably recognizable unsafe remote work space.

Equipment
Employees agree to use electronic equipment that has been encrypted and meets all of the
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Company's security requirements. If the Company provides equipment for home use, employees
agree to provide a secure location for Company-owned equipment and will not use, or allow others to
use, such equipment for purposes other than Company business. Employees have no expectation of
ownership in such equipment, linkages, property, or other items installed or provided by the
Company. The Company will bear the expense of removal of any such equipment, linkages, and
installations provided by the Company upon the termination of the remote work/telecommuting
arrangement but not modification of or repairs to the work location. Employees hereby release the
Company from any damage or liability incurred in the installing or removal of the equipment provided
by the Company.

Return of Company Property

All equipment, records, and materials provided by the Company will remain Company property.
Employees agree to return Company equipment, records, and materials upon request. All Company
equipment will be returned by employees for inspection, repair, or replacement as needed or
requested or immediately upon termination of the remote work/telecommuting arrangement. All
equipment must be returned within five (5) business days of written notice to the employees.

Expenses

Upon presentment of receipts and in accordance with the Business Expense Reimbursement policy,
the Company will reimburse employees for certain preapproved expenses.

Regular household utility charges, such as electricity, water, phone, Internet service, auto,
homeowners' insurance, etc., are not reimbursable unless state law requires reimbursement.

Confidentiality

Employees agree that they are subject to the Company's policies prohibiting the nonbusiness use or
dissemination of the Company's confidential business information. Employees will take all
appropriate steps to safeguard the Company's confidential business information, including
segregating it from personal papers and documents, not allowing nonemployees to access such
information, and keeping such information in locked drawers or file cabinets when not in use.
Employees will maintain confidential information, including, but not limited to, information regarding
the Company's products or services, processing, marketing and sales, client lists, client e-mail
addresses and mailing addresses, client data, orders, memoranda, notes, records, technical data,
sketches, designs, plans, drawings, trade secrets, research and development data, experimental
work, proposals, new product and/or service developments, project reports, sources of supply and
material, operating and cost data, and corporate financial information.

Contact

If employees have any questions concerning this policy or would like to apply to work remotely, they
should contact their immediate supervisor.

4-18. REPORT WRITING / IMPORTANCE OF

Report writing is an essential component of virtually any security position anywhere. Reports need to
answer the essential, who, what, when, where, why, how, etc.

Report writing, though seemingly cumbersome and time-consuming at times, is of considerable
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importance to the organization which requires everyone's focus, energy and commitment. Reporting
that is timely, accurate, thorough, and professional is a component of creating and maintaining a
security organization that is valued and respected.

"Image is everything" and reporting documentation will find its way to various people and agencies
outside of how they are used internally and, rightly or wrongly, people (to include clients) will base
their opinion on the organization's capabilities and professionalism from the reporting
documentation created.

When quality reporting documentation along with outstanding customer-service are combined,
organizational value and respect is dramatically improved and business grows accordingly. Beyond
the benefits to the organization, thorough reporting speaks to each individual officer's abilities and
professionalism. Right or wrong, people will base their opinions of an officer's value and
professionalism on the quality of reporting an officer generates.

4-19. RETURN TO WORK PROGRAM / TRANSITIONAL MODIFIED (LIGHT) DUTY

Purpose:

The purpose of this policy is to provide guidance and direction for involved employees and
management concerning "Return to Work " responsibilities, obligations, and authorizations which
encompass "Modified (Light Duty) Assignments" for those employees who have sustained an on-
duty injury and/or illness. These employees have been, via their attending physician, determined to
be capable of working in a modified (restricted) capacity but not yet capable of returning to
unrestricted, full-duty.

Policy:

This policy is in place to demonstrate Transcend Security Solution's willingness to examine the
availability of meaningful work activity for employees who are temporarily unable to perform all, or
portions, of their regular work assignments or duties due to an on-duty injury or illness event. The
goal is to allow valued company employees to return to productive, regular work as quickly as
possible without negatively impacting their healing and recovery. By providing temporary
transitional/modified (light) duty work activity, injured and recovering employees remain an active
and vital part of the company.

Definitions

A. Transitional/ Modified (Light) Duty Transitional/ Modified (Light) Duty assignments under this
policy are temporary job assignments for employees injured or otherwise incapacitated while on-
duty. These assignments are temporary assignments only and are available depending on the
employee's restrictions as confirmed by a physician and the business needs of the company. The
existence of this transitional/modified (light) duty policy does not in any way guarantee that light duty
will be available at any given time, or for any particular employee who requests it.

Procedures

A. Employee Injury Reporting

In the event an injury or illness that is work-related, it is to be immediately reported to the on-
duty SOC (Security Operations Center) analyst.
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Complete and sign an "On-Duty Accident, Injury, lllness Reporting” form.

Contact the on-duty SOC analyst (Cell# 480-708-3908) that you are in need of assistance in seeking
medical treatment and/or intend to seek medical treatment for an on-duty injury or iliness, and obtain
a "Attending Physician's Report: Return-To-Work Recommendations” form which must be
completed for each practitioner visit regardless of the physician being seen for treatment.

See the "On-Duty Accident, Injury, lllness Reporting” policy for all reporting details.

B. Qualifications for "Transitional/Modified (Light) Duty Assignments"

Transitional/ Modified(Light) Duty, if available, may be offered to employees based on skills and
abilities. Eligibility will be based upon the completion of the "Attending Physician's Report: Return-
To-Work Recommendations" by the employee's attending medical professional for the specified on-
duty injury or illness or other documentation provided by the attending physician that provides clarity
as to workplace restrictions and limitations, if any.

C. Program Duration

If work is available that meets the limitations or restrictions prescribed by the employee's attending
practitioner, that employee may be assigned transitional / modified (light) duty work for a period not
exceed 90 calendar days. Transcend Security Solutions LLC may afford an additional 90 calendar
day transitional / modified (light) duty assignment based on medical necessity assuming there is a
work-assignment available that complies with an attending physician's direction to afford such an
opportunity.

Any employee who fails to follow his or her medical restrictions may be subject to disciplinary action,
up to and including termination. Where applicable and as allowed by law, a disregard for imposed
medical restrictions may also jeopardize disability benefits.

D. Work Schedule

Depending on the job limitations, it may be necessary for the employee to take-on a specifically
designed, temporary schedule to accommodate these restrictions which may involve modified work
hours, days off, varying site assignments, etc.

E. Payment of Wages

If qualified organizational authorities determine an employee's injury or illness is work-related,
Transcend Security Solutions LLC will pay benefits and wages in accordance with the state worker's
compensation statue and with the company's human resource policies. These benefits will be
coordinated with all applicable state, federal, and company benefits.

Employees performing transitional / modified (light) duty on a restricted workweek will receive
payment for actual hours worked from the company. For work-related illnesses or injuries,
employees may be eligible for benefit payments through worker's compensation.

Employees performing transitional / modified (light) duty on a restricted workweek following a period
of short-term disability (STD) may receive a combination of regular pay and partial disability benefits
if the employee has elected STD insurance coverage. The employee and the Transcend Security
Solutions Human Resources staff will work-out this combination on a case-by-case basis.

If employees take vacation or there is a holiday during restricted duty, they are entitled to their
regular vacation selection or holiday pay as it would apply to normal, non-restricted duty. (
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Transcend Security Solutions HR staff will verify any worker's compensation or disability benefit
plan's language pertaining to payment adjustments for vacation or holiday pay).

F. Communication Expectation

If an employee is unable to work in any capacity and the company approves of the absences, the
employee must stay in constant communication HR staff in their absence. Each must receive an
update of the employees medical status on at least a weekly basis. Failure to do so may result in
a reduction in available benefits and discipline up to and including termination.

G. Medical Appointments

Transcend Security Solutions LLC asks that, when possible, employees schedule medical
appointments at times resulting in the least interference with work hours.

Employees may use paid time off for medical appointments if they have it available.
Employees must inform their superiors of all medical appointments as soon as possible.
Non-emergency medical appointments not scheduled in-advance may be cause for denial of time off.

The employee's medical provider must complete the Transcend Security Solutions "Attending
Physician's Report: Return to Work Recommendation” form for each visit to evaluate the
employee's impairment. It is the employee's responsibility to make certain that they obtain a copy
of the form from HR staff prior to their appointment and have it completed by their physician at each
visit which assures an update as to their medical status. The form can be e-mailed to the employee
by a request made to the HR staff or picked up at the office.

H. Responsibilities

Il or Injured workers will notify an on-duty supervisor or the on-duty SOC analyst in their absence in
a timely manner when their condition requires an absence. (Note: Employees should note that, often,
state law requires employees to report injuries and illnesses within specific time frames in order to
qualify for certain benefits and protections).

Injured employees will closely adhere to their medical professional's treatment plan and actively
participate in following all of the guidelines and provisions of this policy.

While supervisors and HR staff are responsible for ensuring contact with an ill or injured employee,
the employee has an obligation and responsibility to maintain contact with Transcend Security
Solutions about his or her condition and status.

The ill or injured worker will complete all required paperwork in a timely (specified) manner.

l. Supervisors

Transcend Security Solutions supervisory staff members will support, to the extent that is
practical and reasonable, an employee's return to work by identifying appropriate transitional /
modified (light) duty assignments and ensuring the employee does not exceed the medical
professional's noted limitations and restrictions.

Supervisory staff members and/or HR staff will stay in regular contact with absent employees and
clearly communicate Transcend Security Solutions attendance expectations.

Supervisory staff members are responsible for reporting any problems with employees and this
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policy to HR staff.

J. Senior Management

Senior Management is committed to ensuring the enforcement of this policy among all levels of
Transcend Security Solutions LLC and will actively promote and support the provisions of the policy
and the return to work program objective.

K. Refusal to Participate

If an employee is unable to return to their regular position/assignment but are capable of
performing transitional / modified (light) duty, they are required to comply with offered transitional /
modified (light) duty assignments and expectations surrounding these assignments.

Employees who choose not to participate in the Transcend Security Solutions LLC return to
work program or follow all of the guidelines and provisions of this policy may become ineligible
for state worker's compensation benefits, and, in some cases, the refusal to participate may be the
basis for termination. Unpaid family medical leave may apply upon refusal and disability benefits will
cease.

L. FMLA (Family Medical Leave Act) and other benefits

State or Federal leave laws may provide additional rights and protections during times of illness or
injury. Lost wages may be reimbursed if disability benefits are available. (Human Resource staff
personnel will provide further information and/or details upon request).

M. Forms

Employee Acknowledgement : This form requires an employee to, in-writing, acknowledge the
presence of the "Transitional / Modified (Light) Duty" return to work program and the responsibilities
and expectations the employee has to familiarize themselves with the policy.

" Attending Physician's Report: Return-to-Work Recommendations™: This form is completed by
an attending physician which outlines an ill or injured employee's physical limitations or
restrictions and must be completed for each visit to a physician's office involved in the treatment of
the employee.

Letter to Physician / Request to Approve "Transitional / Modified (Light) Duty": This letter is
generated by HR staff and sent to the treating physician with an attached list of transitional / modified
(light) duty assignments that Transcend Security Solutions LLC can offer to an employee which
will require a physician's approval.

Letter to Employee / Return to Full-Duty Notification: This letter is generated by HR staff and sent to
an ill or injured employee who has been approved for a return to full-duty.

4-20. STANDARD OPERATING PROCEDURES (SOP)

Standard Operating Procedures (SOP's) are typically authored when there is an immediate need to
introduce guidance or direction in addressing a situation or circumstance for which no Post Order,
policy, or procedure exists, or one in existence that requires modificationor revision. All SOP's are
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subject to change, modification, and new development as previously indicated whenever the
Company deems it as necessary. When such changes occur, the SOP may be included in revisions
of this Employee Handbook and/or via specific Post Orders. Notifications of changes may be
provided via direct communication, e-mail, the Employee Monthly Newsletter, or as updates to Post
Orders.

All changes, modifications, and/or newly introduced matters which are the subject of an SOP being
introduced are effective on the date they are disseminated to the affected employees. The subject-
matter of an SOP that addresses a previously written topic will supersede that which was previously
written.

Anyone affected by an SOP that has any questions concerning any aspect of the content, or is
otherwise unclear, is to consult with their immediate supervisor for clarification.

SOP's may be authored and introduced by any supervisory staff member.

4-21. TASER WEAPONRY USAGE

Purpose:

The purpose of this policy is to provide clear direction to Transcend Security Officers authorized to
use Taser weaponry as to the care and use of the equipment (also known as "Conducted Electrical
Weapons"). (CEW)

Policy

It's the policy of Transcend Security Solutions to coordinate and/or provide training and guidelines
to all Transcend Officers directly utilizing taser weaponry while performing assignments of higher risk
or at the request of a client directly. The taser weapons of choice will be, but not necessarily be
limited to, the Axon taser X26 or X26P, and will be utilized as a less lethal option for Officers to
safely and effectively perform their duties. Taser weaponry will be modified and/or upgraded from
time to time depending on the technology available and/or a specific need requested or desired.

Procedures

A. General Considerations

Officers shall consider the age and physical condition of their subject when determining whether the
use of the taser is an appropriate use of force option.

A fleeing subject should not be routinely the subject of a taser deployment and use. The severity of
the offense, the possibility of violence, the threat to public safety, and other circumstances must be
considered before using a taser on a fleeing individual, however, as a general rule, the taser should
not be an option for use when a suspect is fleeing the area of an event.

B. Authorized Use
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A taser is considered a viable control option and is most appropriately utilized when an Officer
encounters active aggression to himself or another.

There are isolated special circumstances where the use of a taser is authorized even though an
individual's conduct does not rise to the level of active aggression. Such circumstances include:

e The Officer has reason to believe that the individual is suicidal or attempting to harm himself
and has the means and ability to do so.

e The taser may be used on any animal that presents a serious danger to the Officer or others.
If the animal is domesticated, Officers will make a reasonable attempt to locate the owner, and
advise them on the type of force used on the animal.

Examples of situations when the taser may be deployed include but are not limited to:

¢ Dealing with mentally ill persons who are actively aggressive;

e Confrontations with subjects armed with rocks, bottles, or other objects, where the
confrontation poses an imminent threat to officers and/or persons under their watch at a post
or assignment;

e Attempts to control violent subjects who may be under the influence of drugs and/or alcohol,
or subjects whose behavior indicates that other methods of control may reasonably result in
injury to the subject or Officer;

e Subjects acting aggressively and with the apparent ability to retrieve a weapon and,;

e Confronting subjects threatening suicide with reasonable means to follow through with the
threat.

C. Unauthorized Use

Unauthorized uses includes an unarmed person that is uncooperative but does not present an
immediate physical threat to an Officer or a third party; unless other special circumstances exist.

Unauthorized uses also include the individuals noted unless Officers can articulate reasonable
measures utilized to avoid an attack were unsuccessful:

Females known to be pregnant or who are visibly pregnant
Elderly individuals

Young children

Visibly frail subjects

Unauthorized uses include those in the proximity of flammable liquids, gases, or any other highly
combustible materials that may be ignited by the device. This includes any individual that may have
been exposed to combustible substances or alcohol-based Oleoresin Capsicum (OC) spray;

Unauthorized uses include use on a person is in an elevated position where a fall is likely to cause
substantial injury or death;Unauthorized uses include use on a person who is in a location near water
where he or she could drown;

Unauthorized uses include use on a person operating a motor vehicle, or a bicycle or scooter in
motion;
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Unauthorized uses include use on a person handcuffed unless doing so is absolutely necessary to
prevent the person from causing serious bodily injury to themselves or others;

Unauthorized uses include use on a person in any other situation where the use of a taser appears
inappropriate, dangerous, or contrary to training, and/or organizational policy and procedure.

D. Deployment

Where possible and practical, an Officer shall provide a verbal announcement/warning prior to taser
use, unless it otherwise endangers the safety of Officers or persons under their care and
responsibility. The purpose of the warning is to:

¢ Provide the individual with a reasonable opportunity to voluntarily comply; and to
¢ Provide other Officers and individuals with a warning that a taser may be deployed and used.

When firing the taser, the optimal target area is the back, below the neck, where large muscle
masses are located. Officers should avoid sensitive areas like the face and groin. The preferred
target area when engaging from the front is the large body areas below the neckline, avoiding the
area directly over the heart and the groin area.

Do not fire the taser probes intentionally at the head, neck, or groin.

The primary target area when using the taser will be the back of the subject. Secondary targets
include the sides and the front of the subject.

E. Drive Stun Usage / Non-Discharge of Electrical Probes

Drive Stun Deployment: (Primarily a pain compliance tool due to lack of probe spread - minimally
effective when compared to conventional cartridge-type deployment).

Remove unfired probe cartridge, press the taser against the body and activate.

Recommended drive stun targets:

e Supra scapula (side of neck)

e Brachial plexus tie-in (upper chest)
e Radial (forearm)

e Pelvic triangle

e Common perineal (outside of thigh)
e Tibial (calf muscle)

If circumstances allow, Officers may conduct "drive-stun” deployment as a follow-up to missed
probe firings as a defensive measure in protecting themselves from an assaultive person. The probe
cartridge may remain attached.

Officers shall not intentionally conduct drive-stun applications to the head.

F. Multiple Use of CEW

Officers must assess each application of a taser in either probe or drive stun mode and determine
whether further applications are warranted, or a different tactic should be employed to include
escape of the area.
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Repeated cycles of a taser surrounding multiple applications of the drive-stun, or the use of multiple
tasers on a single subject must be justified, and the reasons articulated in an incident report. No
subject shall receive more than three (3) cycles.

NOTE: The application of a taser is a physically stressful event. Length of cycles and frequency of
cycles should be minimized when dealing with persons in a health crisis, such as excited delirium.
Additionally, taser applications directly across the chest may cause sufficient muscle contractions to
impair normal breathing patterns; therefore, prolonged applications should be avoided.

G. Handling Individuals after Deployment

Do not approach an individual who has been tased until it can be done safely.
Notify the SOC that the taser has been deployed, and request the presence of a Field Supervisor.

Contact Fire/EMS or have the SOC analyst contact Fire/EMS to have medical personnel examine
any suspect that has been stunned by a taser as soon as it can be done safely.

Contact local law enforcement (Police) via "911" (or have the SOC make contact with the Police
Department) and make a request for them to respond to the scene.

Notify medical personnel that the person has been subjected to a taser. If the probes penetrated the
skin, the puncture site shall be brought to their attention.

Only medical personnel will remove taser probes that are embedded in soft tissue areas such as the
neck, face, breast and groin. The decision to remove probes from any other areas of the body should
be deferred to medical personnel including paramedics.

Used probes shall be treated as a biohazard and stored in the spent cartridge along with the wires.

H. Reporting Deployment

An Officer has "deployed" a taser if the Officer has fired the probes or applied a drive-stun.

This does not include displaying the test arc during a function check (spark test) to determine if a
taser is operational.

Deployment of the taser does not constitute discharging a firearm for organizational policy purposes.

Anytime a taser is deployed, whether a subject is struck or not, SOC and supervisory notification is
mandatory and the deployment must be documented in an incident report.

|. Supervisor Responsibilities

Upon notification of a taser deployment, the SOC shall coordinate having a Field Supervisor
Immediately respond to the scene where the taser was deployed, if practical.

Conduct an initial review of the taser deployment including photographs of the scene, deployment
pattern of confetti and the condition of the individual tased (if still at the scene);

Transport the taser to the office for the taser training officer and assure the device's onboard
memory is downloaded through the data port as soon as practical but, no later than the beginning of
the Officer's next shift. This download can be conducted by a supervisor or the training coordinator
and the print-out shall be saved with the related incident reporting.

Notify the Director of Operations of the details involving the taser deployment immediately after its
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usage.

J. Taser and Expended Cartridge Impound Procedures

In all cases, the expended cartridge, along with both probes and wire, shall be impounded as stored
securely in a locked cabinet or office until released by the designated training coordinator.

The following impound procedures shall be followed:

¢ Place the probes backwards in the spent cartridge along with a biohazard sticker.

e The cartridge, probes and some identification confetti will be placed in a plastic
container and then into a plastic bag marked with biohazard stickers.

e The spent cartridge serial number must be included in the narrative of the investigative
report.

e The packaging containing the spent taser cartridge package shall be marked "Bio-
Hazard" if the probes penetrated the subject's skin.

K. Designated Training Coordinator / Records / "Spark Test" Operations

The designated training coordinator will be responsible for updating, ordering, and distributing taser
equipment, and conducting annual baseline software testing.

A taser requiring outside maintenance or repair must be taken to the designated training coordinator
and the internal data must be downloaded before the taser is serviced.

The designated training coordinator is responsible for keeping taser records and will complete an
annual status report as to incidence of usage.

All Officers are required to perform a monthly "Spark test" for the express purpose of:

e Ensuring the taser is operating effectively
e Checking for faults
e Checking the battery

The "Spark Test" shall be performed in the following manner:

e Point the taser in a safe direction.

o Keep all body parts away from front of the cartridge, safely remove the cartridge.
e Put the safety switch in the up (armed) position.

e Pull the trigger and allow the taser to arc for a full 5 seconds.

¢ Visually and audibly inspect the arc.

e Listen for typical spark pulse rate.

e Check the taser for faults.

e Put the safety in the down (SAFE) position.

e Safely load he cartridge.

¢ Holster the taser device.

L. Training
The taser training coordinator will be responsible for managing the taser training program.
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Only taser certified instructors having completed authorized taser instructor training will monitor and
document taser proficiency training.

All Officers must successfully complete an 8-hour agency approved training course for initial
certification before being authorized to carry a taser device.

Annual taser re-certification training will be mandatory for those Officers authorized to carry a taser
device. Re-certification training will include taser proficiency training, and a review of the taser
weaponry policy.

Officers who fail to qualify or demonstrate proficiency with a taser device are not authorized to use
the device until proficiency is demonstrated.

Officers who do not carry a taser shall receive training that is sufficient to familiarize themselves with
the device and review their roles and responsibilities when assisting Officers who deploy a taser.

M. Equipment

The Axon taser X26 and X26P are approved models for use by Transcend Officers authorized to
carry a taser device. The X26 and X26P both use propelled wires and probes to conduct electrified
energy which interrupts a person's central nervous system causing neuro-muscular incapacitation
(NMI).

Officers shall only use a Transcend owned and issued taser device. Personally owned taser devices
are not authorized.

A taser device shall be carried in a secured manner via an approved holster for the taser device.
The Blackhawk SERPA holster is the preferred method of carrying a taser.
N. Safety

A taser device shall be holstered at all times with the safety switch in the safe (SAFE) position unless
it is being tested or placed into operational deployment.

A taser device shall be pointed in a safe direction during loading, unloading, spark (function) testing,
or when handled in other than an operational deployment.

When not being carried, a taser device shall be secured where it cannot be accessed by others.

O. Inspections

Taser inspections will be conducted on an annual basis by the designated training coordinator to
ensure that all taser devices are operable, to conduct information downloads, and perform any
necessary maintenance or repairs.

P. Taser Security

Officers will ensure due care in the security of their assigned taser device. The taser will be secured
in a manner that will keep the device inaccessible to others. Any Transcend issued taser device not
in the Officer's immediate possession shall be secured:

e Locked in an appropriate storage device.
e Transcend officers authorized to carry taser devices should not store taser devices in vehicles
at any time except for transport to and from work assignments.
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¢ In the home, taser devices shall be secured from unauthorized access when the Officer is off-
duty.

4-22. TERMINATION ASSISTANCE PROTOCOLS

Purpose

The purpose of this policy is to establish response guidelines and limitations for Transcend Security
Officers when clients request assistance in providing a visible presence at a termination hearing as a
safety and security measure. Threats of violence and/or the potential for violence warrants the
intervention of local law enforcement and the policy offers guidance and direction as to when
assistance should be summoned. The policy stresses the importance of gauging violence potential
through recognition indicators and the need to error on the side of caution in determining whether or
not law enforcement assistance is required.

Policy

Transcend Security Solutions is committed to the health, safety, and well-being of its employees and
the clients it serves. If/when a client asks an on-site Transcend Security Officer to provide assistance
in a termination circumstance, it's the policy of Transcend Security Solutions to provide a measured
degree of assistance whereby our Officers should never be isolated and/or directed to participate in
any termination situation (hearing, escort, property retrieval, etc.) without direct organizational
involvement by the client who must exercise complete and total control of how a termination is
carried out, by whom, and in what location of a facility.

This policy clarifies our role, if asked for assistance in a termination circumstance, to be one of
providing assistance to the organizational staff indirectly by simply having a presence; however, that
presence should be relegated to, ideally, being within proximity (earshot) of the hearing and having
available cover but not necessarily be seen. There should be no expectation of a trained response
on the part of a client to a termination event thought to be potentially problematic or violent which is
best left to a local law enforcement response.

Procedures

A. Termination Assistance Requested/ Staying Safe

An Officer's primary responsibility is to observe and report which includes being able to hear what's
going on as well as see what's going on and yet be in a position to escape the area to call for
assistance (law enforcement) if needed or necessary.

Any request for assistance in a termination situation regardless of how or where it is carried-out is to
be done from a position of cover or cover that is readily accessible.

Termination logistics and management protocols are the responsibility of the client.

B. Recognizing Violence Potential

Officers need to be continually assessing the situation and be able to make a determination(s) as to
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the necessity for a law enforcement response, and notify them if the situation escalates verbally
whereby the potential for violence appears possible.

Assessing a situation will require listening for verbal cues as to the potential for violence to include
veiled or direct threats made verbally by the individual being terminated which may, as an example,
include raised voices suggesting the potential for violence exists whether or not threats are actually
made.

Termination hearings are emotionally charged and a "heated" exchange may transpire that doesn't
necessarily indicate that violence is imminent. Solid judgement and common sense need to be
involved in the decision-making process as to whether or not to make contact with law enforcement.

There is a significant difference between a heated exchange that speaks to the issues that led to a
termination versus an exchange that involves threats of violence as a part of that exchange.

An Officer's safety and security is of paramount importance as is that of those around ones-self. An
Officer's assessment of a situation and the action one takes (or fail to take) can mean the difference
between an episode of violence or a harmless event that ends peacefully.

Using good solid people skills, treating people respectfully, and maintaining ones composure from a
customer service perspective are, more often than not, the key ingredients to a successful outcome.

C. Verbal De-Escalation

Verbal de-escalation, which involves talking ones way out of a situation, is always a preferred option
in any circumstance whereby tensions have escalated and the potential for violence appears
possible; however, that should never be at the expense of being able to escape the area and call for
help (Police)!

D. Escape Options / Distractions / Defending Ones-Self (Fight)

If an Officer finds himself the focus of attention by an individual about to launch an attack or is
actively carrying-out some type of attack using a weapon or something within reach being used as
weapon (which could amount to virtually anything), it's critical to know ones escape route
in advance of something occurring.

An Officer may choose to use a distraction which involves throwing an object at an assailant's body
(and, ideally within the area of the face and head) to divert an attacking individual.

Though not an ideal situation and faced with a physical assault, an Officer may need to fight and/or
otherwise defend ones-self in order to prevent serious injury and/or death.

E. Requesting Law Enforcement Assistance

If a decision is made to contact local law enforcement for assistance, an Officer needs to know
EXACTLY where he's at in the building and to accurately convey that information to responding
officers through a 911 operator or Police Dispatcher.

If/when in doubt as to the necessity for law enforcement assistance, error on the side of caution and
call them using "911".

F. Providing Escorts / Potential for Violence
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Providing escorts back to an employee's workspace and/or out to a parking area following a
termination are never to be conducted without an organizational presence (HR representative,
supervisor, manager, etc.) and, ideally, with at least one male representative.

Extreme caution needs to be utilized in these circumstances as emotions are typically running high
and the potential for violence very real.

G. BOLO Alerts / Pass-Downs / Supervisory Notifications

If client-management indicates that they do not want a terminated employee back on property which
is normally the case in a termination circumstance, the on-duty Officer needs to create a B.O.L.O.
alert using the TrackTik Message Board to alert other Officers to the situation.

The BOLO alert should include a photo of the employee in-question which will need to be requested
from the client.

Questions concerning BOLO alerts or how to create them in TrackTik should be directed to the on-
duty SOC analyst at 480-708-3908

The on-duty Officer involved in a termination event is to make contact with an on-duty Field
Supervisor and alert them to the fact the Officer was asked to assist in a termination situation.

The Field Supervisor is to make certain that the appropriate notifications for all security staff
members at the location have been attended-to which includes the availability of a photo and a copy
of the incident report made available to all security personnel at the security desk.

The on-duty Officer involved in a termination event or made aware that a termination took place by a
client representative, is to make certain that information surrounding the termination as well as the
identity of the person is passed-down to the Officer's relief. Information should include the fact that
the employee is not permitted back onto the property without specific client authorization.

All Officer's working at the specific site of where a termination took place are to continue to pass the
information along to their relief until all Officer's assigned to the post have been made aware of the
situation.

H. A Terminated Employee Returns to the Workplace Unexpectedly

If a terminated employee unexpectedly comes back onto the property or into the facility of the client,
the Officer on duty needs to cautiously make an effort to question that individual's presence and
make contact with a client representative to determine if the individual has been authorized to return
for some reason.

Occasionally, a terminated employee is asked by HR to return to retrieve a final paycheck, complete
separation paperwork, etc., and a Transcend Security Officer assigned to the site may not have been
made aware of this approval.

If it can't be determined that a terminated employee has been granted permission to return, the
individual is to be informed that they are to leave the property and advised to make contact with an
HR representative of the organization for authorization to return.

If there's any verbal resistance or signs and indications that an individual is unwilling to comply, then
local law enforcement is to be notified for assistance via "911" in escorting the individual off-

property.
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4-23. TIMEKEEPING PROCEDURES

Employees must record their actual time worked for payroll and benefit purposes. Non-exempt
employees must record the time work begins and ends, as well as the beginning and ending time of
any departure from work for any non-work-related reason via TrackTik or any other means
established, prescribed, and required by management.

Altering, falsifying or tampering with time records is prohibited and subjects the employee to
discipline, up to and including discharge.

Exempt employees are required to record their daily work attendance and report full days of absence
from work for reasons such as sick leave, personal time off, or vacations which are to be coordinated
with with their immediate supervisor. Specific authorized staff employees in an exempt status are not
required to record their daily work attendance; however, they are expected to report any absences
due to illness and to provide advance notice of needed personal time off to include vacations.

Non-exempt employees may not start work until their scheduled starting time unless they have been
asked to report early to cover an open post, etc.

It is the employee's responsibility to log time records into TrackTik to certify the accuracy of all time
recorded. Any errors in the time record should be reported immediately to a Field Supervisor or HR
staff member who will attempt to correct legitimate errors.

4-24. TRACKTIK TECHNOLOGY UTILIZATION

TrackTik is an application technology Transcend Security Solutions uses to generate considerable
levels of reporting whereby accountability is, ideally, assured, and we're able to generate critical and
informative reporting for our clients, supervisory staff members, and senior management. The
application program is all-encompassing, and allows the organization to monitor many aspects of a
security officers' duties and activities in the field, as well as manage schedules, capture payroll
information and other important HR data, and it offers a comprehensive reporting system for use by
officers in the field as well as management staff. It is the primary application in which all security
officer functions are tracked, and all documentation of any security-related actions
are completed. TrackTik is an application that is installed on all of the Transcend Security site
phones, and requires officers to participate directly in various data-entry functions which is an
essential component of their duty, obligation, and responsibility in carrying-out their job function.

TrackTik capabilities at a glance include, but are certainly not limited to, the following
functions:

e Pass Down Logs are created and forwarded to officers and management staff via the
Message Board, and information may be generated by site clients as well as officers in the
field to pass along information from one officer to another.

e Checkpoint tours are done by scanning physical and GPS checkpoints on-site, and officers
are alerted of touring schedules via TrackTik audibly.

e Standard Incident and Maintenance Reporting is done through TrackTik, as well as a variety
of internal requests generated by employees to include, but not limited to, Time Off Requests,
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Uniform Requests, and Equipment Need Requests, etc.

o Officers reporting for duty utilize TrackTik for clocking-in and clocking-out through TrackTik's
built-in time clock feature.

e All site Post Orders are viewable through TrackTik at any time, and they are updated in real
time, providing notifications for officers when there are updates to be reviewed and
acknowledged.

e Generating comprehensive management reports surrounding scheduling and performance-
related issues.

e Generating a comprehensive listing of reporting with specific report titling for use by Officers in
the field surrounding incidents that occur in the course of duty.

e Reporting critically needed information surrounding On-Duty Accidents, Injuries, and lliness.

TrackTik is a comprehensive reporting application for the entire organization and it is utilized
extensively from an operational perspective in capturing all critical data essential to providing
outstanding customer-service.

4-25. USE OF COMPANY PROPERTY

Company property refers to anything owned or leased by Transcend Security Solutions which
includes anything that is: physical, electronic, intellectual, or otherwise deemed Company
property. The use of Company property is for business-use and necessity only.

When materials or equipment are assigned to an employee for business, it is the employee's
responsibility to see to it that the equipment is used properly and cared-for appropriately. Any/all
equipment assigned to, or provided for, the employee, remains the property of the Company and
is subject to recall, reassignment, and/or use by the Company without prior notice or approval of
the employee. This includes, but is not limited to, computer equipment and data stored thereon,
voicemail, hard-copy or electronic records of any kind from any company provided equipment, and
employee files.

Transcend Security Solutions has created specific guidelines regarding the use of company
property and equipment. Below is a list of employee responsibilities and limitations with regards
to company property.

Personal Use of Company Property:

Company property is not permitted to be taken from the premises without proper written authority
and approvals provided by company management excluding assigned cell-phones.

Company Tools:

"Tools" include any vehicles, computer hardware, software, cellphones, uniforms, patrol-related
equipment (flashlights, OC spray, tasers, hand-cuffs, etc.). All necessary tools are furnished to an
employee in order to assist them in carrying-out their required duties and responsibilities. Each
employee is, in turn, directly responsible for the proper use, care, and management of these tools.
Tools lost, damaged, or stolen as a result of an employee's negligence or due-care will be, to the
extent permitted by federal, state and local law, charged back to the employee to cover the cost of
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repair or replacement. An employee may be subject to a net-pay reduction to cover the loss or
damage over the course of several pay periods to minimize the financial impact to the employee;
however, it may also involve a one-time deduction if the amount is relatively insignificant or
management deems it as being appropriate.

Care of Company Property:

Company property speaks to anything that is owned or leased by the Company to include the
"tools" previously noted; however, it also includes any actual physical property (buildings and office
areas) from which company business is carried-out. This also includes office space that is provided
by a client for carrying-out on-site security responsibilities. All office areas regardless of their
location are to be kept neat, clean, and orderly at all times.

4-26. USE OF FORCE

Purpose:

The purpose of this policy is to provide guidance and direction relative to the use of force in
situations or circumstances where an on-duty Transcend Security Solutions employee becomes the
victim of an actual physical attack or is the subject of what would appear to be an imminent attack
based on the behavior(s) exhibited by a would-be attacker. The policy establishes the basis upon
which a Transcend Security Solutions employee may use force in the performance of his/her duties
to protect themselves when no other alternative exists. The policy also addresses intervention
considerations whereby other persons are the victim of an attack in the presence of an officer.

Policy:

It is illegal for a Transcend Security Solutions employee to assume the role of, or present oneself as
a law enforcement officer. Transcend Security Solutions employees are not sworn to enforce the
law, they are however allowed to act as an ordinary citizen as provided by law and to take action and
use necessary force protect oneself and others from harm if no other alternative exists.

It is the policy of Transcend Security Solutions to seriously restrict and discourage the use of force to
circumstances or situations whereby an individual is compelled or otherwise forced to act as a matter
of self-preservation in minimizing injury or death to oneself, and then to use only the minimum
amount of force necessary to terminate the attack or otherwise end the threat.

This policy emphasizes the importance of retreating(escape) from physical harm where possible and
vacating the area of danger and calling "911" for immediate law enforcement assistance.

Procedures

Use of Force Restrictions

The use of physical force, of any kind, is to be avoided at all costs; however, there will undoubtedly
be, at times, circumstances that warrant a physical response due to an actual assault or a perceived
impending attack by someone advancing on them in a manner that would lead one to believe that an
attack was imminent.

Generally, the best possible use of force is no use of force at all. The most extreme and
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undesirable use of force is deadly force. Specifically, the type of force used must be appropriate for
the type of behavior exhibited by an individual. Appropriateness, or reasonableness, is the standard
used to determine the best use of force for any given situation. An officer should, at all times, use
the minimum amount of force necessary to gain cooperation and/or terminate an actual assault.

B. Non-Contact Control Tactics

Officer Presence - The uniformed officer presents a professional image which is reflective of an
authoritative figure with a responsibility for the safety and security of the premises and the people
within it.

Customer Service Skills - The officer should exhibit an ability to verbally communicate effectively, be
welcoming and approachable, demonstrate an ability to be empathetic and understanding, naturally

project a relaxed body language, and show determination to be of service in providing directions and
assistance.

Non-verbal and Para-Verbal Communication - The officer should be proficient in utilizing non-verbal
skills to gain compliance such as pointing, motioning, gesturing, etc. The officer must also be
capable of using voice inflection through tone, volume, and cadence (para-verbal communication) in
summoning, directing, and gaining voluntary compliance without being rude or condescending, and
never losing sight of the need to be professional.

Communication - The officer must find a way to master the art of providing verbal directives or
commands which are clear, simple, enforceable, and non-excessive.

C. Contact-Oriented Defensive Tactics

When an officer comes under a physical attack and is forced to act as a matter of preventing or
minimizing injury, serious physical injury, or death, multiple options need to be considered to
terminate the event, keeping in mind that there should always be consideration given to fleeing the
immediate area and seeking the assistance of law enforcement. Defending oneself and/or fending off
an attack would include, but isn't necessarily limited to the following:

Yelling for an individual to cease and desist.

e Aggressive Striking - kicking, punching.

e Grabbing - control or destruction of a part of ones' anatomy.

e Utilizing ordinary objects in an aggressive manner as weapons.

e Utilizing Oleoresin Capsicum (OC) Pepper Spray if trained and authorized to use it.
e Use of the Expandable Baton if trained and authorized to use it.

e Using any means and/or tactics to escape serious injury or death.

The standard for determining the best use of force is to, ideally, match the level of response by the
officer with the level of the assaultive behavior of the subject.

D. Behavior / Action(s) of a Subject

The question of which non-contact control tactic versus the contact- oriented defensive tactics is
reasonable or appropriate depends on the behavior/action(s) of the subject. The levels of
behavior/action(s) of a subject include the following:

e Compliant - a person who recognizes the authority of security officers and respects rules and
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laws. This would warrant an officer using non-contact control tactics if needed or necessary in
problematic situations.

e Resistant Passive - a person who does not follow rules and commands but does not resist
physical control. This would warrant an officer using non-contact control tactics and making
contact with local law enforcement via "911" for assistance.

e Resistant Active - a person who does not follow rules and commands, offers physical
resistance if engaged, but does not try to harm officers. This would warrant an officer using
non-contact control tactics and making contact with local law enforcement via "911" for
immediate assistance.

e Assaultive - Bodily Harm - a person who does not follow commands, offers resistance, and
seeks to injure, or inflict bodily harm. This would involve an officer utilizing contact-oriented
defensive tactics if needed or necessary, seeking an escape if possible, and making contact
with local law enforcement via "911" for immediate assistance.

Once the action or the level of behavior of the subject has been identified, the officer should choose
the level of force necessary to terminate the action/behavior. The level of force to control the
situation must not be excessive.

Non-contact control tactics are to be utilized in verbally combative circumstances.

In a physical assault, a contact-oriented defense tactic should, wherever possible, be chosen at the
lowest level possible and escalated accordingly depending on the situation or circumstance.

A control tool (OC Spray or expandable baton) should not be chosen if a lower technique will achieve
the goal of compliance in terminating an assault. The level of force may be considered excessive if a
subject has ceased being assaultive and an officer continues to use force.

Officers shall not use contact-oriented defensive tactics in response to offensive language.

Language must be physically threatening, coupled with the potential to act, and the perception that a
subject's threatened action is leading to an imminent physical attack with intention(s) to harm the
officer or other person before implementing contact-oriented defensive tactics.

E. Protecting Others / Being of Assistance

The willingness and desire to intervene in a physical assault not involving an officer directly is at the
discretion of the witnessing officer driven by the circumstances unfolding before him/her coupled with
an officer's self-assessed physical capability as to whether or not an intervention can be done with
minimal risk to the officer versus simply stepping back, assuming a role as a witness, and making
contact with local law enforcement for an immediate response.

An ideal non-physical intervention would include establishing a presence made known to an attacker
with an appropriately energized verbal "order" to cease and desist. These interventions should be
done within the proximity of an assault and yet at a distance that would afford an escape route for
the officer if the attacker were to divert attention toward the officer. Again, it is imperative that the
officer call "911" for assistance or otherwise direct by-standers to call "911" if unable to do so
directly.

An officer must know his/her capabilities and limitations and have the ability to quickly assess a
situation for the level of danger they may find themselves in before making a decision to engage
physically.
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Ushering, directing, or otherwise assisting people from an area of danger toward an exit is an equally
important responsibility that cannot be overstated and these actions may, potentially, minimize injury
to other persons in the area of an attack.

The criticality of being able to quickly assess a situation or circumstance as to establishing a plan of
action (whatever that might be based on the confines of this policy) is, in many circumstances, a
challenge that is ultimately driven by instinctive reaction, but not without thought. Assessing a
situation or circumstance often-times involves processing multiple pieces of information in a fraction
of the time than one might ordinarily be afforded.

F. Evade and Escape

This policy emphasizes the importance of when to retreat from physical harm or potential physical
harm without completely abandoning a reasonable level of effort that is of value in ushering people to
safety and out of harm's way, coordinating a law enforcement response, and doing everything with
one's power minimize or prevent injury while maximizing safety and security for everyone.

G. Use of Force Review / Case-by-Case Basis

All use of force incidents resulting in an actual physical altercation and/or some level of physical
involvement on the part of an officer working in the field will be examined with a certain degree of
scrutiny to determine if there are issues based on the incident under review that suggest a need for
changes in policy or training. This review will be conducted by the Field Operations Manager or the
Director of Operations with any recommendations for change and then forwarded to the Risk
Manager for an independent review if needed or necessary.

4-27. VEHICLE CRASH / DAMAGE REPORTING

Purpose:

The purpose of this policy is to provide guidelines relative to the crash reporting requirements of
those Transcend officers and/or employees involved in collisions while operating Transcend owned,
operated, or leased vehicles as well as non-vehicle damage occurrences and damage discoveries
made by officers inspecting their vehicles at the start of mobile patrol. This policy also speaks to
supervisory review and reporting responsibilities.

Policy:

Motor vehicle crashes are an inherent risk associated with operating company vehicles as well as
operating a patrol function that operates 24/7. It is the policy of Transcend Security Solutions that
each of its employees authorized to operate company vehicles comply with all applicable
organizational policies and directives, and relevant State law(s) as it relates to the immediate
reporting of vehicular incidents and accidents resulting in damage to the patrol vehicle, other
vehicles, property, stationary objects, people, etc. This policy requires the coordination of
appropriate resources as needed (Police, Fire, EMS, utility companies, etc.) which includes
requesting the presence of an on-duty supervisor to respond to the scene of a crash or incident that
results in damage to a patrol vehicle.
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Definitions:

e Motor Vehicle Crash - For purposes of this policy, a motor vehicle crash is any collision of a
patrol vehicle with another vehicle, stationary object, animal, or person that results in property
damage or personal injury.

¢ Non-Vehicle-Related Damage Occurrences - Damage from flying debris (rocks, tree limbs,
other objects falling from other vehicles, etc.)

¢ Inspection Discoveries - Damage to Transcend Security vehicles discovered during routine
inspections prior to going out on patrol or previously reported or discovered.

e Preventable Collision- One in which the driver failed to observe organizational policy, exercise
due-caution, or practice expected defensive driving tactics routinely expected of all motor
vehicle operators, and to have done everything that reasonably could have been done to
avoid a collision.

Procedues

A. Motor Vehicle Crash Reporting / Officer-Employee Responsibilities

Notify SOC- Unless incapacitated, officers / employees are responsible for notifying the Security
Operations Center (SOC) of a motor vehicle crash. Officers/ employees are required to do the
following and/or coordinate the following through the SOC (if needed or necessary).

Call "911" In the event of an on-street crash, or a crash on private property, with or without injuries,
the Police Department of jurisdiction shall be contacted for a response which can be accomplished
by calling "911" or direct-dialing in the event of a minor off-street crash occurrence. (Note: "911"
calls are best made by the involved officer/femployee wherever possible because of the information
that will be asked by the 911 operator who will be coordinating the response of first responders. This
will involve being able to provide specific information about the incident to include the exact location
of the occurrence).

Check for injuries and call "911" if injuries are obvious or someone contends that they have been
injured.

Request a Supervisor - Mobile patrol officers are required to request the presence of an on-duty
Field Supervisor.

Management employees using Transcend owned, operated, or leased vehicles are exempt from
requiring the presence of an on-duty supervisor if involved in a crash; however, they are required to
notify the SOC of their involvement in a crash.

Take Photos - When appropriate to do so, take multiple photographs from a variety of different
angles and gather all needed/necessary information to complete all required incident reporting and a
hard-copy "Written Statement” form.

Direct Traffic - If appropriate, direct traffic around the crash site to prevent compounding the accident
scene which minimizes the potential for other secondary impact events.

If the vehicle is operable in an on-street crash and photos of the crash scene have been taken, the
officer/employee is, for safety reasons, authorized to move the vehicle off the roadway so as to,
ideally, prevent a secondary crash from occurring.

Obtain the name(s) of the other operators involved in the crash to include driver's license
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information, home address, phone numbers and insurance carriers. Also obtain information as to the
vehicle(s) involved in the crash to include make, model, registration (license plate number) and the
vehicle identification number (VIN).

Obtain information from first responders (PD and Fire) to include badge numbers, unit numbers etc.
and the incident report number their dispatch center has assigned to the incident.

Obtain witness information (name, cell phone number, e-mail address) if you're aware of anyone
who may have observed the crash and, if they're willing to complete a written statement, offer them
a witness statement form to complete and instructions as to returning it to the office.

Verbal Statements.. It is permissible to provide an investigating Police Officer a verbal statement as
to the details of what took place; however, no written statements are to be provided. Additionally,
there is to be no discussion with anyone other than PD and a responding supervisor as to the details
of the crash.

B. Damage to Property Reporting (to include an unoccupied vehicle)

Officers/employees are responsible for the following in the event of damage to another person's
property (to include an unoccupied motor vehicle parked on a street, physical damage to someone's
property off the roadway, etc.):

Call the Police Department of jurisdiction is to be contacted for a response.

The SOC is to be contacted and made aware of an occurrence so that an on-duty Field Supervisor
can be made aware of the incident and respond to the scene.

Make Contact with a Property Owner If the Police Department indicates that they will not respond for
whatever reason. Every reasonable effort shall be made by the Officer/employee involved to make
contact with the property owner by attempting to locate the owner of the vehicle and/or property
by reasonable means to include making inquiry of persons in the area as to who owns the property
in-question.

Attempting to locate an owner's name, address, or phone number that may be contained within a
vehicle or somehow attached to a piece of physical property.

Knocking on the door of a homeowner or business owner if there's damage to piece of real estate to
alert them to the damage that occurred.

Leaving a note after having exhausted all reasonable efforts to make contact with a vehicle or
property owner at the scene of an incident resulting in damage which would include your name,
the SOC phone number and the organization you represent. Make certain the SOC analyst and/or
the on-duty Field Supervisor are made aware that no contact could be made and that a vehicle
owner or property owner may calling the SOC for information.

C. Report Writing Requirements

Make certain to complete an electronic "On-Duty Accident, Injury, or lliness Report" and a hard-
copy "written statement” form that needs to be completed and turned-over to the on-duty Field
Supervisor before going off-duty.

Management employees are required to verbally convey the details of their involvement in a
crash with their immediate supervisor as soon as practical if not immediately, and they shall
complete an "On-Duty Accident, Injury, and Illness Report" and a hard-copy "Written Statement”
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form no later than the close of the next business day following an incident. The completed paperwork
is to be conveyed to their immediate supervisor within the same time-frame(s).

D. Non-Vehicle Damage Occurrences (loose load, falling debris)

In the event of some type of "Non-Vehicle Damage Occurrence,” obtain as much information as
possible as to what caused the damage or was suspected of causing the damage and alert the SOC
as to the occurrence. If the matter was a "loose-load" event whereby an object and/or product fell
off of a vehicle and damaged a company vehicle, obtain a description of the vehicle and license plate
registration number if possible. The officer/employee involved will also do the following:

e Take multiple photos of the damage from a variety of different angles, complete an Incident
Report, and complete a hard-copy "Written Statement” form.

o Make every attempt to contact the on-duty supervisor and apprise him of the damage (unless
this was already completed by the SOC analyst).

Management employees using Transcend owned, operated, or leased vehicles are exempt from
requiring the presence of an on-duty supervisor if involved in some type of "Non-Vehicle Damage
Occurrence”; however, they are required to notify the SOC of an incident.

E. Damage Discovered during Inspection

In the event damage is discovered by an officer conducting an inspection of a patrol vehicle prior to
going out on mobile patrol, the Officer shall:

e Make contact with the SOC and make an inquiry as to whether or not the damage has been
previously reported.

e If the damage has not been previously reported, request the presence of an on-duty Field
Supervisor.

e Take quality photos of the damage discovered, complete an electronic Incident Report, and
complete a hard-copy "Written Statement” form which needs to be submitted to an on-
duty Field Supervisor prior to going off-duty.

F. Officer Injury Reporting

Protocols for contending with and reporting officer/employee injury circumstances are covered
extensively in the "On-Duty Accident, Injury, or lllness Reporting" Policy in the event an
officer/employee sustains an injury.

e The procedural instruction, guidance, and direction previously noted may not be possible
depending on the level and extent of injury sustained; however, an officer/employee is
expected to comply with the provisions of this policy to the extent that it is possible under the
circumstances.

G. Supervisory Responsibilities

Upon being notified of a crash involving a uniformed mobile patrol officer operating a Transcend
Security owned, operated, or leased vehicle whether on-street or private property, the on-duty Field
Supervisor shall respond to the scene to investigate and assume command of the scene assuring
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the gathering of needed/necessary information for our reporting, photos, etc. The Field Supervisor
shall also be responsible for the following:

e Drug/Alcohol Testing Coordinating post-accident drug/alcohol testing where expected,
required, and/or determined to be necessary is as follows:

e Drug/alcohol testing is required and will be coordinated by a supervisory staff member in any
circumstance of an on- street collision resulting in property damage and/or injury to persons.

e Private property incidents resulting in damage to Transcend owned, operated, or leased
vehicle exclusively (and no other vehicles, property, or persons) may result in the drug/alcohol
testing of the operator at the discretion of a supervisory staff member who would coordinate
the testing process.

e Private property accidents involving a Transcend owned, operated, or leased vehicle and
another vehicle, property, or person will result in a mandated drug/alcohol test.

All drug & alcohol testing expected, required, or determined to be necessary will be conducted at a
third-party facility (typically Concentra) and the individual to be tested will be transported to the
facility by an on-duty Field Supervisor.

Officers/employees who will be the subject of drug and alcohol testing at a third-party facility are not
permitted to operate a company vehicle until such time the testing is completed and a determination
made that the employee is not (as determined medically by medical personnel at the time) under the
influence of any drugs or alcohol.

Management employees are subject to the provisions of drug and alcohol testing as determined by
their immediate supervisor who shall make any/all necessary decisions and coordinate any
appropriate needed and/or necessary action(s) once apprised of an incident resulting in damage or
injury.

The Field Supervisor responding to the scene shall ultimately complete an "Injury Report" form that
provides for a description of the events and assure the gathering of all pertinent details.The report is
to be completed at the time of the occurrence or immediately thereafter prior to the end of the shift
and/or going off-duty.

A senior Field Supervisor designated as the "Accident Investigator" is responsible for comprehensive
accident reporting, ("Accident Investigation Report") identifying causative and/or contributory factors,
policy violations, and a recommendation for change(s) so as to prevent a future occurrence. There
should also be anindication asto whether or not the incident was "preventable” or "non-
preventable" which can be described as follows:

e Non-Preventable - an incident can be classified as non-preventable if the officer exercised
reasonable caution to prevent the incident from occurring and was observing (practicing)
applicable departmental policies when the incident took place and it was, for any number of
reasons, unavoidable.

e Preventable - An incident shall be deemed preventable if an Officer failed to observe
departmental policy or failed to exercise due caution or practice expected defensive driving
tactics routinely expected of all motor vehicle operators.

Supervisory staff members responsible for the mobile patrol function will ultimately be responsible for
any decisions regarding disciplinary action if appropriate.
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H. Towing Protocol

Transcend owned, operated, or leased vehicles that need to be towed due to damages from an
accident, the necessity for drug & alcohol testing, or any other reason that has rendered a
vehicle inoperable or otherwise left without an operator will be coordinated by an on-duty Field
Supervisor and the on-duty SOC Analyst.

. HR/ Insurance Reporting

Beyond on-duty Field Supervisors, management staff are required to make the Risk Manager and
the HR Staff aware of any crash, damage, or injury occurrences involving a Transcend owned,
operated, or leased vehicle and to assure TrackTik reporting entries as required on the same day as
the event.

The Risk Manager once notified of a crash, damage, or injury occurrence involving a Transcend
owned, operated, or leased vehicle and having reporting documentation in-hand, is to make contact
with the appropriate insurance company representative(s) to make them aware of an incident and
provide any needed or necessary documentation or information as may be required.

J. Forms

"On-Duty Accident, Injury, lllness Report" form in TrackTik is to be completed by the involved driver
of any Transcend vehicle involved in an accident resulting in any kind of damage to the vehicle or
any damage discovered during a vehicle inspection.

" Officer Injury Report” in TrackTik. This is the report form that needs to be completed by the Field
Supervisor responding to the scene to assist in investigating what took place. This report is to be
completed regardless of whether or not an injury is visually apparent.

"Refusal of Medical Treatment or Observation Form" This is the form that an employee is required to
complete if, as a result of a crash, sustain minor injury, report minor injury, or indicate they were
uninjured and choose notto be medically treated. (This would be in addition to the "On- Duty
Accident, Injury and Iliness Reporting Form".

"Written Statement” This is the form utilized to capture a written accounting of an incident, event,
situation, or circumstance whereby an employee, witness, or other involved person to some extend
(whether directly or indirectly) provides, or is asked to provide, a written statement as to what they
saw, heard, experienced, etc.

"Accident Investigation Report" This is the form that will be completed by a Senior Field Supervisor
designated as the "Accident Investigator".

4-28. VEHICLE DAMAGE / "AT-FAULT" PERSONAL FINANCIAL
RESPONSIBILITY

Vehicle Damage / Avoidance Measures / Consequences for "At-Fault" Circumstances

Patrol operations is inherently dangerous at times and being involved in a motor vehicle accident can
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have, at times, deadly consequences. Driving with a high degree of due-care, being continuously
aware of everything going on around you at all times, and driving defensively to include anticipating
the actions of those motorists around you, can prevent a majority of accidents; however, it requires a
serious degree of focus and attention virtually all the time while in motion.

Beyond the hazard potential previously noted, another cause of motor vehicle accidents is
"distracted driving" which is why it's critical that operating a patrol vehicle doesn't include some
level of multi-tasking involving the use of a cell phone, eating while driving, or becoming so
preoccupied with something going on inside the cabin of the vehicle that the operation of it becomes
secondary. Another common-place facet of distracted driving involves being so preoccupied mentally
with things going on outside of work that, again, driving becomes almost robotic and little actual
attention being provided to operating the vehicle. Distracted driving results in driving over curbs
and/or crashing into stationary objects that should have been, and would have been, avoided had
there been adequate attention to the operation of the vehicle.

Damage to our patrol vehicles creates a number of problems that can be avoided if the vehicles are
operated in a manner whereby crashes are avoided. When a vehicle is damaged, it typically needs
to be taken out of service to be repaired which creates an availability issue. Additionally, there's a
$3000 deductible for each motor vehicle damage occurrence when we're involved in an "at-fault”
circumstance meaning the organization is automatically responsible for out-of-pocket repair
expenses up to $3000 which, as you can imagine, is quite costly organizationally.

Motor vehicle accidents involving a patrol vehicle and damage to them can result in disciplinary
action to include being held financially responsible whereby personal "fault” for what occurred can
be determined through an investigation which is commonplace when a vehicle is damaged. In
addition to financial responsibility, an Officer can be terminated when "fault" or some degree of
personal responsibility for what occurred is established, although that is not an automatic
consequence of damaging a patrol vehicle. Personal financial responsibility is a consequence of
damaging a patrol vehicle if "fault" is determined or some degree of personal responsibility is
established that led to the damage of a patrol vehicle regardless of how it may have occurred.

"At-Fault" Personal Financial Responsibility includes the following:

e Assuming 10% of the cost of repairing a damaged patrol vehicle for any amount of repairs up
to $3000 which would amount to a personal financial responsibility obligation of $300. (If the
damage amounts to $1800, the personal financial responsibility obligation would be $180).

e The personal financial responsibility obligation would never exceed $300 and it will be the
subject of payroll deduction amounting to 10% of the total owed over the course of 10 payroll
periods until it is paid-off. (If the total owed is $300, $30 would be deducted from each of ten
(10) payroll periods until the amount is paid-off. If the total owed is $1800, $18 would be
deducted from each of ten (10) payroll periods until the amount is paid-off).

e If an Officer is the subject of a personal financial responsibility for damage to a patrol vehicle
and elects to quit, or is subject to termination as determined by the Director of Operations, the
amount owed will be deducted from the Officer's final paycheck.
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e If an Officer is offered a non-driving post position, if deemed appropriate (and available), the
personal financial responsibility obligation still applies and the Officer will be responsible for
10% of the cost of repairing a damaged vehicle for any amount of repairs up to $3000 which
would amount to $300 spread out over 10 payroll periods. (If the amount of repairs is $2000,
then the financial responsibility would be $200, etc.) If an Officer leaves (quits or is terminated)
prior to making the required financial responsibility payments, the remaining monies owed will
be deducted from the last payroll check.

"At-Fault" Personal Financial Responsibility / Acknowledgement Form

Officers assigned to a mobile patrol position and those employees operating company-owned and
leased vehicles will be required to complete a written acknowledgement form prior to assuming their
duties which outlines the financial responsibility requirement for damages they are suspected to have
caused or created.

4-29. VEHICLE INSPECTION AND MAINTENANCE REQUIREMENTS

Purpose

This policy establishes vehicle inspection responsibilities for officers assigned to mobile patrol as
well as the supervisory staff tasked with assuring inspections are carried-out. Additionally, this policy
speaks to maintenance responsibilities in assuring road-worthy vehicles.

Policy

It is the policy of Transcend Security Solutions to utilize motor vehicles in conducting mobile patrol.
Additionally, company vehicles are provided to specifically designated supervisory staff members in
carrying-out their responsibilities which includes a "take-home"™ component. Regardless of the
specific usage designation, all vehicles will be inspected daily by those persons assigned to them
and all vehicles will be maintained according to the mandates contained within this policy and
coordinated by those staff members tasked with assuring vehicle safety and, correspondingly,
longevity.

Procedures

A. Vehicle Checks, Maintenance, and Repairs

1. Pre-operation vehicle checks consist of a variety of checks centered around assuring safe
operation which include making certain all instrument panel gauges are functioning, checking
fuel levels, adjusting mirrors for appropriate placement, and making certain that headlights,
turn signals, and brake lights are functioning properly. Discovered problems are to be reported
to the on-duty Supervisor or, in their absence, the on-duty SOC Analyst who is required to
assure that the information is passed on to the Patrol Manager.

2. Mobile patrol officers are to complete a "vehicle inspection report” at the start of their
assigned shift and a second report prior to going off-duty or otherwise terminating their use of
the assigned patrol vehicle.
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10.

11.

12.

Patrol vehicles mayl be equipped with several pieces of emergency equipment in the event a
mobile patrol officer experiences mechanical problems, is involved in a collision, or happens-
upon an emergency situation in which he/she is required to act. Examples of emergency
equipment include a first-aid kit, flashlight, reflective safety vest, blanket, light sticks, fire
extinguisher, tire inflator, reflective triangles, flares, etc. (Note: These are samples of what we
may equip our vehicles with and isn't necessarily a complete list).

Mobile patrol officers must make certain that any/all emergency equipment stored in the patrol
vehicle is operable and in good working order. Equipment problems are to be reported to the
on-duty field Supervisor or, in their absence, the on-duty SOC Analyst who is required to
assure that the information is passed on to the Patrol Manager.

Scheduled maintenance and mechanical repairs to include oil changes, tire rotation and
replacement, brake inspections, tune-ups, factory recalls, filter replacement, fluid
maintenance, etc., will be, unless otherwise designated, the responsibility of the Director of
Operations or his/her designee.

All vehicles will be maintained by qualified automotive service technicians at regular intervals
based upon the miles driven, hours of operation, etc.

Vehicles requiring an immediate shut-down or otherwise needing to be taken out of service
due to a critical problem that affects safe operation or the potential for more costly and/or
significant repair(s) if not taken out of service are to be immediately reported to the on-duty
Supervisor or, in their absence, the on-duty SOC Analyst who shall coordinate a vehicle re-
assignment and notification made to the Patrol Manager (either electronically via e-mail, or
text message) that a problem exists and needs to be check-out.

Officers are required to complete a "Vehicle Maintenance Report" to ensure the appropriate
communication of a problem is conveyed to those supervisory staff members who will be
coordinating the repair(s).

Roadside Assistance and/or Towing if needed or necessary due to mechanical breakdowns,
crash damage, drug/alcohol testing requirements, etc., must be coordinated through the on-
duty SOC Analyst (which is typically at the direction of the on-duty field Supervisor who is to
be notified by a mobile patrol officer that a problem necessitating a tow exists).

Crash occurrences are to be reported by the supervisory staff involved in investigating a crash
to the Risk Manager to assure proper notifications with the insurance company who will
ultimately coordinate repair efforts with the Director of Operations.

All officers are required to keep the interior of the vehicles to which they are assigned clean
and neat, and free of all garbage (food items, soda/coffee cups, etc.) and clutter. A failure to
do so may result in being re-assigned to a non-patrol function if a problem exists with an
officer and it goes uncorrected after having been advised to keep the car clean.

Smoking and the use of any/all tobacco-products while seated within or operating a Transcend
owned, operated, or leased, vehicle is prohibited.

B. Forms

1.

2.

"Vehicle Inspection Report” This is the form used to report vehicle inspection results at the
beginning and end of a mobile patrol assignment.

"Vehicle Maintenance Report" This is the form utilized to report a problem or issue
discovered that needs to be addressed by the Director of Operations who is responsible for
coordinating service and repairs.
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4-30. VEHICLE OPERATIONS / OPERATOR RESPONSIBILITIES

Purpose

The purpose of this policy is to establish basic vehicle operation training guidelines, licensing
requirements, and behavioral expectations of those employees authorized to operate company
owned, operated, leased, or rented vehicles whether on-duty or off-duty.

Policy

Operating a motor vehicle safely is an orchestration of safety inspections, training, driving skills,
experience, and behaviors, all of which play a role in maximizing safety. It is the policy of Transcend
Security Solutions to promote vehicle operation safety through training, reporting, and expressed
behavioral expectations of its employees when operating an owned, operated, leased, or rented
vehicle of any kind, under any circumstance, whether on patrol, attending to company business, or
any other permissible use to include off-duty-use authorization.

Definitions

e Road Rage -A criminal offense in which a vehicle is used as a weapon with intent to harm
which may culminate in an actual physical assault of a driver or vehicle.

e Distracted Driving -Diversion of the driver's attention from the task of safely operating a
motor vehicle which would include engaging in physical activities requiring the use of ones
hands and/or fixating on objects or events inside or outside of the vehicle having no direct
involvement with the operation of a vehicle. Some physical distractions include cell phone
usage (to include texting), and operating a variety of hand-held electronic devices which divert
attention away from the task of safely operating a vehicle. Emotional stress and a mental pre-
occupation with thoughts having nothing to do with the operation of a vehicle can also affect
safe driving.

e Aggressive Driving -Safety can be compromised due to violating posted speed limits and/or
operating a vehicle too fast for conditions faced by an operator to include inclement weather,
tailgating or following too closely to be able to bring a vehicle to a stop when faced with an
unexpected situation or roadway emergency, failure to signal a lane change, and violating
traffic control devices which includes running red lights and stop signs to name but a few of
the more obvious violations.

e Reckless Operation -A person who operates a motor vehicle in reckless disregard for the
safety of persons or property as defined by Arizona state law.

e Preventable Collision -One in which the driver failed to do everything that reasonably could
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have been done to avoid a collision.

e Impaired Driving -This includes the utilization of alcohol, prohibited drugs as noted in law, and
prescription and non-prescription medications that adversely affect the ability to safely operate
a motor vehicle.

Procedures:

A. Pre-Employment Checks / Licensing Requirements

To ensure applicants selected by Transcend Security Solutions are well-qualified and have a strong
potential to be productive and successful, the Company shall conduct a search of an applicant's
criminal history, driving record, past and previous employment, and personal references.

Employees assigned to a mobile patrol assignment at the time of hire or those officers transitioning
from a fixed-post assignment to a mobile patrol assignment shall be the subject of a driver's license
check. All mobile patrol officers are required to possess a valid driver's license to operate a
company owned, operated, leased, or rented vehicle. Additionally, all mobile patrol officers shall be
the subject of annual driver's license checks to confirm that the license remains valid.

B. Behavioral-related Prohibitions

Road rage

Aggressive Driving

Reckless Operation

Excessive Speed

Distracted Driving

Carelessness

Negligence

Fatigue/Sleeping

Impaired Driving/ Drug & Alcohol Use

©CoNoOA~ONE

C. Operations/ Generally

Pre-patrol and/or vehicle use inspections are required to make certain that the vehicle is physically
safe to use. Mobile patrol officers are required to complete a "Vehicle Inspection Report" at the start
of their mobile patrol shift and again at the end of their shift.

Equipment adjustments need to be made prior to operating a vehicle which would include making
seat adjustments, mirror corrections (rear-view and side-view mirrors), etc.

Employees are not authorized to alter the appearance of any company vehicle or the performance of
any company vehicle without written authorization.

All employees (and any authorized passengers) are required to utilize safety belts which are to be
adjusted and used properly to provide maximum protection to all vehicle occupants.

All employees operating company vehicles are expected to drive defensively which means
anticipating problems, poor judgement, and mistakes initiated by other users of the road so as to,
ideally, avoid being involved in a crash.
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All employees are expected to obey posted speed limits and to operate their vehicles at a speed that
is appropriate for the conditions which may be lower than the posted speed limit. Conditions
requiring lower speeds include inclement weather, driving through construction zones, areas
saturated with pedestrian traffic and bicyclists, etc.

All employees are required to obey all traffic control devices; to include red lights, stop signs, yield
signs, U-turn prohibition signs, etc.

Never text or operate any hand-held device that requires a typing component to communicate
without pulling over to do so safely.

Always yield to pedestrians.

Radio usage is permissible; however, the volume is to be kept reasonable and respectful. Any
choices made that include vulgar and/or inappropriate language are prohibited.

Patrol vehicle windows should be lowered to allow an operator to hear activity going on around them
to include approaching emergency vehicles, cries for help, glass breaking and/or other indications of
burglary, etc.

The interior of the patrol vehicle is to be kept clean and neat, and free of trash and clutter.
Smoking in a company vehicle and/or the use of any tobacco products is prohibited.

Utilizing scents or air fresheners within the passenger compartment of a mobile patrol vehicle is
prohibited.

Never de-activate passenger airbags.

Fueling/Re-fueling responsibilities involve making certain that an assigned patrol vehicle is
adequately fueled.

Non-employee passengers are prohibited unless otherwise authorized or an emergency
circumstance of some type suggests otherwise; however, an employee will be required to articulate
the need to transport someone without proper authorization.

D. Miscellaneous Reporting Responsibilities and Requirements

All employees operating company vehicles are subject to annual driver's license checks to assure
validity.

All employees operating company vehicles are required to report all moving violations taking place
on-duty or off-duty within 24 hours of receiving a citation to their immediate supervisor.

Employees receiving parking citations while on-duty are to report the occurrence to their immediate
supervisor.

Making prompt payment for any fines associated with any issued citations in the manner prescribed
and within the time limits allowed is the responsibility of the employee to whom the citation was
issued or the vehicle assigned to them at the time.

Immediately inform a mobile patrol supervisory staff member of any license suspensions or
revocations.

All employees are required to report any/all company vehicle damage upon inspection and
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discovery.

All mobile patrol officers are required to immediately report damage and/or suspected damage that
takes place during the patrol shift to the on-duty Supervisor or, in his absence, the on-duty SOC
Analyst.

Accident / collision reporting is to be done according to the guidelines found in the "Vehicular
Crash/Damage Reporting" policy.

E. Towing / Roadside Assistance

Transcend owned, operated, or leased vehicles that need to be towed due to damages from an
accident, the necessity for drug & alcohol testing, or any other reason that has rendered a vehicle
inoperable or otherwise left without an operator will be coordinated with an on-duty supervisor and
the/or the on-duty SOC Analyst.

F. Disciplinary Action / Suspension Guidelines/ Personal Financial Responsibility

All motor vehicle accidents resulting in any kind of property damage and/or injury to persons will be
investigated by the supervisory staff which may involve Field Supervisors, a Patrol Manager, the
Director of Operations, a Senior Field Officer designated as the "Accident Investigator", or the Risk
Manager.

Determinations will be made as to whether or not a motor vehicle accident was preventable.

If it is determined that a motor vehicle crash was preventable and the circumstances suggest
negligence, distraction, carelessness, inattention, excessive speed, recklessness, or drug/alcohol
involvement, the officer may be subject to an immediate suspension of driving authority for serious
infractions and/or those circumstances resulting in injury to others or considerable property damage.

Relatively minor on-street collision occurrences or those taking place on client-property (or other
private property) will be the subject of an investigation and can, potentially, result in an officer's
suspension from mobile patrol activity.

Suspensions can be invoked by a supervisory staff member at the scene of an incident in
consultation with a mobile patrol supervisory staff or any time thereafter if the circumstances warrant
this action.

Licensing suspensions or revocations invoked by the State of Arizona, or any other State, and
brought to the attention of, or discovered by, Transcend security management will result in the
suspension of patrol operations while an investigation is conducted.

Verified license suspensions or revocations brought to the attention of Transcend Security
supervisory staff by an officer the subject of such action may be re-assigned to a fixed-post if a
position is available and the employee considered to be an appropriate fit and/or a suitable candidate
for the assignment.

A mobile patrol officer may be terminated due to a license suspension or revocation.

The Director of Operations (or other designated person responsible for the mobile patrol function)
may authorize the lifting of a suspension and a return to mobile patrol responsibilities when the
action is prudent and reasonable, or the results of an investigation that would warrant such action.

In situations and/or circumstances whereby a suspension is invoked, a mobile patrol officer may
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ultimately be authorized to return to mobile patrol, re-assigned to a fixed post with no potential to
return to the mobile patrol function or, potentially, terminated.

Mobile patrol officers discovered to be operating Transcend owned, operated, or leased vehicles on
an expired driver's license will be suspended from mobile patrol operations until such time a valid
operator's license is secured.

Officers involved in at-fault collisions of any kind may be directed to participate in additional driver-
safety training and/or a road-test re-certification. Additionally, Officers involved in collisions whereby
they were deemed to be "at-fault" and/or is reasonably determined that they were directly
responsible for any kind of damage to the vehicle resulting in repairs, they will be held financially
responsible for as much as $300 for the damage. (See the Financial Responsibility SOP that covers
this issue in detail)

Mobile patrol officers and other authorized users of company owned, operated, or leased vehicles
are subject to random drug & alcohol testing at the direction of senior management.

Drug/alcohol testing is required and will be coordinated by a supervisory staff member in any
circumstance of an on-street collision resulting in property damage and/or injury to persons.

Private property incidents resulting in damage to a Transcend owned, operated, or leased vehicle
exclusively (and no other vehicles, property, or persons) may result in the drug/alcohol testing of the
operator at the discretion of a supervisory staff member who would coordinate the process.

Private property accidents involving a Transcend owned, operated, or leased vehicle and another
vehicle, property, or person will result in a mandated drug/alcohol test.

G. Training

All mobile patrol officer applicants must successfully complete a” road test" to determine mobile patrol
suitability with a supervisory staff member prior to being approved for a mobile patrol assignment.?

A mobile patrol officer approved for a mobile patrol assignment is required to complete the "Target
Solutions Driving Series" (found under "Fleet Program”) training which consists of sixteen (16)
separate components prior to a mobile patrol assignment. The training components/elements are:

e Accidents and Emergencies

¢ Adjusting to Changing Conditions
e Aggressive Driving

e Dangers of Speeding

e Defensive Driving Strategies

¢ Distracted Driving

e Driver Safety Orientation

e Expressway and Highway Driving
e Impaired Driving

¢ Intersection Safety

e Safe Backing

e Seatbelt & Airbag Safety

e Sharing the Road

¢ Vehicle Inspection and Maintenance
¢ Vehicle Safety and Security

e Safe Driving Strategies
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H. Forms

"Road Test Tally Sheet" - This is the form used to log observation evaluations of a mobile patrol
officer candidate/applicant during a driving exercise to determine mobile patrol suitability.

"Vehicle Inspection Report" - This form is completed by a mobile patrol officer at the start of an
assigned shift (or transitioning into a secondary patrol vehicle at any point during an assigned shift)
which captures multiple pieces of information concerning the condition and roadworthiness of an
assigned vehicle.

"Driver Certification" - This form consists of several components of importance which are as
follows:A record of the annual motor vehicle record (MVR) check(s) conducted.

¢ A record of the annual motor vehicle record (MVR) check(s) conducted

e A verification acknowledgement that a mobile patrol officer has met the MVR criteria for
operating a company owned, operated, or leased vehicle.

¢ An acknowledgement that the mobile patrol officer has completed the Target Solutions driving
series training.

e An acknowledgement that a mobile patrol officer has completed a "Drivers Road Test"
required every three years following the initial test at the time of consideration for a mobile
patrol position or assignment.

" Personal Use Agreement/ Guidelines Acknowledgement" - This is a form required to be completed
by employees utilizing company owned, operated, leased or rented vehicles for authorized personal
use.

"Rental Vehicle Use / Guidelines Acknowledgement" - This is a form required to be completed by
employees who, on occasion, require the use of short-term rental vehicles typically utilized for out-of-
town events.

4-31. VEHICLE AND FOOT PURSUITS

Transcend Security Solutions officers assigned to a fixed-post or mobile patrol have a duty,
obligation, and responsibility to "observe and report". Vehicle and foot pursuits pose considerable
danger and an un-necessary risk of injury and, in certain circumstances, death. Vehicle and foot
pursuits of anyone for any reason are strictly prohibited. This prohibition does not prevent an
officer from being a good witness and/or maintaining a visual of a fleeing suspect from a safe
distance in order to provide law enforcement authorities with updated accurate information as to how
it is they may find the person in-question. A "safe-distance" would be described as a distance that
affords the escape of the area without a problem or threat of being harmed, and/or doing so in a
manner where the suspect has little or no idea that his/her movements are being monitored.
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4-32. VIDEO SURVEILLANCE / MONITORING, USE & RESTRICTIONS

Purpose

The purpose of this policy is to regulate the use of closed circuit television (CCTV) cameras and
associated equipment in monitoring and recording activity in public and restricted areas of a client-
location in the interest of safety and security while avoiding unnecessary intrusions in areas where
there is an expectation of privacy.

Definitions

Fixed cameras: These are cameras that are not capable of being manipulated or moved by an
operator of the video equipment.

"PTZs" : These are pan, tilt, and zoom cameras that allow an operator of the video equipment to
manipulate the position of the camera in order to gain an enhanced view of the area under
surveillance or re-directing the cameras to an area requiring a particular viewing objective.

Policy

It is the policy of Transcend Security Solutions to establish "user" guidelines for officers required to
monitor and/or utilize CCTV cameras and associated equipment in the interests of safety and
security at client-locations. Video surveillance is not a guarantee of a person's individual safety or
protection, however, its utilization offers a monitoring capability that may alert on-duty security
officers to an actual or developing safety and security issue upon which a response can be
coordinated. Additionally, video surveillance serves as a useful and timely tool in recording
suspicious activity and/or criminal activity that may be utilized in addressing a safety and security
issue or solving a crime. It is not intended to suggest that that all security cameras are monitored
continuously at every location the equipment exists in real time 24 hours a day, 7 days a week, but
that a concerted effort exists in being attentive to the activities being monitored where reasonable
and practical.

Procedures

A. CCTV cameras and equipment/ Problem Recognition & Reporting

Any installation, maintenance, and replacement of any CCTV cameras and associated equipment (to
include DVR's and NVR's) is the responsibility of the client; however, on-site officers recognizing
an equipment problem and/or malfunction are required to report the problem to the client through a
facilities manager, security director, information technology manager, or other client-based member
of the client's management staff.

B. Training / Camera Operations

Transcend Security officers assigned to a client-location where CCTV cameras and surveillance
equipment are present and there is an expectation of our involvement in using and/or monitoring this
equipment shall be provided hands-on on-the-job (OTJ) training by an immediate Supervisor or an
employee representing the client. Training topics include a discussion concerning the intended
purpose behind the use of CCTV surveillance equipment as it relates to monitoring areas under
surveillance and manipulating PTZ cameras in tracking suspicious activity and/or suspected criminal
activity. Training will be on-going and complete when an officer demonstrates a proficiency in
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utilizing the equipment appropriately.

Officers assigned to client-locations where CCTV camera and surveillance equipment have an
obligation and responsibility to make certain they are comfortable meeting the monitoring and usage
expectations required of them. Should an officer need and/or require additional training, have
guestions, and/or need clarification as to their roles the expectations associated with their roles are
to make contact with their immediate Supervisor for assistance.

C. Appropriate Use of Video Surveillance Equipment

Although not an inclusive listing of uses, cameras are utilized in monitoring client-location facilities to
include; building perimeters, entrances and exits, lobbies and corridors, roadways surrounding
buildings, parking lots, parking garages, receiving docks, special storage areas to include vaults and
cashier locations, etc. All appropriate uses are in the interest of safety and security for the protection
of the client's staff, vendors, contractors, guests, and visitors.

Surveillance cameras are utilized for:

e Monitoring common areas frequented by the client's staff, vendors, contractors, guests, and
visitors and being alert for problematic conditions or situations that pose a threat to safety and
security.

¢ Assisting in the investigation of criminal activity.

e Assisting in the monitoring of suspicious activity that may require a security or Public Safety
(Police) response.

¢ Monitoring areas for medical emergencies and coordinating a response.

e Monitoring an area for criminal activity, unauthorized entry, etc.

e Monitoring non-public areas whereby the equipment exists to protect money, real or personal
property, documents, supplies or equipment from theft, destruction, or tampering.

PTZ cameras can be manipulated by an operator where authorized in the interests of safety and
security with the intention of capturing needed, relevant, pertinent, video image information
concerning a suspicious person, event, package, etc., and/or allowing an enhanced level of viewing
to determine the need for security and/or Public Safety (Police) intervention.

D. Inappropriate/ Prohibited Use of Video Surveillance Systems Equipment

Manipulating PTZ cameras to enable monitoring of areas where people have a right to privacy or an
expected right to privacy.

Monitoring intimate behavior.

Monitoring the movement of people not engaged in suspicious activity or possible criminal activity
and done for some basis of reasoning that can't be substantiated or justified.

Duplicating images and/or making copies of images or permitting access to unauthorized persons to
view actual real-time images or previously captured images.

Using the equipment addressed in this policy for viewing, recording, accessing, or otherwise using a
video surveillance system or surveillance images in any manner that is inconsistent with this policy
and/or outside the scope of the usage approved.

E. Requests to Examining Video Surveillance Images
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Any requests to examine video surveillance images concerning the occurrence of a safety & security
concern and/or a specific incident of some nature is to be referred to an appropriate representative
of the client's staff.

G. Making and/or Downloading Copies of Video Images Prohibited

Transcend officers responsible for monitoring and/or operating CCTV cameras and associated
surveillance equipment are prohibited from making and/or downloading any video images captured
by the equipment. Any/all requests for copies of video images are to be referred to an on-site client
representative.

4-33. WEAPONS PROHIBITIONS / FIREARMS

Purpose

The purpose of this policy is to create weapons-oriented prohibitions as it relates to carrying, and/or
having a firearm on one's person regardless of whether or not it is concealed or carried in plain-
view, or within a storage container of some type while on-duty or otherwise being on the property of
a client in anticipation of assuming a duty assignment. The policy likewise addresses non-firearm
permissibility and restrictions to include the use of restraints which includes written authorization and
certified training.

Policy

Transcend Security Solutions is committed to the health, safety, and well-being of its employees and
the clients it serves. It is likewise charged with abiding by state law licensing requirements
concerning armed guard services and the issuance of firearms which it is currently not authorized to
offer; therefore, it is the policy of Transcend Security Solutions that the carrying of firearms by any
officer in the field is prohibited. Officers are not permitted to carry a firearm on their person, whether
concealed or in plain-view, while on-duty or on the property of a client at any time. Additionally, this
policy prohibits an officer from having a firearm on a client's property regardless of how it is
transported which would include carrying a firearm in a back-pack, brief-case, gym bag, etc.

In providing security services there are situations and circumstances that warrant the use of non-
firearm weaponry and restraints to include batons, OC spray, hand-cuffs, and taser devices to name
but a few; however, the issuance of this equipment is dependent on the basis of "need" and the
subject of training certification and written authorization by the Director of Operations or other
designated representative of the organization before it can be deployed and utilized. All authorized
equipment will be issued by Transcend Security Solutions and no one is authorized to carry or use
any non-firearm defensive weapon purchased on their own.

Procedures

A. Weapons / Firearms Prohibited

No officer is authorized to carry a weapon (firearm) on his person, in plain view or concealed, while
on the property of a client at any time.
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No weapon (firearm) may be carried into any client-building regardless of what it may be transported
in (back-pack, duffle-bag, briefcase, etc.,) if the officer is engaging in, or about to engage in,
Transcend Security business of any kind and/or is reporting for duty at a specified assigned post.

Firearms are not be worn or carried into the building housing the offices of Transcend Security
Solutions as per building management who has posted signage prohibiting weapons (firearms).

B. Weapons/ Non-Firearms

Transcend Security may, at times, authorize non-firearm defensive weapons such as batons, OC
Spray, and tasers which will be, typically, based on the element of danger a specific site assignment
poses.

Any non-firearm defensive weapon, to include those previously noted, are strictly prohibited to carry
or otherwise have readily available for use without the written authorization of the Field Operations
Manager or the Director of Operations, or other designated representative of the organization.

Prior to carrying any authorized non-firearms defensive weapon an officer is required to be certified
to carry such a weapon through an approved training course.

C. Restraints

The carrying and/or utilization of handcuffs and/or zip-ties or any similar product is prohibited without
the written authorization of the Field Operations Manager or the Director of Operations, or other
designated representative of the organization.

The written authorization to utilize restraints is permissible once an officer has completed an
authorized training course and is certified to carry and/or utilize said equipment.

D. Disciplinary Action for Policy Violations

Officers who violate any of the provisions of this policy and procedure as stated are subject to
disciplinary action, up to and including termination.

E. Noteworthy Closing Comments:

Transcend Security Solutions recognizes that the State of Arizona and several other states
provide considerable firearms freedom to include being able to carry a concealed weapon (firearm)
without a permit. While Transcend Security Solutions respects the rights of an individual to carry a
concealed firearm on his own personal time (off-duty) and away from client-site properties, state-
mandated training requirements for an armed-officer designation and other building access
restrictions afforded to publicly and privately owned businesses if armed, drive the organizational
policy prohibiting firearms in or at the workplace.
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Section 5 - LEAVES OF ABSENCE

5-1. CRIME VICTIM'S LEAVE

A Transcend Security Solutions employee who is the victim of a crime may generally be
entitled to leave to attend legal and court proceedings related to the crime, or to obtain, or
attempt to obtain, relief to help ensure the health, safety or welfare of the victim or the victim's
child.

Except in cases of imminent danger to the health or safety of the employee, an employee
requesting crime victims leave must inform the Security Operations Center (SOC) or his or her
immediate Supervisor of the need for leave as soon as practical.

Prior to the commencement of leave, the employee must provide the Company with a copy of
the victims' rights form provided by the law enforcement agency and, if applicable, a copy of the
notice of each scheduled proceeding.

Crime victims leave is unpaid; however, employees may use unused accrued PTO for this purpose.
Upon expiration of the leave, an employee will generally be reinstated to his or her position with
equivalent seniority, benefits, pay and other terms and conditions of employment.

5-2. FAMILY AND MEDICAL LEAVE

The Leave Policy

Employees may be entitled to a leave of absence under the Family and Medical Leave Act (FMLA).
This policy provides employees information concerning FMLA entitlements and obligations
employees may have during such leaves. If employees have any questions concerning FMLA leave,
they should contact Human Resources.

l. Eligibility

FMLA leave is available to "eligible employees." To be an "eligible employee," the employee must: 1)
have been employed by the Company for at least 12 months (which need not be consecutive); 2)
have been employed by the Company for at least 1,250 hours of service during the 12-month period

immediately preceding the commencement of the leave; and 3) be employed at a worksite where 50
or more employees are located within 75 miles of the worksite.

[l. Entitlements

As described below, the FMLA provides eligible employees with a right to leave, health insurance
benefits and, with some limited exceptions, job restoration.

A. Basic FMLA Leave Entitlement

The FMLA provides eligible employees up to 12 workweeks of unpaid leave for certain family and
medical reasons during a 12-month period. The 12-month period is determined based on a 12-month
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period measured forward from the start date of the employee's first FMLA leave. Leave may be
taken for any one, or for a combination, of the following reasons:

e To care for the employee's child after birth or placement for adoption or foster care;

e To care for the employee's spouse, son, daughter or parent (but not in-law) who has a serious
health condition;

e For the employee's own serious health condition (including any period of incapacity due to
pregnancy, prenatal medical care or childbirth) that makes the employee unable to perform
one or more of the essential functions of the employee's job; and/or

e Because of any qualifying exigency arising out of the fact that the employee's spouse, son,
daughter or parent is a military member on covered active duty or called to covered active
duty status (or has been notified of an impending call or order to covered active duty) in the
Reserves component of the Armed Forces for deployment to a foreign country in support of
contingency operation or Regular Armed Forces for deployment to a foreign country.

A serious health condition is an illness, injury, impairment or physical or mental condition that
involves either an overnight stay in a medical care facility, or continuing treatment by a health care
provider for a condition that either prevents employees from performing the functions of their job, or
prevents the qualified family member from participating in school or other daily activities. Subject to
certain conditions, the continuing treatment requirement may be met by a period of incapacity of
more than 3 consecutive calendar days combined with at least two visits to a health care provider or
one visit and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to
a chronic condition. Other conditions may meet the definition of continuing treatment.

Qualifying exigencies may include attending certain military events, arranging for alternative
childcare, addressing certain financial and legal arrangements, attending certain counseling
sessions, caring for the parents of the military member on covered active duty and attending post-
deployment reintegration briefings.

B. Additional Military Family Leave Entitlement (Injured Servicemember Leave)

In addition to the basic FMLA leave entitlement discussed above, an eligible employee who is the
spouse, son, daughter, parent or next of kin of a covered servicemember is entitled to take up to 26
weeks of leave during a single 12-month period to care for the servicemember with a serious injury
or illness. Leave to care for a servicemember shall only be available during a single-12 month period
and, when combined with other FMLA-qualifying leave, may not exceed 26 weeks during the single
12-month period. The single 12-month period begins on the first day an eligible employee takes
leave to care for the injured servicemember.

A "covered servicemember" is a current member of the Armed Forces, including a member of the
National Guard or Reserves, who is undergoing medical treatment, recuperation or therapy, is
otherwise in outpatient status or is on the temporary retired list, for a serious injury or iliness. These
individuals are referred to in this policy as "current members of the Armed Forces." Covered
servicemembers also include a veteran who is discharged or released from military services under
condition other than dishonorable at any time during the five years preceding the date the eligible
employee takes FMLA leave to care for the covered veteran, and who is undergoing medical
treatment, recuperation or therapy for a serious injury or illness. These individuals are referred to in
this policy as "covered veterans."

The FMLA definitions of a "serious injury or illness" for current Armed Forces members and covered
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veterans are distinct from the FMLA definition of "serious health condition" applicable to FMLA leave
to care for a covered family member.

C. Intermittent Leave and Reduced Leave Schedules

FMLA leave usually will be taken for a period of consecutive days, weeks or months. However,
employees also are entitled to take FMLA leave intermittently or on a reduced leave schedule when
medically necessary due to a serious health condition of the employee or covered family member or
the serious injury or illness of a covered servicemember. Qualifying exigency leave also may be
taken on an intermittent basis.

D. No Work While on Leave

The taking of another job while on family/medical leave or any other authorized leave of absence is
grounds for immediate discharge, to the extent permitted by law.

E. Protection of Group Health Insurance Benefits

During FMLA leave, eligible employees are entitled to receive group health plan coverage on the
same terms and conditions as if they had continued to work.

F. Restoration of Employment and Benefits

At the end of FMLA leave, subject to some exceptions including situations where job restoration of
"key employees" will cause the Company substantial and grievous economic injury, employees
generally have a right to return to the same or equivalent positions with equivalent pay, benefits and
other employment terms. The Company will notify employees if they qualify as "key employees," if it
intends to deny reinstatement, and of their rights in such instances. Use of FMLA leave will not result
in the loss of any employment benefit that accrued prior to the start of an eligible employee's FMLA
leave.

G. Notice of Eligibility for, and Designation of, FMLA Leave

Employees requesting FMLA leave are entitled to receive written notice from the Company telling
them whether they are eligible for FMLA leave and, if not eligible, the reasons why they are not
eligible. When eligible for FMLA leave, employees are entitled to receive written notice of: 1) their
rights and responsibilities in connection with such leave; 2) Company's designation of leave as
FMLA-qualifying or non-qualifying, and if not FMLA-qualifying, the reasons why; and 3) the amount
of leave, if known, that will be counted against the employee's leave entitlement.

The Company may retroactively designate leave as FMLA leave with appropriate written notice to
employees provided the Company's failure to designate leave as FMLA-qualifying at an earlier date
did not cause harm or injury to the employee. In all cases where leaves qualify for FMLA protection,
the Company and employee can mutually agree that leave be retroactively designated as FMLA
leave.

lll. Employee FMLA Leave Obligations

A. Provide Notice of the Need for Leave

Employees who take FMLA leave must timely notify the Company of their need for FMLA leave. The
following describes the content and timing of such employee notices.

1. Content of Employee Notice To trigger FMLA leave protections, employees must inform Human
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Resources of the need for FMLA-qualifying leave and the anticipated timing and duration of the
leave, if known. Employees may do this by either requesting FMLA leave specifically, or explaining
the reasons for leave so as to allow the Company to determine that the leave is FMLA-qualifying. For
example, employees might explain that:

e a medical condition renders them unable to perform the functions of their job;

e they are pregnant or have been hospitalized overnight;

¢ they or a covered family member are under the continuing care of a health care provider;

¢ the leave is due to a qualifying exigency caused by a military member being on covered active
duty or called to covered active duty status to a foreign country; or

e if the leave is for a family member, that the condition renders the family member unable to
perform daily activities or that the family member is a covered servicemember with a serious
injury or illness.

Calling in "sick," without providing the reasons for the needed leave, will not be considered sufficient
notice for FMLA leave under this policy. Employees must respond to the Company's questions to
determine if absences are potentially FMLA-qualifying.

If employees fail to explain the reasons for FMLA leave, the leave may be denied. When employees
seek leave due to FMLA-qualifying reasons for which the Company has previously provided FMLA-
protected leave, they must specifically reference the qualifying reason for the leave or the need for
FMLA leave.

2. Timing of Employee Notice..Employees must provide 30 days' advance notice of the need to take
FMLA leave when the need is foreseeable. When 30 days' notice is not possible, or the approximate
timing of the need for leave is not foreseeable, employees must provide the Company notice of the
need for leave as soon as practicable under the facts and circumstances of the particular case.
Employees who fail to give 30 days' notice for foreseeable leave without a reasonable excuse for the
delay, or otherwise fail to satisfy FMLA notice obligations, may have FMLA leave delayed or denied.

B. Cooperate in the Scheduling of Planned Medical Treatment (Including Accepting Transfers to
Alternative Positions) and Intermittent Leave or Reduced Leave Schedules

When planning medical treatment, employees must consult with the Company and make a
reasonable effort to schedule treatment so as not to unduly disrupt the Company's operations,
subject to the approval of the employee's health care provider. Employees must consult with the
Company prior to the scheduling of treatment to work out a treatment schedule that best suits the
needs of both the Company and the employees, subject to the approval of the employee's health
care provider . If employees providing notice of the need to take FMLA leave on an intermittent basis
for planned medical treatment neglect to fulfill this obligation, the Company may require employees
to attempt to make such arrangements, subject to the approval of the employee's health care
provider.

When employees take intermittent or reduced work schedule leave for foreseeable planned medical
treatment for the employee or a family member, including during a period of recovery from a serious
health condition or to care for a covered servicemember, the Company may temporarily transfer
employees, during the period that the intermittent or reduced leave schedules are required, to
alternative positions with equivalent pay and benefits for which the employees are qualified and
which better accommodate recurring periods of leave.
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When employees seek intermittent leave or a reduced leave schedule for reasons unrelated to the
planning of medical treatment, upon request, employees must advise the Company of the reason
why such leave is medically necessary. In such instances, the Company and employee shall attempt
to work out a leave schedule that meets the employee's needs without unduly disrupting the
Company's operations, subject to the approval of the employee's health care provider.

C. Submit Medical Certifications Supporting Need for FMLA Leave (Unrelated to Requests for
Military Family Leave)

Depending on the nature of FMLA leave sought, employees may be required to submit medical
certifications supporting their need for FMLA-qualifying leave. As described below, there generally
are three types of FMLA medical certifications: aninitial certification,arecertification andareturn to
work/fitness for duty certification.

It is the employee's responsibility to provide the Company with timely, complete and sufficient
medical certifications. Whenever the Company requests employees to provide FMLA medical
certifications, employees must provide the requested certifications within 15 calendar days after the
Company's request, unless it is not practicable to do so despite the employee's diligent, good faith
efforts. The Company will inform employees if submitted medical certifications are incomplete or
insufficient and provide employees at least seven calendar days to cure deficiencies. The Company
will deny FMLA leave to employees who fail to timely cure deficiencies or otherwise fail to timely
submit requested medical certifications.

With the employee's permission, the Company (through individuals other than the employee's direct
supervisor) may contact the employee's health care provider to authenticate or clarify completed and
sufficient medical certifications. If employees choose not to provide the Company with authorization
allowing it to clarify or authenticate certifications with health care providers, the Company may deny
FMLA leave if certifications are unclear.

Whenever the Company deems it appropriate to do so, it may waive its right to receive timely,
complete and/or sufficient FMLA medical certifications.

1. Initial Medical Certifications..Employees requesting leave because of their own, or a covered
relation's, serious health condition, or to care for a covered servicemember, must supply medical
certification supporting the need for such leave from their health care provider or, if applicable, the
health care provider of their covered family or service member. If employees provide at least 30
days' notice of medical leave, they should submit the medical certification before leave begins. A
new initial medical certification will be required on an annual basis for serious medical conditions
lasting beyond a single leave year.

If the Company has reason to doubt initial medical certifications, it may require employees to obtain
a second opinion at the Company's expense. If the opinions of the initial and second health care
providers differ, the Company may, at its expense, require employees to obtain a third, final and
binding certification from a health care provider designated or approved jointly by the Company and
the employee.

2. Medical Recertifications..Depending on the circumstances and duration of FMLA leave, the
Company may require employees to provide recertification of medical conditions giving rise to the
need for leave. The Company will notify employees if recertification is required and will give
employees at least 15 calendar days to provide medical recertification.

3. Return to Work/Fitness for Duty Medical Certifications..Unless notified that providing such
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certifications is not necessary, employees returning to work from FMLA leaves that were taken
because of their own serious health conditions that made them unable to perform their jobs must
provide the Company with medical certification confirming they are able to return to work and the
employees' ability to perform the essential functions of the employees' position, with or without
reasonable accommodation. The Company may delay and/or deny job restoration until employees
provide return to work/fitness for duty certifications.

D. Submit Certifications Supporting Need for Military Family Leave

Upon request, the first time employees seek leave due to qualifying exigencies arising out of the
covered active duty or call to covered active duty status of a military member, the Company may
require employees to provide: 1) a copy of the military member's active duty orders or other
documentation issued by the military indicating the military member is on covered active duty or call
to covered active duty status and the dates of the military member's covered active duty service; and
2) a certification from the employee setting forth information concerning the nature of the qualifying
exigency for which leave is requested. Employees shall provide a copy of new active duty orders or
other documentation issued by the military for leaves arising out of qualifying exigencies arising out
of a different covered active duty or call to covered active duty status of the same or a different
military member.

When leave is taken to care for a covered service member with a serious injury or illness, the
Company may require employees to obtain certifications completed by an authorized health care
provider of the covered servicemember. In addition, and in accordance with the FMLA regulations,
the Company may request that the certification submitted by employees set forth additional
information provided by the employee and/or the covered servicemember confirming entitlement to
such leave.

E. Substitute Paid Leave for Unpaid FMLA Leave

Employees must use any accrued paid time while taking unpaid FMLA leave.

The substitution of paid time for unpaid FMLA leave time does not extend the length of FMLA leave
and the paid time will run concurrently with the employee's FMLA entitlement.

Leaves of absence taken in connection with a disability leave plan or workers' compensation
injury/iliness shall run concurrently with any FMLA leave entitlement. Upon written request, the
Company will allow employees to use accrued paid time to supplement any paid disability benefits.

F. Pay Employee's Share of Health Insurance Premiums

During FMLA leave, employees are entitled to continued group health plan coverage under the same
conditions as if they had continued to work. Unless the Company notifies employees of other
arrangements, whenever employees are receiving pay from the Company during FMLA leave, the
Company will deduct the employee portion of the group health plan premium from the employee's
paycheck in the same manner as if the employee was actively working.

If FMLA leave is unpaid, employees must pay their portion of the group health premium through a
"pay-as-you-go" method.

The Company's obligation to maintain health care coverage ceases if the employee's premium
payment is more than 30 days late. If the employee's payment is more than 15 days late, the
Company will send a letter notifying the employee that coverage will be dropped on a specified date
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unless the co-payment is received before that date. If employees do not return to work within 30
calendar days at the end of the leave period (unless employees cannot return to work because of a
serious health condition or other circumstances beyond their control), they will be required to
reimburse the Company for the cost of the premiums the Company paid for maintaining coverage
during their unpaid FMLA leave.

I\V. Exemption for Highly Compensated Employees

The Company may choose not to return highly compensated employees (highest paid 10% of
employees at a worksite or within 75 miles of that worksite) to their former or equivalent positions
following a leave if restoration of employment will cause substantial economic injury to the Company.
(This fact-specific determination will be made by the Company on a case-by-case basis.) The
Company will notify employees if they qualify as a "highly compensated", if the Company intends to
deny reinstatement, and of the employee's rights in such instances.

V. Questions and/or Complaints about FMLA Leave

If you have guestions regarding this FMLA policy, please contact Human Resources. The Company
is committed to complying with the FMLA and, whenever necessary, shall interpret and apply this
policy in a manner consistent with the FMLA.

The FMLA makes it unlawful for employers to: 1) interfere with, restrain or deny the exercise of any
right provided under FMLA; or 2) discharge or discriminate against any person for opposing any
practice made unlawful by FMLA or involvement in any proceeding under or relating to FMLA. If
employees believe their FMLA rights have been violated, they should contact Human Resources
immediately. The Company will investigate any FMLA complaints and take prompt and appropriate
remedial action to address and/or remedy any FMLA violation. Employees also may file FMLA
complaints with the United States Department of Labor or may bring private lawsuits alleging FMLA
violations.

VI. Coordination of FMLA Leave with Other Leave Policies

The FMLA does not affect any federal, state or local law prohibiting discrimination, or supersede any
State or local law that provides greater family or medical leave rights. For additional information
concerning leave entittements and obligations that might arise when FMLA leave is either not
available or exhausted, please consult the Company's other leave policies in this handbook or
contact Human Resources.

5-3. MILITARY LEAVE

Transcend Security Solutions proudly grants employees time-off of work for service in the uniformed
services in accordance with the "Uniformed Services Employment and Re-Employment Rights Act"
(USERRA).

All employees requesting time-off for military service commitments and/or a call-to-duty (orders)
must provide advance notice of military service to their immediate Supervisor with as much advance
notice as possible unless military necessity prevents such notice, or it is otherwise impractical or
unreasonable. Continuation of health insurance benefits is available during military-leave subject to
the terms and conditions of the group health plan and applicable law.
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Employees are eligible for re-employment for up to five (5) years from the date their military- leave
began. The period in which an individual has to make application for re-employment or report back to
work after military service is based on the time spent on military duty. For service of less than 31-
days, the service member must return to work on the first scheduled day of the next regularly
scheduled pay period after release from service, taking into account safe travel home plus an eight-
hour rest period. For service of more than 30-days but less than 181-days, the service member must
submit an application for re-employment within 14 -days of release from service. For service of more
than 180-days, an application for re-employment must be submitted within 90-days of release from
service.

Employees who qualify for re-employment will return to active employment at a pay level and status
equal to that which they would have attained had they not entered military service. They will be
treated as though they were continuously employed for purposes of determining benefits based on
length of service. Questions regarding this policy should be directed to the HR staff.

5-4. PERSONAL LEAVE

If employees are ineligible for any other Company leave of absence, Transcend Security Solutions,
under certain circumstances, may grant a personal leave of absence without pay. A written request
for a personal leave should be presented to management at least two (2) weeks before the
anticipated start of the leave. If the leave is requested for medical reasons and employees are not
eligible for leave under the federal Family and Medical Leave Act (FMLA) or any state leave law,
medical certification also must be submitted.

The request will be considered on the basis of staffing requirements and the reasons for the
requested leave, as well as performance and attendance records. Normally, a leave of absence will
be granted for a period of up to eight (8) weeks. However a personal leave may be extended if, prior
to the end of leave, employees submit a written request for an extension to management and the
request is granted. During the leave, employees will not earn paid time off for any leave hours not
worked. Transcend Security Solutions will continue health insurance coverage during the leave if
employees submit their share of the monthly premium payments to the Company in a timely manner,
subject to the terms of the plan documents.

When the employees anticipate returning to work, they should notify management of the expected
return date. This notification should be made at least one (1) week before the end of the leave.

Upon completion of the personal leave of absence, the Company will attempt to return employees to
their original job or a similar position, subject to prevailing business considerations. Reinstatement,
however, is not guaranteed.

Failure to advise management of availability to return to work, failure to return to work when notified
or a continued absence from work beyond the time approved by the Company will be considered a
voluntary resignation of employment.

Personal leave runs concurrently with any Company-provided Short-Term Disability Leave of
Absence.
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Section 6 - BENEFITS

6-1. EARNED PAID SICK TIME

Refer to the "Paid Time Off" Policy Section for all time-off accrual information and usage. Questions
regarding paid-time-off can always be referred to the HR Staff for assistance.

6-2. BENEFITS OVERVIEW

In addition to good working conditions and competitive pay, it is Transcend Security Solutions's
policy to provide a combination of supplemental benefits to all eligible employees. In keeping with
this goal, each benefit program has been carefully devised. These benefits include time-off benefits,
such as vacations and holidays, and insurance and other plan benefits. We are constantly studying
and evaluating our benefits programs and policies to better meet present and future requirements.
These policies have been developed over the years and continue to be refined to keep up with
changing times and needs.

The descriptions of the insurance and other plan benefits merely highlight certain aspects of the
applicable plans for general information only. The details of those plans are spelled out in the official
plan documents, which are available for review upon request from Human Resources. Additionally,
the provisions of the plans, including eligibility and benefits provisions, are summarized in the
summary plan descriptions ("SPDs") for the plans (which may be revised from time to time). In the
determination of benefits and all other matters under each plan, the terms of the official plan
documents shall govern over the language of any descriptions of the plans that might be found
elsewhere.

Further, Transcend Security Solutions (including the officers and administrators who are responsible
for administering the plans) retains full discretionary authority to interpret the terms of the plans, as
well as full discretionary authority with regard to administrative matters arising in connection with the
plans and all issues concerning benefit terms, eligibility and entitlement.

While the Company intends to maintain these employee benefits, it reserves the absolute right to
modify, amend or terminate these benefits at any time and for any reason.

If employees have any questions regarding benefits, they should contact Human Resources.

6-3. BEREAVEMENT AND FUNERAL LEAVE

Funeral Leave for an Immediate Family Member:

In the event of a death in the immediate family of a full or part-time hourly paid employee, the
employee is required to make contact with their immediate Supervisor or, in his absence, the on-
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duty Security Operations Center (SOC) analyst to apprise them of a death and the need for time off.

"Immediate family" includes relatives by blood, marriage, or adoption of the employee or the
employee's spouse. "Immediate family" members include: a legal spouse, children, stepchildren,
adopted children, mother, mother-in-law, stepmother, father, father-in-law, stepfather, sisters, sisters-
in-law, stepsisters, brothers, brothers-in-law, stepbrothers, grandparents, or grandchildren.

Verification of the death of an "immediate family member" may be requested by management staff
or HR at any time following a notification by the employee that a death has occurred and a need for
time off exists. Verification may include a legal death notice posted in a local newspaper, an on-line
computer-generated funeral notice, death certificate, etc.

When a death occurs in an employee's immediate family, all regular full-time employees may take up
to three (3) days off with PTO or take it unpaid if no accrued PTO exists to attend the funeral or
make funeral arrangements if the death has occurred locally, in-state. If the death of an "immediate
family member" has occurred out-of-state, all regular full-time employees may take up to five (5)
days off with PTO or take it unpaid if no accrued PTO exists.

Funeral Leave for a Non-family Member:

All regular, full-time employees may take up to one (1) day off with PTO or take it unpaid if no
accrued PTO exists to attend the funeral of a non-family member. This time off will be considered
and potentially granted by the employee's immediate Supervisor, a management representative, or
an HR staff member on a case-by-case basis.

6-4. EMPLOYEE REFERRAL AWARDS

Transcend Security Solutions encourages all employees to refer qualified job applicants for available
job openings. Other than managers in the line of authority and all Human Resources personnel, all
employees are eligible to receive employee referral awards. When making referrals, instruct the
applicant to list the employee's nhame on their employment application as the referral source. If the
referral is hired and completes 3 months of service and the employee is still the employee of the
Company, the employee is eligible to receive a monetary award. The reward is currently a gross
amount of $150.00 for regular part-time hires and $250.00 for regular full-time hires.

Please note that these above stated parameters are subject to change at any time based on
organizational need or lack thereof.

6-5. INSURANCE PROGRAMS

Full-time employees may patrticipate in Transcend Security Solutions's insurance programs. Under
these plans, eligible employees will receive comprehensive health and other insurance coverage for
themselves and their families, as well as other benefits.

Upon becoming eligible to participate in these plans, employees will receive summary plan
descriptions describing the benefits in greater detail. Please refer to the materials provided by the
HR staff for detailed plan information, and always feel free to contact the HR staff with any questions
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regarding benefits you might have.

6-6. JURY DUTY

Transcend Security Solutions encourages employees to fulfill their civic responsibilities when
called-upon to serve as a juror. Employees must provide their immediate Supervisor or HR staff
member with a copy of their jury summons as soon as possible following the receipt of the Notice
so that their immediate Supervisor may make arrangements to accommodate their absence.

Employees on jury duty must report to work on workdays, or parts of workdays, when they are
not required to serve. Either the Company or the employee may request an excuse from jury
duty if it is determined that the employee's absence would create serious operational difficulties.

Jury duty will be paid if required by applicable state law. If paid, jury duty pay will be calculated
on the employee's base pay rate times the number of hours the employee would otherwise have
worked on the day of absence.

6-7. PAID HOLIDAYS

Transcend Security Solutions recognizes the following paid Holidays:

New Year's Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Christmas Day

Full-Time, part-time, temporary, and/or other hourly paid employees are entitled to be paid at one
and one-half times their hourly rate when scheduled to be on duty for any of the above listed
Holidays. To receive Holiday pay, you must be on duty on your scheduled days before and after the
paid Holiday. If you are on a "Leave of Absence", you are not eligible to receive Holiday pay.
Certain client-site locations may also include other paid Holidays. This is on a specific client-site
location basis. If you have any questions, please contact your immediate Supervisor or the HR staff.
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6-8. PAID TIME OFF

Purpose

The purpose of this policy is to define paid time off, the accrual methodology, provide guidance and
direction as to its authorized usage, to whom the sick leave usage component applies and under
what circumstances it may be used as paid time off, and payout possibilities for accruals earned.

Definitions

Paid Time Off Earned paid time off otherwise known as (PTO) in this policy is time accrued by a non-
exempt employees and Field Assigned Exempt Employees that are compensated atthe same hourly
rate and with the same benefits, including health care benefits, as the employee normally earns  during
hours worked.

Non-Exempt Employee A Non-Exempt employee includes those working full-time, part-time, and
flex-hour schedules who aren't specifically classified as Exempt.

Exempt Employees There are two separate classifications of exempt employees with differing PTO
guidelines and they are as follows:

e Field Assigned Exempt Employees - who collect paid-time-off (PTO benefits) Equitable to those
offered to Non-Exempt employees.

o Administrative Office Staff Employees- who are eligible for time off under specifically
articulated guidelines within their offer of employment letter provided at the time of hire.

Policy

It is the policy of Transcend Security Solutions to afford all non-exempt employees to include full-
time, part-time, flex-time, and Field Assigned Exempt Employees with paid time off (PTO) through
the use of an accrual schedule which is based on the actual number of hours worked. The policy
addresses various authorized uses of paid time off, of which sick leave is a component, and the
necessity for formal written documentation attesting to the usage of the time off in limited
circumstances. Additionally, the policy also speaks to flexible time off afforded to exempt employees.

All the provisions of this policy comply with, minimally, Arizona State Law Proposition 206 that
addresses a sick leave requirement on the part of employers.

Procedures

A. PTO accrual calculations

1. Non-exempt employees and Field Assigned Exempt Employees accrue earned, non-capped,
PTO which is based on continuous employment following their first twelve (12) months of
service. The earned accruals are as follows:

e 0-12 months: 1 hour for every 30 hours worked capped at 40 hours for the first year of service
e 13-59 months; 1 hour for every 30 hours worked
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e 60-119 months; 1 hour for every 26 hours worked
e 120 months and longer; 1 hour for every 17.33 hours worked

2.

A "year" is defined as a regular and consecutive 12-month period from employee's date of
hire.

PTO availability after Hire

Earning PTO for non-exempt employees and Field Assigned Exempt Employees begins the
day of hire; however, use of PTO cannot begin until 90 calendar days after the start of
employment.

. Transcend Security does not pre-advance or loan PTO prior to it being earned and accrued.

Paid Time Off (PTO) Authorized Uses

Earned PTO usage includes the following:

Personal time off

Vacation time off

Sick Leave/ Personal lliness

Caring for a sick family member as defined by law
Bereavement time off

Advance Notice of PTO Use

When foreseeable, a non-exempt employee and Field Assigned Exempt Employee are required
to make a good-faith effort to provide notice of the need to use earned PTO in-advance of the
actual need and should, inthe case of a vacation time-off request, schedule the leave ina manner
that does not unduly disrupt the Transcend Security operations.

Requests for 1-2 days off need to be made at least 48 hours prior to their need. Any requests
of PTO exceeding 2 days off require two weeks advance notice.

Foreseeable uses of earned PTO time off requests must be made through TrackTik using the
"Transcend Time Off Request Form" .

PTO taken as Sick Leave

Non-exempt employees and Field Assigned Exempt Employees may use earned Paid Time Off
(PTO) as sick leave for themselves or for family-members as defined by Arizona law under the
following circumstances:
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e Attend to one's own care due to an illness, injury, pre-existing or newly diagnosed physical
health condition, or a pre-existing or newly diagnosed mental health condition.

e Provide medical care to family members (as defined by Arizona law) which would include care
provided due to an iliness, injury, pre-existing or newly diagnosed physical health condition, or
a pre-existing or newly diagnosed mental health condition.

¢ A public health emergency.

e Absence due to domestic violence, sexual violence, abuse, or stalking.

2. Family Members Include:

e Spouses or domestic partner

e Children of any age (including biological, adopted, or foster children, legal wards, children of a
domestic partner, or children for whom the employee stands in loco parentis).

e Parents (including biological, foster, stepparents or adoptive parents or legal guardians of the
employee or the employee's spouse or domestic partner, including persons who stood in loco
parentis when the employee or employee's spouse or domestic partner was a minor child).

e Grandparents, grandchildren, or siblings (including foster, adoptive, or step relationships) of
the employee or the employee's spouse or domestic partner; or

e Any other individual related by blood or affinity whose close association with the employee is
the equivalent of a family relationship.

F. PTO as Sick Leave / Unforeseen Immediate Need

1. In instances of personal illness or attending to a family members personal medical issue,
situation, or condition which may occur with some degree of suddenness and/or mere hours
before reporting for duty, the employee is required to contact the Security Operations Center at
least four (4) hours prior to their scheduled shift if they are unable to report for duty.

G. PTO as Sick Leave /Advance Notice of Upcoming Need

1. When foreseeable, a non-exempt employee and Field Assigned Exempt Employee is required
to make a good-faith effort to provide notice of the need to use earned PTO time off as sick leave
in-advance of the actual need for medical appointments, medical procedures, etc., and should
seek approval to schedule the leave in a manner that does not unduly disrupt the Transcend
Security operations.

2. Foreseeable use of earned PTO Time Off as sick leave mustbe made through TrackTikusing the
"Transcend -Time Off Request Form" .

H. Revealing the Need for PTO as Sick Leave
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. Out of business necessity, specifically, scheduling and coordinating post coverage, an
employee wishing to utilize PTO as sick leave will likely be asked as to the nature of the need
for the time off and an employee is expected to provide a brief explanation without having to
disclose detailed descriptions of the nature of the employee's (or family member's) health
condition or details relating to domestic violence, sexual violence, abuse, or stalking as a
condition of seeking earned PTO as sick leave.

. An employee will typically be asked as to when the organization can expect the employee to
return to work.

Use of PTO/ Absence Documentation Requirement(s)

If a non-exempt employee or Field Assigned Exempt Employee uses earned PTO onthree(3) or
more consecutive work days , other than previously authorized time-off, Transcend Security
requires reasonable documentation that the earned PTO was used for purposes permitted by
Arizona's earned paidtime-off laws. Reasonable documentationincludes documentation signed
by a health care professional (Doctor, Physician's Assistant, Nurse Practitioner) on forms or
stationary revealing the name of the medical office indicating that the use of PTO as sick leave
is, or was, necessary due to personal illness or caring for a family member with a personal
illness.

. Transcend Security reserves the right to request signed documentation by a medical
professional (Doctor or Physician's Assistant) on forms or stationary revealing the name of
the medical office for an employee's absences of less than three (3) days if it deems
appropriate to substantiate the use and/or need for PTO as sick leave.

In the case of domestic violence, sexual violence, abuse, or stalking etc., the following
documents are considered reasonable forms of documentation:

A police report

An order of protection issued by a court,an injunction against harassment, a general court order,
or other evidence from a court or prosecuting attorney;

A signed statement from a domestic violence or sexual violence program, or a victim services
organization affirming that the employee or employee's family member is receiving services
related to domestic violence, sexual abuse, or stalking;

A signed statement from a witness advocate concerning services from a victim services
organization affirming that the employee or employee's family member is receiving services
related to domestic violence, sexual abuse, or stalking;

A signed statement from an attorney, member of the clergy, or amedical or other professional
affirming that the employee or employee's family member is receiving services related to
domestic violence, sexual abuse, or stalking; or;

An employee's legible, written statement concerning the status of the employee or the
employee's familymember asavictim ofdomestic violence, sexual violence orabuse, or stalking
that signals the employee's identity and (if applicable) relationship to the family member.

. Although Transcend Security requires reasonable documentation of absences of three (3) or
more consecutive work days, an employee is not required to specify, in detail, relevant health
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2.

condition specifics or the details of domestic violence, sexual violence or abuse, or stalking
incidents or occurrences.

Earned PTO accruals / Pay-stub accounting of PTO accruals

. Transcend Security provides non-exempt employees and Field Assigned Exempt Employees

with the following information contained within the pay stub:

The amount of earned PTO available to the employee;
The amount of earned PTO taken by the employee to date in the year; and;
The amount of pay time the employee has received as earned PTO.

Tracking PTO Availability

Non-exempt employees and Field Assigned Exempt Employees are responsible for tracking
and/or having an awareness as to their earned PTO accruals which is information provided in
an employee's payroll pay statement. If the employee takes time off and does not have enough
earned PTO leave to cover theirscheduled hours, the employee willnotbe paidforthe time taken
may, potentially, be subject to disciplinary action up to and including termination.

Earned PTO Cash-Out Options Annually / (Non-Exempt Employees and Field Assigned
Exempt Employees)

. Once yearly, within thirty (30) days prior to an employee's anniversary date of hire or thirty

(30) days following an employee's anniversary date of hire, non-exempt employees and Field
Assigned Exempt Employees are eligible for a cash-out of their accrued PTO which will be
paid at a rate of $.50 on the dollar, based on their current rate of pay.

Non-exempt employees and Field Assigned Exempt Employees are required to maintain a
PTO accrual balance of forty (40) hours before payout consideration is given; therefore, any
number of hours exceeding forty (40) hours will be available for cash-out.

Cash-out requests require the completion of a "PTO Cash-Out Request" form utilizing
TrackTik or by e-mailing our HR staff at HR@transcendsecurity.com

PTO Reserves Exhausted / Unpaid Time Off

When a non-exempt or Field Assigned Exempt Employee takes time off from scheduled work,
the time will be deducted from the employee's unused, earned PTO.
If an employee takes time off and does not have enough earned PTO to cover their scheduled
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hours, the employee will not be paidfor the time not covered with PTO and, potentially, be subject
to disciplinary action.

N. Payout for Unused PTO at Separation of Employment / Requirements

1. A PTO pay-outis awarded to those employees who provide Transcend Security withat least two
(2) weeks advance written notice of separation. The pay-out will amount to $.50 on the dollar,
based on the employee's rate of pay at the time of separation. This payment will be rolled into
thefinal check. (Note: Pay-outs may be voided if an employee is a no-call, no-show, at any
time during the two-week notification time-frame).

2. PTO pay-outs are not provided to those employees who fail to provide Transcend Security with at
least two (2) weeks advance written notice of separation.

O. PTO Accrual / Separation from Employment & Re-Hire Issue

1. If a non-exempt or Field Assigned Exempt employee leaves the organization and is then re-
hired within nine (9) months ofseparation, any previously accruedearned PTOthatwasnot used
or paid-out will be reinstated and the employee will be entitled to use and accrue earned PTO
immediately upon re-commencement of employment.

6-9. VOTING LEAVE

Transcend Security Solutions has a general expectation, whenever possible, that employees vote
before or after work hours to avoid interference with business operations. However, if an employee
does not have sufficient time outside of work hours to cast his or her ballot, the employee may be
eligible for time off to vote.

The Company may specify the hours during which the employee may take Leave to vote. Such time
will generally be limited to the beginning or end of a working shift unless otherwise mutually agreed.

If there are fewer than three consecutive hours between the opening of the polls and the beginning
of an employee's workday or between the end of an employee's workday and the closing of the
polls, an employee may take up to three hours of paid leave to vote on Election Day.

To the extent possible, and with few exceptions, employees must notify the Company of their need
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for leave prior to the day of the election.

Employees must be prepared to provide Transcend Security Solutions with verification, such as a
voter's receipt, that provides evidence as to the fact that an individual cast their vote.

6-10. WORKERS' COMPENSATION

On-the-job injuries are covered by Transcend Security Solutions's Workers' Compensation Insurance
Policy, which is provided at no cost. If employees are injured on the job, no matter how slightly, they
should report the incident immediately to the On-Duty SOC Analyst. Failure to follow Company
procedures may affect the ability of employees to receive Workers Compensation benefits.

This is solely a monetary benefit and not a leave of absence entitlement. Employees who need to
miss work due to a workplace injury must report this necessity immediately to the HR staff.
Additionally, see the "On-Duty Accident, Injury, and lllness Reporting” policy in this handbook for
specific details as to all reporting responsibilities.
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GENERAL HANDBOOK ACKNOWLEDGMENT

This Employee Handbook is an important document intended to assist employees become
completely acquainted with Transcend Security Solutions policies and procedures, both operationally
and administratively.

Every employee has an obligation and responsibility to read the Employee Handbook over carefully,
and that would include any updated materials provided moving forward to include addendums,
modifications, revisions, and newly authored material.

The most current version of the Employee Handbook is made available and accessible to all
employees through the Company's payroll application, as well as through an electronic link regularly
published in the Company Newsletter. For those employees with access to TrackTik in the field, the
Employee Handbook is provided as an attachment to the Post Orders and is updated, minimally,
annually. Those employees will be required to acknowledge receipt of the Employee Handbook as
part of the routine acknowledgement and understanding of Post Orders.

Any questions concerning any of the content of the Employee Handbook are to be directed toward a
Field Supervisor or member of the HR Staff.
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