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1.Introduction

1.1  H a n d b o o k  D i s cl a i m e r                

Th e  co n te n ts  o f  th i s  h a n d b o o k  s e rve  o n l y a s  g u i d e l i n e s  a n d  s u p e rs e d e                                                
a n y p ri o r h a n d b o o k .  Ne i th e r th i s  h a n d b o o k , n o r a n y o th e r p o l i cy o r                                         
p ra cti ce ,  cre a te s  a n  e m p l o ym e n t co n tra ct,  o r a n  i m p l i e d  o r e xp re s s                                       
p ro m i s e  o f  co n ti n u e d  e m p l o ym e n t w i th  th e  Co m p a n y.  Em p l o ym e n t                                          
w i th  S PACETEL LA, I n c i s  "AT- W I LL.” Th i s  m e a n s  e m p l o ye e s  o r S PACETEL                               
LA, I n c m a y te rm i n a te  th e  e m p l o ym e n t re l a ti o n s h i p  a t a n y t i m e , f o r a n y                                              
re a s o n , w i th  o r w i th o u t ca u s e  o r a d va n ce  n o ti ce . As  a n  a t- w i l l                                   
e m p l o ye e , i t  i s  n o t g u a ra n te e d , i n  a n y m a n n e r,  th a t yo u  w i l l  b e                                           
e m p l o ye d  w i th  S PACETEL LA, I n c f o r a n y s e t p e ri o d  o f  t i m e .                                  

Th i s  h a n d b o o k  m a y p ro vi d e  a  s u m m a ry o f  e m p l o ye e  h e a l th  b e n e f i ts ,                                             
h o w e ve r a ctu a l  co ve ra g e  w i l l  b e  d e te rm i n e d  b y th e  e xp re s s  te rm s  o f                                          
th e  b e n e f i t  p l a n  d o cu m e n ts .  I f  th e re  a re  a n y co n f l i cts  b e tw e e n  th e                                             
h a n d b o o k  o r s u m m a ri e s  p ro vi d e d  a n d  th e  p l a n  d o cu m e n ts ,  th e  p l a n                                               
d o cu m e n ts  w i l l  co n tro l .  Th e  Co m p a n y re s e rve s  th e  ri g h t to  a m e n d ,                                           
i n te rp re t,  m o d i f y o r te rm i n a te  a n y o f  i ts  e m p l o ye e  b e n e f i ts  p ro g ra m s                                            
w i th o u t p ri o r n o ti ce  to  th e  e xte n t a l l o w e d  b y l a w .                                  

Th e  Co m p a n y a l s o  h a s  th e  ri g h t,  w i th  o r w i th o u t n o ti ce ,  i n  a n                                       
i n d i vi d u a l  ca s e  o r g e n e ra l l y,  to  ch a n g e  a n y o f  th e  p o l i ci e s  i n  th i s                                                
h a n d b o o k , o r a n y o f  i ts  g u i d e l i n e s ,  p o l i ci e s ,  p ra cti ce s ,  w o rk i n g                                             
co n d i ti o n s  o r b e n e f i ts  a t a n y t i m e .  No  o n e  i s  a u th o ri ze d  to  p ro vi d e                                            
a n y e m p l o ye e  w i th  a n  e m p l o ym e n t co n tra ct o r s p e ci a l  a rra n g e m e n t                                        
co n ce rn i n g  te rm s  o r co n d i ti o n s  o f  e m p l o ym e n t u n l e s s  th e  co n tra ct o r                                           
a rra n g e m e n t i s  i n  w ri t i n g  a n d  s i g n e d  b y th e  p re s i d e n t a n d  th e                                            
e m p l o ye e .       

1.2  W e l co m e  Me s s a g e             

Dear Va lued Employee,

Welcome to SPACETEL LA, Inc! We are pleased with your decis ion to join our team.

SPACETEL LA, Inc i s  committed to providing superior qua l i ty and unpara l leled
customer service in a l l  aspects  of our bus iness . We bel ieve each employee
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contributes  to the success  and growth of our Company.

This  employee handbook conta ins  genera l  information on our pol icies , practices ,
and benefi ts . Please read i t careful ly. If you have questions  regarding the
handbook, please dis cuss  them with your supervisor or Mary Ko 714-605-3401.

Welcome aboard. We look forward to working with you!

Sincerely,

Mary Ko 714-605-3401

1.3  Ch a n g e s  i n  Po l i cy            

Change at SPACETEL LA, Inc i s  inevi table. Therefore, we express ly reserve the right to
interpret, modi fy, suspend, cancel , or dispute, wi th or wi thout notice, a l l  or any part
of our pol icies , procedures , and benefi ts  a t any time with or wi thout prior notice.
Changes  wi l l  be effective on the dates  determined by SPACETEL LA, Inc, and a fter
those dates  a l l  superseded pol icies  wi l l  be nul l  and void.

No individua l  s upervisor or manager has  the authori ty to a l ter the foregoing. Any
employee who i s  unclear on any pol icy or procedure should cons ul t your s upervisor,
Area  Manager or Mary Ko 714-605-3401.
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2.General Employment

2.1  At- W i l l  Em p l o ym e n t            

Employment with SPACETEL LA, Inc i s  "at-wi l l ." This  means  employees  are free to
res ign at any time, wi th or wi thout cause, and SPACETEL LA, Inc may terminate the
employment relationship at any time, wi th or wi thout cause or advance notice. As
an at-wi l l  employee, i t i s  not guaranteed, in any manner, that you wi l l  be employed
with SPACETEL LA, Inc for any set period of time. 

The pol icies  s et forth in this  employee handbook are the pol icies  that are in effect
at the time of publ ication. They may be amended, modi fied, or terminated at any
time by SPACETEL LA, Inc, except for the pol icy on at-wi l l  employment, which may be
modi fied only by a  s igned, wri tten agreement between the Pres ident and the
employee at i s sue. Nothing in this  handbook may be construed as  creating a
promis e of future benefi ts  or a  binding contract between SPACETEL LA, Inc and any
of i ts  employees .

2.2  I m m i g ra ti o n  La w  Co m p l i a n ce                    

SPACETEL LA, Inc i s  committed to employing only Uni ted States  ci ti zens  and a l iens
who are authorized to work in the Uni ted States . 

In compl iance with the Immigration Reform and Control  Act of 1986, as  amended,
each new employee, as  a  condi tion of employment, must complete the Employment
El igibi l i ty Veri fi cation Form I-9 and present documentation es tabl i shing identi ty
and employment el igibi l i ty. Former employees  who are rehi red mus t a l so complete
the form i f they have not completed an I-9 wi th SPACETEL LA, Inc wi thin the past
three years , or i f thei r previous  I-9 i s  no longer reta ined or va l id.

SPACETEL LA, Inc may participate in the federa l  government's  electronic employment
veri fi cation sys tem, known as  “E-Veri fy.” Pursuant to E-Veri fy, SPACETEL LA, Inc
provides  the Socia l  Securi ty Adminis tration, and i f necess ary, the Department of
Homeland Securi ty wi th information from each new employee's  Form I-9 to confi rm
work authorization.
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2.3  Eq u a l  Em p l o ym e n t Op p o rtu n i ty                 

SPACETEL LA, Inc i s  an Equa l  Opportuni ty Employer. Employment opportuni ties  at
SPACETEL LA, Inc are based upon one's  qua l i fi cations  and capabi l i ties  to perform
the es s entia l  functions  of a  particular job. Al l  employment opportuni ties  are
provided without regard to race, rel igion, sex, pregnancy, chi ldbi rth or related
medica l  condi tions , nationa l  origin, age, veteran s tatus , di sabi l i ty, genetic
information, or any other characteri s tic protected by law.

This  Equa l  Employment Opportuni ty pol icy governs  a l l  aspects  of employment,
including, but not l imited to, recrui tment, hi ring, selection, job ass ignment,
promotions , trans fers , compensation, discipl ine, termination, layoff, access  to
benefi ts  and tra ining, and a l l  other condi tions  and privi leges  of employment.

The Company wi l l  provide reasonable accommodations  as  necessary and where
required by law s o long as  the accommodation does  not pose an undue hardship
on the bus ines s . The Company wi l l  a l so accommodate s incerely held rel igious
bel iefs  of i ts  employees  to the extent the accommodation does  not pose an undue
hards hip on the bus iness . If you would l ike to request an accommodation, or have
any ques tions  about your rights  and respons ibi l i ties , contact Mary Ko 714-605-3401.
This  pol icy i s  not intended to a fford employees  with any greater protections  than
those which exis t under federa l , s tate or loca l  law.

SPACETEL LA, Inc s trongly urges  the reporting of a l l  ins tances  of dis crimination and
haras sment, and prohibi ts  reta l ia tion aga ins t any individua l  who reports
discrimination, harassment, or participates  in an investigation of such report.
SPACETEL LA, Inc wi l l  take appropriate discipl inary action, up to and including
immediate termination, aga ins t any employee who violates  this  pol icy.

2.4  Eq u a l  Em p l o ym e n t Op p o rtu n i ty ( Ca l i f o rn i a  Em p l o ye e s )                                    

SPACETEL LA, Inc i s  an Equa l  Opportuni ty Employer. Employment opportuni ties  at
SPACETEL LA, Inc are based upon one's  qua l i fi cations  and capabi l i ties  to perform
the es s entia l  functions  of a  particular job.  Al l  employment opportuni ties  are
provided without regard to race, rel igion, color, sex, nationa l  origin, age, mi l i tary
s tatus , veteran s tatus , di sabi l i ty, genetic information, ancestry, medica l  condi tion,
mari ta l  s tatus , gender identi ty, gender express ion, s exua l  orientation, or any other
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characteri s tic protected by law.

This  Equa l  Employment Opportuni ty pol icy governs  a l l  aspects  of employment,
including, but not l imited to, recrui tment, hi ring, internships , selection, job
as s ignment, promotions , trans fers , compensation, discipl ine, termination, layoff,
access  to benefi ts  and tra ining, and a l l  other condi tions  and privi leges  of
employment.

SPACETEL LA, Inc s trongly urges  the reporting of a l l  ins tances  of dis crimination and
haras sment, and prohibi ts  reta l ia tion aga ins t any individua l  who reports
discrimination, harassment, or participates  in an investigation of such report.
Appropriate discipl inary action, up to and including immediate termination, wi l l  be
taken aga ins t any employee who violates  this  pol icy.

2.5  Em p l o ye e  G ri e va n ce s              

It i s  the pol icy of SPACETEL LA, Inc to mainta in a  harmonious  workplace
envi ronment. SPACETEL LA, Inc encourages  i ts  employees  to express  concerns  about
work-related i s sues , including workplace communication, interpersona l  confl i ct,
and other working condi tions . 

Employees  are encouraged to ra ise concerns  with thei r supervisors . If not resolved
at this  level , an employee may submit, in wri ting, a  s igned grievance to Mary Ko
714-605-3401. 

After receiving a  wri tten grievance, SPACETEL LA, Inc may hold a  meeting with the
employee, the immediate supervisor, and any other individua ls  who may ass i s t in
the inves tigation or resolution of the i s sue. Al l  di scuss ions  related to the
grievance wi l l  be l imited to those involved with, and who can ass i s t wi th, res olving
the i s sue.

Compla ints  involving a l leged discriminatory practices  sha l l  be process ed in
accordance with SPACETEL LA, Inc's  Sexua l  and other Unlawful  Harass ment Pol icy. 

SPACETEL LA, Inc as sures  that a l l  employees  fi l ing a  grievance or compla int can do
s o without fear of reta l ia tion or reprisa l .

2.6  I n te rn a l  Co m m u n i ca ti o n                 
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Effective and ongoing communication within SPACETEL LA, Inc i s  essentia l . As  such,
the Company mainta ins  sys tems  through which important information can be
s hared among employees  and management.

Bul letin boards  are posted in des ignated areas  of the workplace to dis play
important information and announcements . In addi tion, SPACETEL LA, Inc uses  the
Intranet and emai l  to faci l i ta te communication and share access  to documents . For
information on appropriate emai l  and Internet usage, employees  may refer to the
Computer, Emai l , and Internet Usage pol icy. To avoid confus ion, employees  should
not post or remove any materia l  from the bul letin boards .

Al l  employees  are res pons ible for checking interna l  communications  on a  frequent
and regular bas is . Employees  should consul t thei r supervisor wi th any ques tions  or
concerns  on information disseminated.

2.7  Ou ts i d e  Em p l o ym e n t            

Employees  may hold outs ide jobs  as  long as  the employee meets  the performance
s tandards  of thei r pos i tion with SPACETEL LA, Inc. 

Unless  an a l ternative work schedule has  been approved by SPACETEL LA, Inc,
employees  wi l l  be subject to the Company's  schedul ing demands , regardless  of any
exis ting outs ide work ass ignments ; this  includes  ava i labi l i ty for overtime when
necess ary.

SPACETEL LA, Inc's  property, offi ce space, equipment, materia l s , trade secrets , and
any other confidentia l  information may not be used for any purpos es  relating to
outs ide employment.

2.8  An ti - R e ta l i a ti o n  a n d  W h i s tl e b l o w e r Po l i cy                             

This  pol icy i s  des igned to protect employees  and address  SPACETEL LA, Inc's
commitment to integri ty and ethica l  behavior. In accordance with anti -reta l ia tion
and whis tleblower protection regulations , SPACETEL LA, Inc wi l l  not tolerate any
reta l ia tion aga ins t an employee who:
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Makes  a  good fa i th compla int, or threatens  to make a  good fa i th compla int,
regarding the suspected Company or employee violations  of the law,
including dis criminatory or other unfa i r employment practices ;

Makes  a  good fa i th compla int, or threatens  to make a  good fa i th compla int,
regarding accounting, interna l  accounting controls , or audi ting matters  that
may lead to incorrect, or mis representations  in, financia l  accounting;

Makes  a  good fa i th report, or threatens  to make a  good fa i th report, of a
violation that endangers  the hea l th or sa fety of an employee, patient, cl ient
or cus tomer, envi ronment or genera l  publ ic;

Objects  to, or refuses  to participate in, any activi ty, pol icy or practice, which
the employee reasonably bel ieves  i s  a  violation of the law;

Provides  information to ass i s t in an investigation regarding violations  of
the law; o r

Fi les , tes ti fies , participates  or ass i s ts  in a  proceeding, action or hearing in
relation to a l leged violations  of the law.

Reta l ia tion i s  defined as  any adverse employment action aga ins t an employee,
including, but not l imited to, refusa l  to hi re, fa i lure to promote, demotion,
s uspens ion, haras sment, denia l  of tra ining opportuni ties , termination, or
discrimination in any manner in the terms  and condi tions  of employment.

Anyone found to have engaged in reta l ia tion or in violation of law, pol icy or
practice wi l l  be s ubject to discipl ine, up to and including termination of
employment. Employees  who knowingly make a  fa l se report of a  violation wi l l  be
s ubject to discipl inary action, up to and including termination.

Employees  who wish to report a  violation should contact thei r supervisor or MARY
KO di rectly. Employees  should a lso review thei r s tate and loca l  requirements  for
any addi tiona l  reporting guidel ines .

SPACETEL LA, Inc wi l l  promptly and thoroughly inves tigate and, i f necess ary, address
any reported violation.

Employees  who have any questions  or concerns  regarding this  pol icy and related
reporting requirements  should contact thei r supervis or, Area  Manager, Mary Ko 714-
605-3401 or any s tate or loca l  agency respons ible for investigating a l leged
violations .
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3.Employment Status & Recordkeeping

3.1  Em p l o ym e n t Cl a s s i f i ca ti o n s                    

For purpos es  of s a lary adminis tration and el igibi l i ty for overtime payments  and
employee benefi ts , SPACETEL LA, Inc class i fies  employees  as  ei ther exempt or non-
exempt. Non-exempt employees  are enti tled to overtime pay in accordance with
federa l  and s tate overtime provis ions . Exempt employees  are exempt from federa l
and s tate overtime laws  and, but for a  few narrow exceptions , are genera l ly pa id a
fixed amount of pay for each workweek in which work i s  performed. 

If you change pos i tions  during your employment with SPACETEL LA, Inc or i f your job
respons ibi l i ties  change, you wi l l  be informed by Mary Ko 714-605-3401 of any
change in your exempt s tatus .

In addi tion to your des ignation of ei ther exempt or non-exempt, you a lso belong to
one of the fol lowing employment categories :

F u l l - T i m e :        

Ful l -time employees  are regularly scheduled to work greater or equa l  to 35 hours
per week. Genera l ly, regular ful l -time employees  are el igible for SPACETEL LA, Inc's
benefi ts , s ubject to the terms , condi tions , and l imitations  of each benefi t program. 

Pa rt- T i m e :     

Part-time employees  are regularly scheduled to work less  than 35 hours  per week.
Regular part-time employees  may be el igible for s ome SPACETEL LA, Inc benefi t
programs, subject to the terms , condi tions , and l imitations  of each benefi t
program. 

Te m p o ra ry:    

Temporary employees  include those hi red for a  l imited time to ass i s t in a  speci fi c
function or in the completion of a  speci fi c project. Temporary employees  genera l ly
are not enti tled to [SPACETEL LA, Inc benefi ts , but are el igible for s tatutory benefi ts
to the extent required by law. Employment beyond any ini tia l ly s tated period does
not in any way imply a  change in employment s tatus  or clas s i fi cation. Temporary
employees  reta in temporary s tatus  unless  and unti l  they are noti fied, by SPACETEL
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LA, Inc Management, of a  change.

3.2  Pe rs o n n e l  D a ta  Ch a n g e s                 

It i s  the respons ibi l i ty of each employee to promptly noti fy thei r supervisor or Mary
Ko 714-605-3401 of any changes  in personnel  data . Such changes  may a ffect your
el igibi l i ty for benefi ts , the amount you pay for benefi t premiums , and your receipt
of important company information.

If any of the fol lowing have changed or wi l l  change in the coming future, contact
your supervis or or Mary Ko 714-605-3401 as  soon as  poss ible:

Lega l  name

Mai l ing address

Telephone number(s )

Change of beneficiary

Exemptions  on your tax forms

Emergency contact(s )

Tra ining certi fi cates

Profess iona l  l i censes

3.3  Exp e n s e  R e i m b u rs e m e n t                

SPACETEL LA, Inc reimburses  employees  for neces sary expendi tures  and reasonable
costs  incurred in the course of doing thei r jobs . Expenses  incurred by an employee
mus t be approved in advance by Mary Ko 714-605-3401.

Some expens es  that may warrant reimbursement include, but are not l imited, to
the fol lowing: mi leage costs , a i r or ground transportation costs , lodging, meals  for
the purpose of carrying out company bus iness , and any other reimbursable
expenses  as  required by law. Employees  are expected to make a  reasonable effort
to l imit bus iness  expenses  to economica l  options .

To be reimburs ed, employees  must submit expense reports  to Mary Ko 714-605-3401
for approva l . The report must be accompanied by receipts  or other documentation
s ubstantiating the expenses . Questions  regarding this  pol icy should be di rected to
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your supervis or.

3.4  Te rm i n a ti o n  o f  Em p l o ym e n t                 

Termination of employment i s  an inevi table part of personnel  activi ty wi thin any
organization.

No ti ce  o f  Vo l u n ta ry S e p a ra ti o n                

Employees  who intend to terminate employment with SPACETEL LA, Inc sha l l
provide SPACETEL LA, Inc wi th at leas t two weeks  wri tten notice. Such notice i s
intended to a l low the Company time to adjus t to the employee's  departure without
placing undue burden on those employees  who may be required to fi l l  in before a
replacement can be found.

R e tu rn  o f  Co m p a n y Pro p e rty             

Any employee who terminates  employment with SPACETEL LA, Inc s ha l l  return a l l
fi les , records , keys , and any other materia l s  that are the property of SPACETEL LA, Inc
prior to thei r las t date of employment.

F i n a l  Pa y     

SPACETEL LA, Inc wi l l  provide employees  with thei r fina l  pay in accordance with
appl icable federa l , s tate and loca l  laws .

B e n e f i ts  U p o n  Te rm i n a ti o n                 

Al l  accrued and/or ves ted benefi ts  that are due and payable at termination wi l l  be
pa id in accordance with appl icable federa l , s tate and loca l  laws .

Certa in benefi ts , s uch as  hea l thcare coverage, may continue at the employee's
expense, i f the employee elects  to do so. SPACETEL LA, Inc wi l l  noti fy employees  of
the benefi ts  that may be continued and of the terms , condi tions , and l imitations  of
s uch continuation.

If you have any ques tions  or concerns  regarding this  pol icy, contact SPACETEL LA,
Inc’s  Mary Ko 714-605-3401.
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4.Working Conditions & Hours

4.1  Co m p a n y H o u rs          

SPACETEL LA, Inc i s  open for bus iness  from

Monday - Friday 10:00 AM to 8:00 PM

Saturday 10:00 AM to 8:00 PM

Sunday 10:00 AM to 7:00 PM

. This  excludes  hol idays  recognized by SPACETEL LA, Inc. The s tandard workweek i s
35 hours .

D e p e n d i n g  o n  Ci ty o r S to re  Lo ca ti o n  th e  s to re  h o u rs  o f  Op e ra ti o n  w i l l                                         
va ry.

Supervisors  wi l l  advis e employees  of thei r scheduled shi ft, including s tarting and
ending times . Bus iness  needs  may necess i tate a  variation in your s tarting and
ending times  as  wel l  as  in the tota l  hours  and s tore location you may be scheduled
to work each day and each week.

4.2  Em e rg e n cy Cl o s i n g            

At times , emergencies  such as  severe weather, fi res , or power fa i lures  can dis rupt
company operations . In extreme cases , these ci rcumstances  may require the
clos ing of a  work faci l i ty. The decis ion to close or delay regular operations  wi l l  be
made by SPACETEL LA, Inc management.

When a  decis ion i s  made to close the offi ce, employees  wi l l  receive offi cia l
noti fi cation from thei r supervisor.

4.3  Pa rk i n g      

SPACETEL LA, Inc provides  parking for employees  in the bui lding parking lot. There
s hould be ample space for a l l  employees . Employees  may only park in open s paces
or thos e des ignated for use by SPACETEL LA, Inc. Vehicles  parked in s paces
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des ignated for private use wi l l  be towed at the owner's  expense.

4.4  W o rk p l a ce  S a f e ty           

SPACETEL LA, Inc i s  committed to providing a  clean, sa fe, and hea l thful  work
envi ronment for i ts  employees . Mainta ining a  sa fe work envi ronment, however,
requires  the continuous  cooperation of a l l  employees . SPACETEL LA, Inc and a l l
employees  mus t comply with a l l  occupationa l  sa fety and hea l th s tandards  and
regulations  es tabl i s hed by the Occupationa l  Safety and Hea l th Act and s tate and
loca l  regulations . In addi tion, a l l  employees  are expected to obey safety rules  and
exercis e caution and common sense in a l l  work activi ties .

Co m p l a i n t a n d  R e p o rti n g  Pro ce d u re :                     

Employees  s hould immediately report any unsafe condi tions  to thei r supervis or
without fear of reprisa l . In the case of an accident that resul ts  in injury, regardless
of how seemingly ins igni fi cant the injury may appear, employees  must noti fy thei r
s upervisor. If you bel ieve i t would be inappropriate to report the matter to your
s upervisor, Area  Manager, or you can report i t di rectly to:

MARY KO

932 W. Orangethorpe Ave Ful lerton, CA 92832

714-605-3401

Employees  who violate sa fety s tandards , cause hazardous  or dangerous  s i tuations ,
or fa i l  to report or, where appropriate, remedy such s i tuations  may be subject to
discipl inary action, up to and including termination of employment.

R e ta l i a ti o n  Pro h i b i te d :               

SPACETEL LA, Inc express ly prohibi ts  reta l ia tion aga ins t anyone who reports  uns afe
working condi tions  or work-related accidents , injuries  or i l lness es . Any form of
reta l ia tion wi l l  be subject to discipl inary action, up to and including termination of
employment.

Questions  or concerns  regarding this  pol icy should be di rected to your supervisor or
Mary Ko 714-605-3401.
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4.5  S e cu ri ty    

The purpos e of SPACETEL LA, Inc's  securi ty pol icy i s  to protect Company assets  and to
mainta in a  s a fe working envi ronment for a l l  employees . 

F a ci l i ty Acce s s :       

Al l  regular SPACETEL LA, Inc employees  wi l l  be i s sued a  key to ga in access  to
SPACETEL LA, Inc faci l i ties . Employees  who are i s sued keys  are respons ible for thei r
s afekeeping. Al l  los t or s tolen keys  must be reported to your s upervisor as  soon as
poss ible. 

Upon s eparation from SPACETEL LA, Inc, and at any other time upon SPACETEL LA,
Inc's  request, a l l  keys  must be returned to your supervisor. 

Cl o s i n g  Pro ce d u re s :           

The las t employee, or a  des ignated employee, who leaves  the offi ce at the end of
the bus ines s  day ass umes  the respons ibi l i ty to ensure that: a l l  doors  are s ecurely
locked; the a larm s ys tem is  armed; thermostats  are set on appropriate evening
and/or weekend setting; and a l l  appl iances  and l ights  are turned off wi th the
exception of the l ights  normal ly left on for securi ty purposes . 

Employees  are not permitted on company property a fter hours  wi thout prior wri tten
authorization from Mary Ko 714-605-3401.

4.6  Me a l  & B re a k  Pe ri o d s             

In accordance with s tate and loca l  laws , non-exempt employees  wi l l  be provided
with meal  and break periods . Break periods  of les s  than 20 minutes  wi l l  be pa id.
Break periods  las ting longer than 20 minutes  wi l l  be unpa id.

Non-exempt employees  must be ful ly rel ieved of thei r job respons ibi l i ties  and are
not permitted to work during unpa id break and meal  periods  of more than 20
minutes . If for any reason a  non-exempt employee does  not take the appl icable
meal  and res t period that they are provided, the employee must noti fy his  or her
s upervisor immediately.

Page 17 of 60



SPACETEL LA, Inc wi l l  s chedule meal  and break periods  in order to accommodate
Company operating requirements .

4.7  Me a l  & B re a k  Pe ri o d s  ( Ca l i f o rn i a  Em p l o ye e s )                               

Depending on the length of an employee’s  shi ft, he or she may be enti tled to meal
and/or break periods  as  outl ined in this  pol icy. Non-exempt employees  must be
ful ly rel ieved of thei r job respons ibi l i ties  and are not permitted to work during
breaks  and unpa id meal  periods .

Me a l  Pe ri o d s :       

Employees  working 5 or more hours  in a  workday are enti tled to a  30-minute meal
period. Employees  working 10 or more hours  in a  workday are enti tled to a  second
30-minute meal  period. For non-exempt employees , the meal  period i s  unpa id.
Non-exempt employees  must record the beginning and ending of thei r meal
periods  us ing SPACETEL LA, Inc's  timekeeping sys tem.

In the l imited ci rcums tances  described below, with the employee's  and the
Company's  mutua l  consent, employees  may waive thei r meal  periods :

If an employee's  workday ends  within s ix hours ;

If an employee's  workday wi l l  not exceed twelve hours , then the employee
may waive thei r second meal  period but only i f the fi rs t meal  period was
not waived.

If an employee voluntari ly wa ives  a  meal  period, the employee mus t submit a
wri tten request and receive wri tten authorization from thei r s upervisor to do so.

In very l imited s i tuations , non-exempt employees  may take a  pa id on-duty meal
period. Non-exempt employees  may only do so when the nature of thei r work
requires  i t, and only a fter the employee and SPACETEL LA, Inc agree in wri ting.
Employees  may revoke this  agreement in wri ting at any time.

R e s t Pe ri o d s :       

Non-exempt employees  are a lso enti tled to pa id break periods  in accordance with
the fol lowing s chedule:

One 10 minute break period for shi fts  from 3.5 to 6 hours  in length;

Two 10 minute break periods  for shi fts  of more than 6 hours  and up to 10
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hours ;

Three 10 minute break periods  for shi fts  of more than 10 hours  and up to 14
hours .

Supervisors  wi l l  s chedule meal  and break periods  in order to accommodate the
Company's  operating requirements . Where poss ible, breaks  wi l l  be s cheduled in
the middle of each work period. Employees  must take thei r meal  and break
periods , but i f for any reason a  non-exempt employee does  not take the appl icable
meal  or break period, the employee must noti fy his  or her s upervisor immediately.

If a  non-exempt employee i s  discouraged, deterred, or otherwise impeded from
taking a  meal  or break period they are enti tled to, noti fy Mary Ko 714-605-3401
immediately.

For ques tions  regarding this  pol icy, please speak with Mary Ko 714-605-3401.

4.8  B re a k  T i m e  f o r Nu rs i n g  Mo th e rs                     

SPACETEL LA, Inc accommodates  employees  who wish to express  breast mi lk during
the workday by providing reasonable break times  to do so. The Company wi l l
provide a  des ignated room, other than a  bathroom, that i s  shielded from view, free
from intrus ion from coworkers  and the publ ic and i s  in compl iance with a l l  other
appl icable laws  for this  purpose.

Employees  who us e regularly scheduled res t breaks  to express  breast mi lk wi l l  be
pa id for the break time. If the lactation break does  not run concurrently wi th the
employee’s  regularly scheduled compensated break, the lactation break time wi l l
be unpa id.

For ques tions  related to this  pol icy, please contact Mary Ko 714-605-3401.

4.9  B re a k  T i m e  f o r Nu rs i n g  Mo th e rs  ( Ca l i f o rn i a  Em p l o ye e s )                                       

Employees  who need to express  breast mi lk for thei r infant chi ld have the right to
reques t lactation accommodations . SPACETEL LA, Inc accommodates  employees  who
wish to expres s  breas t mi lk during the workday by providing reasonable break time
for this  purpose. The break time wi l l  be provided each time the employee needs  to
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expres s  mi lk.

If pos s ible, the break time should run concurrently wi th any break time a l ready
provided to the employee. Break time that does  not run concurrently wi th the res t
breaks  a l ready provided wi l l  be unpa id for a  non-exempt employee.

La cta ti o n  R o o m :        

Unless  i t would impose an undue hardship as  defined by s tate law, SPACETEL LA,
Inc wi l l  provide a  private room or other location that:

Is  in close proximity to the employee’s  work area , shielded from view, and
free from intrus ion whi le the employee i s  express ing mi lk;

Is  sa fe, clean, and free of hazardous  materia l s ;

Conta ins  a  surface to place a  breast pump and pers ona l  i tems;

Conta ins  a  place to s i t; and

Has  acces s  to electrici ty or a l ternative devices , including, but not l imited to,
extens ion cords  or charging s tations , needed to operate an electric or
battery-powered breast pump.

The room or location wi l l  not be a  bathroom. SPACETEL LA, Inc wi l l  a l so provide
access  to a  s ink with running water and a  refrigerator sui table for s toring mi lk in
clos e proximity to the employee’s  workspace. If a  refrigerator cannot be provided,
SPACETEL LA, Inc may provide another cool ing device sui table for s toring mi lk, such
as  an employer-provided cooler.

The room or location may include the place where the employee normal ly works  i f
i t otherwise meets  the requirements  s tated above.

R e q u e s ti n g  La cta ti o n  Acco m m o d a ti o n s :                       

Employees  s hould make requests  for lactation accommodations  to thei r s upervisor,
Area  Manager or Mary Ko 714-605-3401. SPACETEL LA, Inc wi l l  respond to a l l  s uch
reques ts .

When poss ible, employees  should give reasonable ora l  or wri tten notice that they
intend to express  mi lk upon returning to work a fter a  chi ld’s  bi rth. This  wi l l  a l low
the time needed to make necessary preparations .

R e ta l i a ti o n  Pro h i b i te d :               

SPACETEL LA, Inc prohibi ts  reta l ia tion aga ins t an employee for exercis ing or
attempting to exercis e thei r rights  to lactation accommodations .
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Co m p l a i n ts :       

Employees  have the right to fi le a  compla int wi th the Ca l i fornia  Labor
Commis s ioner i f they bel ieve thei r rights  to lactation accommodations  have been
violated.

Questions  regarding this  pol icy should be di rected to Mary Ko 714-605-3401.
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5.Employee Benefits

5.1  H e a l th  I n s u ra n ce  Co n ti n u a ti o n                       

The Cons ol idated Omnibus  Budget Reconci l ia tion Act (COBRA) i s  a  federa l  law that
requires  mos t employers  sponsoring group hea l th plans  to offer a  temporary
continuation of group hea l th coverage when coverage would otherwise be los t due
to certa in s peci fi c events .

Through COBRA, employees  and thei r qua l i fied beneficiaries  have the right to
continue group hea l th insurance coverage a fter a  "qua l i fying event." The fol lowing
are qua l i fying events :

Res ignation or termination of the employee

Death of the covered employee

A reduction in the employee's  hours

For spous es  and el igible dependents , the employee's  enti tlement to
Medicare

Divorce or lega l  separation of the covered employee and his  or her s pouse

A dependent chi ld no longer meeting el igibi l i ty requirements  under the
group hea l th plan

Under COBRA, the employee or beneficiary pays  the ful l  cos t of hea l th ins urance
coverage at SPACETEL LA, Inc's  group rates  plus  an adminis tration fee.

No ti f i ca ti o n  R e q u i re m e n ts :                 

The employee, or fami ly member, has  the respons ibi l i ty to inform Mary Ko 714-605-
3401 of a  divorce, lega l  separation, or a  chi ld los ing dependent s tatus . The
employee, or a  fami ly member, has  60 days  a fter the qua l i fying event to provide
s uch notice, unless  a  longer period i s  permitted under rules  of the plan. SPACETEL
LA, Inc has  the respons ibi l i ty to noti fy the Plan Adminis trator of the employee's
death, termination of employment, or reduction in hours .

Once the noti fi cation has  been made to the Plan Adminis trator, the Plan
Adminis trator wi l l  inform the employee that he or she has  the right to choose
continuation of coverage. If employees  choose to continue coverage, SPACETEL LA,
Inc i s  required to provide coverage that i s  identica l  to the coverage provided under
the plan to s imi larly s i tuated employees  or fami ly members .

Pe ri o d  o f  Co ve ra g e :          
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Continuation of coverage i s  extended from the date of the qua l i fying event for a
period of 18 to 36 months . The length of time for which continuation coverage i s
made ava i lable (i .e., the "maximum period" of continuation coverage) depends  on
the type of qua l i fying event that gave ri se to the employee's  COBRA rights .

An employee's  continuation of coverage may be cut s hort for any of the fol lowing
reasons :

SPACETEL LA, Inc no longer provides  group hea l th coverage to any of i ts
employees

The premium for the employee's  continuation coverage i s  not pa id in ful l  on
a  timely bas is

The employee becomes  covered under another group hea l th plan that does
not conta in any exclus ion or l imitation with respect to any pre-exis ting
condi tion

The employee becomes  enti tled to Medicare

This  pol icy provides  a  summary of hea l th insurance continuation benefi ts . Actua l
coverage i s  determined by the express  terms  of the plan documents . We encourage
both you and your fami ly to review the plan's  Summary Plan Description (SPD)
materia l s  careful ly.

If there are any confl i cts  between the handbook or s ummaries  provided and the
plan documents , the plan documents  wi l l  control . The Company reserves  the right
to amend, interpret, modi fy or terminate any of i ts  employee benefi ts  programs
without prior notice to the extent a l lowed by law.

For further deta i l s  on hea l th insurance continuation ava i lable through SPACETEL LA,
Inc, as  wel l  as  copies  of the plan documents , contact Mary Ko 714-605-3401.

5.2  H o l i d a ys        

SPACETEL LA, Inc obs erves  the fol lowing pa id hol idays :

New Year's  Day

Chris tmas  Day

Due to the nature of our bus iness , SPACETEL LA, Inc may require employees  to work
on a  hol iday. Employees  required to work on hol idays  wi l l  be pa id hol iday pay in
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accordance with appl icable laws .

5.3  Pa i d  S i ck  Le a ve  ( Ca l i f o rn i a  Em p l o ye e s )                            

El igible employees  are enti tled to pa id s ick leave under the Hea l thy Workplaces ,
Hea l thy Fami l ies  Act.

E l i g i b l e  Em p l o ye e s :              

To be el igible for pa id s ick leave, employees  must work in Ca l i fornia  for SPACETEL
LA, Inc for 30 or more days  within a  year of thei r hi re date. Employees  can begin
us ing accrued pa id s ick leave a fter 90 days  of service with SPACETEL LA, Inc.

B a s i c Le a ve  En ti t l e m e n t:               

El igible employees  may take up to 24 hours  or 3 days  (whichever i s  more) of
accrued pa id s ick leave per year for:

The diagnos is , care, or treatment of an exis ting hea l th condi tion of, or
preventive care for, an employee or an employee's  fami ly member; or

To attend lega l  proceedings , or to obta in care, couns el ing or other victims ’
services  for domestic violence, sexua l  assaul t, or s ta lking.

Employees  accrue pa id s ick leave at a  rate of one hour for every 30 hours  worked,
up to a  maximum of 48 hours  or s ix days  per year. Accrued leave may genera l ly be
carried over into the fol lowing year; however, employees  may not us e more than
three days  of pa id s ick leave per year.

Upon s eparation from SPACETEL LA, Inc, employees  are not enti tled to
compens ation for accrued, but unused pa id s ick days .

No ti ce :  

To the extent pos s ible, employees  must provide reasonable advance notice of thei r
need for leave under this  pol icy. If the need for leave i s  not foreseeable, an
employee must provide notice as  soon as  practicable.

B e n e f i ts  Co n ti n u a ti o n :               

Leave under this  pol icy wi l l  not consti tute a  break in the employee's  continuous
s ervice for the purpos e of SPACETEL LA, Inc benefi ts  and seniori ty.
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Jo b  R e s to ra ti o n :         

Upon expi ration of the leave, an employee wi l l  genera l ly be reins tated to his  or
her pos i tion with equiva lent seniori ty, benefi ts , pay and other terms  and
conditions  of employment.

R e l a ti o n s h i p  w i th  Oth e r Le a ve  Po l i ci e s :                        

If a  law, regulation or pol icy provides  for greater accrua l  or us e of s ick days , the
law, regulation or pol icy wi th the greater protection may apply. For questions
regarding the interplay between your enti tlement to leave under other laws ,
regulations  or Company pol icies  and your enti tlement to leave under the Act,
pleas e contact Mary Ko 714-605-3401.

5.4  Em p l o ye e  R e f e rra l  Pro g ra m                 

SPACETEL LA, Inc offers  an employee referra l  program to encourage employees  to
recommend qua l i fied candidates . Our referra l  program provides  employees  with a
referra l  bonus  for success ful  hi res  made based upon an employee's
recommendation. If a  recommended candidate i s  hi red and completes  100 days  of
s ervice, the employee who provided the referra l  wi l l  be enti tled to a  bonus . 

Al l  referred candidates  wi l l  be cons idered and eva luated based on experience and
qual i fi cations  and wi l l  be subject to the same pre-employment s tandards  as  a l l
other candidates . 

Questions  regarding this  pol icy should be di rected to Mary Ko 714-605-3401.

5.5  Em p l o ye e  D i s co u n t Pro g ra m                 

SPACETEL LA, Inc offers  a  10% percent discount off of SPACETEL LA, Inc products . 

This  employee dis count extends  to Employees  only. For purposes  of this  pol icy, an
immediate fami ly member i s  a  parent, s ibl ing, s pouse, domestic partner, or chi ld.
Prohibi ted use of employee discounts  may resul t in discipl inary action, up to and
including termination of employment.
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Questions  regarding this  pol icy should be di rected to Mary Ko 714-605-3401.

5.6  Mi l i ta ry Le a ve        

SPACETEL LA, Inc grants  employees  unpa id time off for service, tra ining and other
obl igations  in the uni formed services  in accordance with the Uni formed Services
Employment and Reemployment Rights  Act (USERRA) and any other appl icable s tate
law.

Al l  employees  reques ting time off for mi l i tary service must provide advance notice
to thei r immediate supervisor, unless  mi l i tary necess i ty prevents  such notice or i t
i s  otherwis e impracticable. Continuation of hea l th insurance benefi ts  i s  ava i lable
during mi l i tary leave subject to the terms  and condi tions  of the group hea l th plan
and appl icable law.

Employees  are el igible for reemployment for up to five years  from the date thei r
mi l i tary leave began. The period an individua l  has  to apply for reemployment or
report back to work a fter mi l i tary service i s  based on time spent on mi l i tary duty
and on appl icable law. For reins tatement guidel ines , contact Mary Ko 714-605-3401.

Employees  who qua l i fy for reemployment wi l l  return to work at a  pay level  and
s tatus  equa l  to that which they would have atta ined had they not taken mi l i tary
leave. They wi l l  be treated as  though they were continuous ly employed for
purpos es  of determining benefi ts  based on length of s ervice.

SPACETEL LA, Inc compl ies  wi th a l l  rights  and protections  under a l l  appl icable s tate
laws  granting time off for service, tra ining and other obl igations  in the uni formed
s ervices . This  includes , but i s  not l imited to, benefi ts  enti tlement and
continuation, notice and recerti fi cation requirements , and reemployment
appl ication requirements .

Questions  regarding this  pol icy should be di rected to Mary Ko 714-605-3401.

5.7  F a m i l y Mi l i ta ry Le a ve  ( Ca l i f o rn i a  Em p l o ye e s )                               

Employees  may be el igible to take up to 10 days  of leave when thei r spouse i s  on
leave from deployment during a  period of mi l i tary confl i ct.
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To be el igible, an employee must work an average of a t leas t 20 hours  per week.

Employees  must provide 2 days  advance notice of thei r need for such leave to the
extent poss ible. Employees  must be prepared to provide SPACETEL LA, Inc wi th
certi fi cation from the proper mi l i tary authori ty to veri fy the employee's  el igibi l i ty
for fami ly mi l i tary leave.

When poss ible, employees  should consul t wi th thei r supervis or to schedule the
leave so that i t does  not unduly dis rupt SPACETEL LA, Inc's  operations .

Fami ly mi l i tary leave i s  unpa id; however, employees  may opt to us e accrued pa id
time off for this  purpose.

5.8  Ju ry D u ty   

SPACETEL LA, Inc encourages  employees  to ful fi l l  thei r civic respons ibi l i ties  when
ca l led upon to serve as  a  juror. Employees  must provide thei r immediate supervisor
with a  copy of thei r jury summons  as  soon as  poss ible so that the supervisor may
make arrangements  to accommodate thei r absence.

Employees  on jury duty must report to work on workdays , or parts  of workdays , when
they are not required to serve. Ei ther SPACETEL LA, Inc or the employee may request
an excus e from jury duty i f i t i s  determined that the employee's  absence would
create s erious  operationa l  di ffi cul ties .

Jury duty wi l l  be pa id i f required by appl icable s tate law. If pa id, jury duty pay wi l l
be ca lculated on the employee's  base pay rate times  the number of hours  the
employee would otherwise have worked on the day of absence. . I f exempt
employees  mis s  work because of jury duty, they wi l l  receive thei r ful l  sa lary, unless
they miss  the enti re workweek. However, SPACETEL LA, Inc may offs et any jury-duty
fees  received by an exempt employee aga ins t the sa lary due for that workweek.

5.9  W o rk e rs '  Co m p e n s a ti o n                 

Employees  who are injured on the job at SPACETEL LA, Inc are el igible for Workers '
Compens ation benefi ts . Such benefi ts  are provided at no cost to employees  and
cover any injury or i l lness  sus ta ined in the cours e of employment that requires
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medica l  treatment.

Lost time or medica l  expenses  incurred as  a  resul t of an accident or injury which
occurred whi le an employee was  on the job wi l l  be compensated for in accordance
with workers ' compens ation laws . This  protection i s  pa id for in ful l  by SPACETEL LA,
Inc. No premium is  charged for this  coverage and no individua l  enrol lment i s
required. SPACETEL LA, Inc wi l l  provide medica l  care and a  portion of los t wages
through our ins urance carrier.

Al l  job-related accidents  or i l lnesses  must be reported to an employee's  supervisor
immediately upon occurrence. Supervisors  wi l l  then immediately contact Mary Ko
714-605-3401 to obta in the required cla im forms  and ins tructions .

5.10  B o n e  Ma rro w  D o n a ti o n  Le a ve  ( Ca l i f o rn i a  Em p l o ye e s )                                    

Employees  may be el igible to take up to 5 days  of pa id leave to undergo a  medica l
procedure to donate bone marrow in any one-year period.

To the extent pos s ible, employees  must provide reasonable advance wri tten notice
of thei r need for leave under this  pol icy including veri fi cation by a  phys ician of the
purpos e and length of each requested leave.

When poss ible, employees  should consul t wi th thei r supervis or to schedule the
leave so that i t does  not unduly dis rupt SPACETEL LA, Inc's  operations .

During the period of time the employee i s  granted such leave, SPACETEL LA, Inc wi l l
mainta in the same level  of coverage of benefi ts  the employee had prior to taking
leave.

Upon expi ration of the leave, an employee wi l l  genera l ly be reins tated to his  or
her pos i tion with equiva lent seniori ty, benefi ts , pay and other terms  and
conditions  of employment.

Employees  must use up to 5 days  of earned but unused pa id time off for this
purpos e.

5.11  Org a n  D o n a ti o n  Le a ve  ( Ca l i f o rn i a  Em p l o ye e s )                                
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Employees  may be el igible to take up to 30 days  of pa id leave for organ donation in
any one-year period. Effective January 1, 2020, employees  may a lso be el igible for
an addi tiona l  unpa id leave of absence of up to 30 days  in a  one-year period.

To the extent pos s ible, employees  must provide reasonable advance wri tten notice
of thei r need for leave under this  pol icy including veri fi cation by a  phys ician of the
purpos e and length of each requested leave.

When poss ible, employees  should consul t wi th thei r supervis or to schedule the
leave so that i t does  not unduly dis rupt SPACETEL LA, Inc's  operations .

During the period of time the employee i s  granted such leave, SPACETEL LA, Inc wi l l
mainta in the same level  of coverage of benefi ts  the employee had prior to taking
leave.

Upon expi ration of the leave, an employee wi l l  genera l ly be reins tated to his  or
her pos i tion with equiva lent seniori ty, benefi ts , pay and other terms  and
conditions  of employment.

Employees  must use up to 2 weeks  of earned but unused pa id time off for this
purpos e.

5.12  Ci vi l  Ai r Pa tro l  Le a ve  ( Ca l i f o rn i a  Em p l o ye e s )                              

Members  of the Civi l  Ai r Patrol  may be a l lowed a  leave of abs ence to respond to an
emergency service operation. To be el igible the employee must have been
employed by SPACETEL LA, Inc for a t leas t a  90-day period immediately preceding
the commencement of leave.

Civi l  Ai r Patrol  leave i s  l imited to a  tota l  of 10 days  per year. Leave for each
emergency operationa l  miss ion may not exceed 3 days , unless  the government
enti ty that authorized the miss ion extends  i t and SPACETEL LA, Inc approves  the
addi tiona l  time off.

Employees  reques ting time off must noti fy thei r di rect supervisor as  soon as
poss ible a fter learning the intended dates  upon which such leave wi l l  begin and
end. Employees  must be prepared to provide SPACETEL LA, Inc wi th certi fi cation from
the proper Civi l  Ai r Patrol  authori ty to veri fy the employee's  el igibi l i ty for the leave
reques ted.

Upon expi ration of the leave, an employee wi l l  genera l ly be reins tated to his  or
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her pos i tion with equiva lent seniori ty, benefi ts , pay and other terms  and
conditions  of employment.

Civi l  Ai r Patrol  leave i s  unpa id; however, employees  may use accrued pa id time off
for this  purpose.

5.13  Cri m e  Vi cti m s  Le a ve  ( Ca l i f o rn i a  Em p l o ye e s )                             

An employee may be enti tled to leave i f the employee, or his  or her immediate
fami ly member, i s  a  victim of a  serious  or violent felony, or a  felony related to theft
or embezzlement. Such leave may be taken to attend lega l  and court proceedings
related to the crime. For purposes  of this  pol icy, immediate fami ly member means
s pous e, regis tered domestic partner, chi ld, chi ld of regis tered domes tic partner,
s tepchi ld, s ibl ing, s tepbrother, s teps is ter, parent, and s tepparent.

The employee must provide SPACETEL LA, Inc wi th a  copy of the notice of each
s cheduled proceeding that i s  provided to the victim, unless  advance notice i s  not
feas ible. When advance notice i s  not feas ible, the employee must be prepared to
provide SPACETEL LA, Inc wi th certi fi cation of the judicia l  proceeding from the proper
authori ty wi thin a  reasonable time fol lowing the leave. The documentation may be
from the court or government agency setting the hearing, the dis trict a ttorney or
prosecuting attorney's  offi ce, or the victim/witness  offi ce that i s  advocating on
beha l f of the victim.

Crime victims  leave i s  unpa id; however, employees  may use accrued pa id time off
for this  purpose.

Upon expi ration of the leave, an employee wi l l  genera l ly be reins tated to his  or
her pos i tion with equiva lent seniori ty, benefi ts , pay and other terms  and
conditions  of employment.

5.14  D o m e s ti c V i o l e n ce  Le a ve  ( Ca l i f o rn i a  Em p l o ye e s )                                   

An employee may be enti tled to a  reasonable amount of leave i f the employee i s  a
victim of domes tic violence, sexua l  assaul t or s ta lking. This  leave may be used:

To seek medica l  a ttention for injuries  caus ed by domestic violence, sexua l
assaul t or s ta lking;
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To obta in s ervices  from a  domestic violence s hel ter, program, or cri s i s
center as  a  resul t of domestic violence, s exua l  assaul t or s ta lking;

To obta in ps ychologica l  counsel ing related to an experience of domestic
violence, sexua l  assaul t or s ta lking; or

To participate in sa fety planning and take other actions  to increase safety
from future domestic violence, sexua l  assaul t or s ta lking, including
temporary or permanent relocation.

Except in cas es  of imminent danger to the hea l th or sa fety of the employee, or
unles s  impractica l , an employee requesting domestic violence leave must provide
his  or her s upervis or wi th reasonable notice prior to the need for leave.

Employees  must be prepared to provide SPACETEL LA, Inc wi th certi fi cation to veri fy
the employee's  el igibi l i ty for the leave requested, such as  a  pol ice report, a  court
order, or documentation from a  medica l  profess iona l , domestic violence advocate,
hea l th care provider, or counselor.

Domes tic violence leave i s  unpa id; however, employees  may use accrued pa id time
off for this  purpose.

5.15  Vo ti n g  Le a ve  ( Ca l i f o rn i a  Em p l o ye e s )                          

SPACETEL LA, Inc requests  that, whenever poss ible, employees  vote before or a fter
work hours  to avoid interference with bus iness  operations . However, i f an
employee does  not have suffi cient time outs ide of work hours  to cas t his  or her
ba l lot, the employee may be el igible for up to two hours  of pa id time off to vote on
Election Day.

SPACETEL LA, Inc may s peci fy the hours  during which the employee may take leave to
vote. Such time wi l l  genera l ly be l imited to the beginning or end of a  working shi ft,
whichever a l lows  the most time for voting and the leas t time off from a  regular
working shi ft, unles s  otherwise mutua l ly agreed.

To the extent pos s ible, employees  must provide at leas t two working days ' notice
of thei r need for leave under this  pol icy.

Employees  must be prepared to provide SPACETEL LA, Inc wi th certi fi cation, s uch as
a  voter's  receipt, to prove that he or she voted.
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5.16  Li te ra cy As s i s ta n ce  ( Ca l i f o rn i a  Em p l o ye e s )                             

SPACETEL LA, Inc i s  committed to providing reasonable accommodations  to
employees  who need ass i s tance to participate in an adul t l i teracy education
program, provided the accommodation does  not impose an undue hardship on the
Company.

As s is tance from SPACETEL LA, Inc may include, but i s  not l imited to, unpa id time off
or an adjus ted work schedule so that the employee may participate in a  l i teracy
program; providing the employee with locations  of loca l  l i teracy education
programs; or arranging for a  l i teracy education provider to vi s i t the jobs i te.

If you need ass i s tance in enrol l ing in such a  program, pleas e inform your
s upervisor, Area  Manager or Mary Ko 714-605-3401.

5.17  R e h a b i l i ta ti o n  Le a ve  ( Ca l i f o rn i a  Em p l o ye e s )                                  

An employee may be enti tled to rehabi l i ta tion leave i f the employee voluntari ly
enters  and participates  in an a lcohol  or drug rehabi l i ta tion program. Such leave
may be taken as  an adjus ted work schedule or a  leave of absence provided the
leave does  not impos e undue hardship on SPACETEL LA, Inc.

An employee requesting rehabi l i ta tion leave must inform his  or her supervisor as
s oon as  practicable of the need for such leave.

Employees  must be prepared to provide his  or her supervis or wi th certi fi cation to
veri fy the employee's  participation in such a  program. SPACETEL LA, Inc wi l l  a ttempt
to safeguard the privacy of an employee's  participation in the rehabi l i ta tion
program.

Rehabi l i ta tion leave i s  unpa id; however, employees  may us e accrued pa id time off
for this  purpose.

5.18  S ch o o l - R e l a te d  Acti vi t i e s  Le a ve  ( Ca l i f o rn i a  Em p l o ye e s )                                         

Employees  may be el igible to take leave for up to 8 hours  per ca lendar month, and
40 hours  in one ca lendar year, to find or enrol l  thei r chi ld in s chool  or wi th a
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l i cens ed chi ld care provider and to attend thei r chi ld’s  school  activi ties .
Addi tiona l ly, employees  may take a  reasonable amount of time off to appear at
thei r chi ld’s  school  fol lowing thei r chi ld’s  suspens ion. Employees  may a lso be
el igible to take leave when thei r chi ld cannot remain at school  due to behaviora l
or dis cipl ine problems , closures , or a ttendance i s s ues . 

To be el igible for such leave, the employee must be the parent, guardian,
s tepparent, fos ter parent, grandparent, or person who s tands  in place of a  parent
to a  chi ld.

To the extent pos s ible, employees  must provide reasonable advance notice of thei r
need for such leave under this  pol icy. When poss ible, employees  should consul t
with thei r supervisor to schedule the leave so that i t does  not unduly dis rupt
SPACETEL LA, Inc operations .

Employees  may be required to provide documentation from the school  or l i censed
chi ld care provider that they participated in the s chool -related activi ty during leave.

Leave i s  unpa id; however, employees  may use accrued pa id time off for this
purpos e.

For ques tions  related to this  pol icy, please contact Mary Ko 714-605-3401.

5.19  Pre g n a n cy D i s a b i l i ty Le a ve  & Pre g n a n cy Acco m m o d a ti o n                             
( Ca l i f o rn i a  Em p l o ye e s )                  

Employees  who are temporari ly disabled becaus e of pregnancy, chi ldbi rth, or
related medica l  condi tions  may take up to 4 months  of leave ei ther before or a fter
chi ldbi rth.

I n te rm i tte n t o r R e d u ce d  S ch e d u l e  Le a ve :                       

Leave may be taken on an intermittent bas is  or the employee may work a  reduced
work schedule i f advised by thei r hea l th care provider. SPACETEL LA, Inc may require
the employee to trans fer temporari ly to an a l ternative pos i tion with equiva lent pay
and benefi ts  that would better accommodate recurring periods  of leave.

No ti ce :  

To the extent pos s ible, employees  must provide 30 days  advance notice of thei r
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need for leave under this  pol icy. SPACETEL LA, Inc wi l l  respond to the request made
by the employee as  s oon as  practica l  but no la ter than 10 days  a fter receiving the
reques t. SPACETEL LA, Inc wi l l  make every effort to res pond to such reques t prior to
the date leave i s  due to begin.

Me d i ca l  Ce rti f i ca ti o n :            

Employees  must be prepared to provide SPACETEL LA, Inc wi th medica l  certi fi cation
by a  hea l th care provider to veri fy the employee's  el igibi l i ty for the leave
reques ted.

B e n e f i ts  Co n ti n u a ti o n :               

Employees  taking pregnancy disabi l i ty leave are enti tled to mainta in the same
level  of benefi ts  and seniori ty wi th SPACETEL LA, Inc for the duration of the leave as
i f the employee continued employment.

R e a s o n a b l e  Acco m m o d a ti o n :                  

Employees  who are l imited in thei r abi l i ties  to perform thei r jobs  becaus e of
pregnancy, chi ldbi rth, and related medica l  condi tions  may request a  reas onable
accommodation as  i s  necessary. Reasonable accommodations  include, but are not
l imited to:

Modi fying work duties , practices  or pol icies

Modi fying work schedules

More frequent breaks

Trans fer to a  less  s trenuous  pos i tion

Providing furni ture, or acquiring or modi fying equipment or devices

Providing a  reasonable amount of break time to express  breast mi lk

Time off to recover from pregnancy, chi ldbi rth or related medica l  condi tion

Co m p e n s a ti o n :         

Leave under this  pol icy i s  unpa id; however, employees  may use accrued pa id time
off for this  purpose.

R e tu rn  to  W o rk :        

Employees  returning from leave wi l l  be reins tated to the same pos i tion or a
comparable pos i tion to the pos i tion held when leave began unles s  doing so i s  not
poss ible due to legi timate bus iness  reasons  unrelated to the employee taking
s uch leave. Employees  may be required to submit a  release to return to work by
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thei r hea l th care provider.

R e l a ti o n s h i p  w i th  F e d e ra l  F a m i l y a n d  Me d i ca l  Le a ve  a n d  Oth e r Le a ve                                           
Po l i ci e s :     

To the extent a l lowed by law, pregnancy disabi l i ty leave must be taken concurrently
with leave taken under the federa l  Fami ly and Medica l  Leave Act. Employees  are
enti tled to take pregnancy disabi l i ty leave in addi tion to any leave enti tlement
provided under the Ca l i fornia  Fami ly Rights  Act. To the extent the Company offers
the employee leave through another plan or pol icy, the plan or pol icy wi th the
greatest protection wi l l  apply.

Qu e s ti o n s  R e g a rd i n g  th i s  Po l i cy:                     

SPACETEL LA, Inc wi l l  not reta l ia te aga ins t an employee for requesting or us ing
leave or a  reasonable accommodation under this  pol icy. Employees  should speak
with Mary Ko 714-605-3401 to discuss  thei r need for leave or reasonable
accommodation, or i f they have questions  about this  pol icy.

5.20  Pa i d  F a m i l y Le a ve  ( Ca l i f o rn i a  Em p l o ye e s )                               

Employees  in Ca l i fornia  are el igible for up to 6 weeks  (increas ing to 8 weeks
effective July 1, 2020) of wage replacement benefi ts  wi thin a  12-month period from
the State of Ca l i fornia  for absences  from work for the fol lowing reas ons :

To care for a  chi ld, spouse, domestic partner, parent, parent-in-law,
grandparent, grandchi ld or s ibl ing with a  serious  hea l th condi tion;

To bond with a  new chi ld; or

To bond with a  new chi ld in connection with the adoption or fos ter care
placement of that chi ld.

Beginning January 1, 2021, employees  may a lso be enti tled to wage replacement
benefi ts  to participate in a  qua l i fying exigency related to the covered active duty or
ca l l  to covered active duty of thei r spouse, domestic partner, chi ld, or parent in the
Armed Forces  of the Uni ted States .

Employees  must provide a  medica l  certi fi cation when fi l ing a  Pa id Fami ly Leave
cla im to provide care for a  serious ly i l l  fami ly member.

Pa id Fami ly Leave i s  l imited to the fi rs t year a fter the bi rth, adoption or fos ter care
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placement of a  chi ld.

Employees  may be required to use up to 2 weeks  of accrued pa id time off prior to
receiving Pa id Fami ly Leave benefi ts .

Ca l i fornia  Pa id Fami ly Leave does  not provide employees  with job protection.
Rather, el igible employees  are enti tled to receive certa in pa id benefi ts  from the
State of Ca l i fornia  i f the employee i s  absent from work for the reasons  s tated
above.

The State of Ca l i fornia  wi l l  determine whether you are el igible for Pa id Fami ly
Leave benefi ts , including the amount of benefi ts  you may receive. Your enti tlement
to benefi ts  i s  s ubject to the terms  and condi tions  es tabl i shed by the State of
Ca l i fornia .

Genera l ly, employees  enti tled to leave under the federa l  Fami ly and Medica l  Leave
Act, the Ca l i fornia  Fami ly Rights  Act, or the New Parent Leave Act mus t take Pa id
Fami ly Leave concurrently wi th leave taken under those acts .

Employees  who are interes ted in any addi tiona l  information about these benefi ts
s hould contact Mary Ko 714-605-3401.

5.21  Pa re n ta l  Le a ve  ( Ca l i f o rn i a  Em p l o ye e s )                            

Effective January 1, 2018, el igible employees  may be enti tled to a  leave of abs ence
to bond with a  new chi ld.

E l i g i b l e  Em p l o ye e s            

To be el igible for leave, employees  must:

Have worked for SPACETEL LA, Inc for more than 12 months ;

Have performed at leas t 1,250 hours  of work for SPACETEL LA, Inc during the
12 months  preceding leave;

Work at a  works i te where there are at leas t 20 employees  within 75 mi les ;
and

Be i n e l i g i b l e           for leave under the Ca l i fornia  Fami ly Rights  Act and the
federa l  Fami ly and Medica l  Leave Act.

B a s i c Le a ve  En ti t l e m e n t               
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El igible employees  may take up to 12 weeks  of leave in a  12 month period to bond
with a  new chi ld wi thin one year of the chi ld’s  bi rth, adoption, or fos ter care
placement.

B e n e f i ts  Co n ti n u a ti o n              

Employees  actively enrol led in SPACETEL LA, Inc’s  group hea l th plan prior to taking
leave wi l l  continue to receive hea l th benefi ts  a t the same level  and under the
s ame condi tions  as  i f the employee had continued to work. 
Compens ation

Parenta l  leave i s  genera l ly unpa id. However, employees  may substi tute accrued,
unus ed pa id time off for parenta l  leave.

No te :    The State of Ca l i fornia  has  a  Pa id Fami ly Leave program that i s  funded
through payrol l  deductions . For more information, see the Pa id Fami ly Leave Pol icy
(Ca l i fornia  Employees ) or contact Mary Ko 714-605-3401.

R e tu rn  to  W o rk       

An employee i s  enti tled, upon return from leave, to be reins tated to the pos i tion
he or she held before going on leave, or to be placed in a  comparable pos i tion
with comparable employment benefi ts , pay and other terms  and condi tions  of
employment. An employee, however, has  no greater right to reins tatement or to
other benefi ts  and condi tions  of employment than i f he or s he had been
continuous ly employed.

R e ta l i a ti o n  Pro h i b i te d              

SPACETEL LA, Inc wi l l  not reta l ia te aga ins t an employee who exercises  his  or her
rights  to parenta l  leave.

5.22  Em e rg e n cy Pa i d  S i ck  Le a ve  f o r COVI D - 19                    

Under the federa l  Emergency Pa id Sick Leave Act, employees  may be enti tled to
pa id s ick leave in certa in s i tuations  related to the coronavi rus  dis ease of 2019
(COVID-19). The Emergency Pa id Sick Leave Act takes  effect on Apri l  1, 2020 and
expires  on December 31, 2020.

B a s i c Le a ve  En ti t l e m e n t:               
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Ful l -time employees  are enti tled to up to 80 hours  of pa id s ick leave. Part-time
employees  are enti tled to pa id s ick leave in the amount of the average number of
hours  they work over a  two-week period.

U s e  o f  Pa i d  S i ck  Le a ve :             

Employees  are enti tled to use the leave when they are unable to work (or telework)
because of the fol lowing reasons :

The employee i s  subject to a  federa l , s tate, or loca l  quarantine or i solation
order related to COVID-19 or i s  caring for an individua l  who i s  subject to
such an order.

The employee has  been advised by a  hea l thcare provider to sel f-quarantine
due to concerns  related to COVID-19 or i s  caring for an individua l  who has
been advis ed to sel f-quarantine.

The employee i s  experiencing symptoms  of COVID-19 and s eeking a  medica l
diagnos is .

The employee i s  caring for a  son or daughter i f thei r school  or place of care
has  been closed, or thei r chi ldcare provider i s  unava i lable, due to COVID-19
precautions .

The employee i s  experiencing any other s ubstantia l ly s imi lar condi tion
speci fied by the Secretary of Hea l th and Human Services  in cons ul tation
with the Secretary of the Treasury and the Secretary of Labor.

No te :    Employees  won't be required to use other pa id leave provided by SPACETEL
LA, Inc before they us e pa id s ick leave ava i lable under the Emergency Pa id Sick
Leave Act. Addi tiona l ly, employees  won't be required to find a  replacement to cover
thei r hours  during time off.

Pa y D u ri n g  Le a ve :        

During the s ick leave provided by this  pol icy, employees  wi l l  genera l ly be pa id
thei r regular rate of pay or the appl icable minimum wage, whichever i s  higher, up
to a  maximum of $511 per day (and a  tota l  of $5,110). However, leave to care for an
individua l  on quarantine/isolation/sel f-quarantine or a  chi ld whose s chool  or
daycare i s  closed or chi ldcare provider unava i lable wi l l  be compens ated at 2/3 of
the employee's  regular rate of pay, up to a  maximum of $200 per day (and a  tota l  of
$2,000).

Em p l o ye e  No ti ce :        

After the fi rs t workday (or portion thereof) an employee receives  pa id s ick time
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under this  pol icy, the employee must genera l ly fol low SPACETEL LA, Inc's  regular
procedures  for providing notice of an absence.

Jo b  R e s to ra ti o n :         

Upon expi ration of the leave under this  pol icy, employees  wi l l  genera l ly be
reins tated to thei r pos i tion with equiva lent seniori ty, benefi ts , pay and other terms
and condi tions  of employment.

R e ta l i a ti o n  Pro h i b i te d :               

SPACETEL LA, Inc wi l l  not take adverse action aga ins t an employee for exercis ing
thei r rights  under the law.

If you have questions  about this  pol icy, contact your s upervisor or Mary Ko 714-605-
3401.

5.23  Pu b l i c H e a l th  Em e rg e n cy Le a ve / Exp a n d e d  F a m i l y a n d  Me d i ca l                                   
Le a ve    

Under the Emergency Fami ly and Medica l  Leave Expans ion Act, employees  may be
enti tled to publ ic hea l th emergency leave (PHEL). The Emergency Fami ly and
Medica l  Leave Expans ion Act takes  effect on Apri l  1, 2020 and expi res  on December
31, 2020.

Em p l o ye e  E l i g i b i l i ty:              

To be el igible for PHEL, an employee must have worked for SPACETEL LA, Inc for a t
leas t 30 ca lendar days  prior to the leave.

U s e  o f  PH EL:     

El igible employees  may use up to 12 weeks  of job-protected leave to care for thei r
chi ld under 18 years  of age i f thei r school  or place of care has  been closed, or thei r
chi ldcare provider i s  unava i lable, due to a  publ ic hea l th emergency.

Pa y D u ri n g  Le a ve :        

The fi rs t 10 days  of PHEL may be unpa id, but the employee may elect to substi tute
any accrued pa id leave, including emergency pa id s ick leave, during this  period.
Employees  wi l l  be pa id for PHEL a fter the fi rs t 10 days , a t a  rate of a t leas t two-
thi rds  thei r regular rate of pay, up to a  maximum of $200 per day.
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Pro te cti o n  o f  G ro u p  H e a l th  I n s u ra n ce  B e n e f i ts :                              

During leave under this  pol icy, el igible employees  are enti tled to receive group
hea l th plan coverage on the same terms  and condi tions  as  i f they had continued to
work.

Jo b  R e s to ra ti o n :         

At the end of PHEL leave, employees  are genera l ly enti tled to return to the s ame or
equiva lent pos i tion they had when the leave began. However, SPACETEL LA, Inc may
be exempt from this  requirement i f i t has  fewer than 25 employees  and:

The employee's  pos i tion doesn't exis t a fter PHEL due to economic
condi tions  or other changes  in operating condi tions  that a ffect employment
and were caus ed by a  publ ic hea l th emergency during the period of leave;

SPACETEL LA, Inc makes  reasonable efforts  to res tore the employee to a
pos i tion equiva lent to the pos i tion the employee held before the leave;
and

SPACETEL LA, Inc makes  reasonable efforts  to contact the employee i f an
equiva lent pos i tion becomes  ava i lable within the next year.

No ti ce  o f  E l i g i b i l i ty f o r,  a n d  D e s i g n a ti o n  o f ,  Le a ve :                                     

Employees  reques ting leave are enti tled to receive wri tten notice from SPACETEL LA,
Inc tel l ing them whether they are el igible for PHEL and, i f not el igible, the reasons
why they are not el igible. When el igible for leave, employees  are enti tled to
receive wri tten notice of: (1) thei r rights  and respons ibi l i ties  in connection with
s uch leave; (2) the SPACETEL LA, Inc's  des ignation of leave as  PHEL-qua l i fying or
non-qua l i fying, i f not PHEL-qua l i fying, the reasons  why; and (3) the amount of
leave, i f known, that wi l l  be counted aga ins t the employee's  leave enti tlement.

R e ta l i a ti o n  Pro h i b i te d :               

SPACETEL LA, Inc wi l l  not take adverse action aga ins t an employee for exercis ing
thei r rights  under the law.

If you have questions  about this  pol icy, contact your s upervisor or Mary Ko 714-605-
3401.
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6.Employee Conduct

6.1  S ta n d a rd s  o f  Co n d u ct             

SPACETEL LA, Inc's  rules  and s tandards  of conduct are essentia l  to a  productive work
envi ronment. As  s uch, employees  must fami l ia ri ze themselves  with, and be
prepared to fol low, the Company’s  rules  and s tandards .

Whi le not intended to be an a l l -inclus ive l i s t, the examples  below repres ent
behavior that i s  cons idered unacceptable in the workplace. Behaviors  such as
these, as  wel l  as  other forms  of misconduct, may resul t in dis cipl inary action, up to
and including termination of employment:

Theft or inappropriate remova l/possess ion of property

Fa ls i fi cation of timekeeping records

Poss ess ion, dis tribution, sa le, trans fer, manufacture or use of a lcohol  or
i l lega l  drugs  in the workplace

Fighting or threatening violence in the workplace

Making mal icious ly fa l se s tatements  about co-workers

Threatening, intimidating, coercing, or otherwis e interfering with the job
performance of fel low employees  or vi s i tors

Negl igence or improper conduct leading to damage of company-owned or
cus tomer-owned property

Violation of sa fety or hea l th rules

Smoking in the workplace

Sexua l  or other unlawful  or unwelcome haras sment

Exces s ive absenteeism

Unauthorized use of telephones , computers , or other company-owned
equipment on working time. Working time does  not include break periods ,
meal  times , or other speci fied periods  during the workday when employees
are not engaged in performing thei r work tasks .

Unauthorized disclosure of any “bus iness  s ecrets ” or other confidentia l  or
non-publ ic proprietary information relating to the Company’s  products ,
services , cus tomers  or processes . Wages  and other condi tions  of
employment are not cons idered to be confidentia l  information.

This  pol icy i s  not intended to res trict an employee’s  right to discus s , or act together
to improve, wages , benefi ts  and working condi tions  with co-workers  or in any way
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res trict employees ’ rights  under the Nationa l  Labor Relations  Act.

Other forms  of mis conduct not l i s ted above may a lso resul t in discipl inary action,
up to and including termination of employment. If you have questions  regarding
SPACETEL LA, Inc's  s tandards  of conduct, please di rect them to your supervisor or
Mary Ko 714-605-3401.

6.2  D i s ci p l i n a ry Acti o n             

Discipl inary action at SPACETEL LA, Inc i s  intended to fa i rly and impartia l ly correct
behavior and performance problems  early on and to prevent reoccurrence.

Discipl inary action may involve any of the fol lowing: verba l  warning, wri tten
warning, sus pens ion with or wi thout pay, and termination of employment,
depending on the severi ty of the problem and the frequency of occurrence. SPACETEL
LA, Inc res erves  the right to adminis ter discipl inary action at i ts  discretion and
based upon the ci rcumstances .

SPACETEL LA, Inc recognizes  that certa in types  of employee behavior are s erious
enough to jus ti fy termination of employment, wi thout observing other discipl inary
action fi rs t.

These violations  include but are not l imited to:

Workplace violence

Haras sment

Theft of any kind

Insubordinate behavior

Vanda l i sm or destruction of company property

Presence on company property during non-bus iness  hours

Us e of company equipment and/or company vehicles  wi thout prior
authorization

Indis cretion regarding persona l  work his tory, ski l l s , or tra ining

Divulging SPACETEL LA, Inc bus iness  practices  or any other confidentia l
information

Any mis representation of SPACETEL LA, Inc to a  customer, a  prospective
cus tomer, the genera l  publ ic, or an employee
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6.3  Co n f i d e n ti a l i ty           

SPACETEL LA, Inc takes  the protection of Confidentia l  Information very serious ly. 
“Confidentia l  Information” includes , but i s  not l imited to, computer process es ,
computer programs  and codes , cus tomer l i s ts , cus tomer preferences , cus tomers ’
persona l  information, company financia l  data , marketing s trategies , proprietary
production process es , research and development s trategies , pricing information,
bus iness  and marketing plans , vendor information, software, databases , and
information concerning the creation, acquis i tion or dispos i tion of products  and
s ervices .

Confidentia l  Information a lso includes  the Company’s  intel lectua l  property and
information that i s  not otherwise publ ic. Intel lectua l  property includes , but i s  not
l imited to, trade secrets , ideas , di scoveries , wri tings , trademarks , and inventions
developed through the course of your employment with SPACETEL LA, Inc and as  a
di rect resul t of your job respons ibi l i ties  wi th SPACETEL LA, Inc. Wages  and other
condi tions  of employment are not cons idered to be Confidentia l  Information.

To protect such information, employees  may not disclose any confidentia l  or non-
publ ic proprietary information about the Company to any unauthorized individua l .
If you receive a  request for Confidentia l  Information, you should immediately refer
the request to your supervisor.

The unauthorized disclosure of Confidentia l  Information belonging to the
Company, and not otherwise ava i lable to persons  or companies  outs ide of
SPACETEL LA, Inc, may resul t in discipl inary action, up to and including termination
of employment. If you leave the Company, you may not disclose or misuse any
Confidentia l  Information.

This  pol icy i s  not intended to res trict an employee’s  right to discus s , or act together
to improve, wages , benefi ts  and working condi tions  with co-workers  or in any way
restrict employees ’ rights  under the Nationa l  Labor Relations  Act.

Questions  regarding this  pol icy should be di rected to the Mary Ko 714-605-3401.

6.4  Pe rs o n a l  Ap p e a ra n ce              

The purpos e of SPACETEL LA, Inc's  persona l  appearance pol icy i s  to ensure a  s a fe
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and sani tary workplace for a l l  employees . SPACETEL LA, Inc s trives  to mainta in a
profess iona l  working envi ronment that promotes  effi ciency, pos i tive employee
mora le and promotes  a  profess iona l  image. During bus ines s  hours  or when
representing SPACETEL LA, Inc, employees  are expected to us e common sense and
good judgment in order to meet the goa ls  of this  pol icy. 

Genera l ly, employees  should wear appropriate clothing, observe high s tandards  of
persona l  hygiene, and dress  and groom themselves  according to the requirements
of thei r pos i tions . Whi le not intended to be an a l l -inclus ive l i s t, the examples
below are cons idered appropriate workplace atti re:

Polo shi rts

Only company approved uni forms

D R ES S  COD E & PER S ONAL H YG I ENE POLI CY          

I n te n t   

the employer requires  a l l  employees  to present themselves  in a  profess iona l
manner, wi th respect to clothing, persona l  hygiene and appearance. These
s tandards  commensurate with our organizationa l  practices  of appropriate
bus iness  conduct and profess iona l i sm.

G u i d e l i n e s        

Employees  are expected to adhere to es tabished hygiene requirements  which
ensure that employees  are presenting themselves  to our customer appropriately
and that the employer i s  being properly and profess iona l ly repres ented as  an
organization. The fol lowing hygiene requirements  are appl icable to a l l  employees :

Mainta in persona l  cleanl iness  by bathing regularly.

Ora l  hygiene (brushing of theeth) required.

use deodorant/antiperspi rant to minimize body ordours .

No heavi ly scented perfumes , colognes  and lotions . These can cause
a l lergice reactions , migranes  and respi ratory di ffi cul ty for other employees
and cus tomers .

Clean and trimmed fingerna i l s .

The fol lowing minimum guidel ines  peta ining to appearance must be adhered to by
every employee regardless  of location of employment:

Clothing mus t be clean, pressed, in good condi tion and fi t appropriately.
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Open toe shoes  are not permitted. Wearing high-heeled shoes  i s  not
recommended.

Neat and groomed ha i r, s ideburns , mous tache and beards  (no extreme
arti fi ca i l  colorus ) Departmenta l  grooming pol icies  supersedes  this  pol icy.

Commonly accepted body piercing are a l lowable but acceptance i s  a t the
discretion of an employee's  di rect report.

Tatoos  that are perceived as  offens ive, hosti le or that diminish the
effectiveness  of the employee's  profess iona l i sm must be covered and not
vis ible to s ta ff, cus tomers  or guests .

Uni forms  are required to wear

The fol lowing i tems  are NOT PERMITTED TO BE WORN on-shi ft by employees :

Sweat or jogging pants

Sleeveles s  s hi rts

Pnats  that expose the midri ff or underwear

Leggings

Shorts

Low-cut tops

Hal ter tops

Spagetti  s trap tops

Tops  that expose the midri ff or underwear

Any from of clothing that i s  mesh, sheer, see-through, torn or otherwis e
revea l ing.

Any form of clothing that i s  genera l ly offens ive, controvers ia l , di s ruptive or
otherwise dis tracting.

Any from of clothing that i s  overtly commercia l , conta ins  pol i ti ca l , persona l
or offens ive messages .

Fl ip-flops  or sanda ls

It i s  wi thin management's  discretion to send an employee home (without pay) to
change i f they arrive to work in what i s  deemed to be inappropriate atti re.

If management des ignates  "casua l  days ," an employee's  casua l  dress  must s ti l l  be
clean, neat and project a  profess iona l  image.

Genera l ly, employees  should mainta in a  clean and neat appearance and should
refra in from wearing s ta ined, wrinkled, frayed, or revea l ing clothing to the
workplace. Employees  are urged to use thei r discretion when determining what i s
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appropriate to wear to work. Employees  who wear inappropriate atti re to work may
be s ent home to change thei r clothing.

SPACETEL LA, Inc unders tands  that in certa in s i tuations , the Company may need to
make exceptions  to this  pol icy based on an employee’s  rel igion, dis abi l i ty, or other
characteri s tic protected under federa l , s tate or loca l  law. In accordance with a l l
appl icable laws , the Company wi l l  make every effort to provide reasonable
accommodation as  necessary unless  doing so would cause an undue hardship on
SPACETEL LA, Inc.

Questions  regarding appropriate workplace atti re should be di rected to your
s upervisor or Mary Ko 714-605-3401.

6.5  W o rk p l a ce  V i o l e n ce               

SPACETEL LA, Inc s trictly prohibi ts  workplace violence, including any act of
intimidation, threat, harassment, phys ica l  violence, verba l  abus e, aggress ion or
coercion aga ins t a  coworker, vendor, cus tomer, or vi s i tor.

Prohibi ted actions , include, but are not l imited to the fol lowing examples :

Phys ica l ly injuring another person

Threatening to injure another person

Engaging in behavior that subjects  another person to emotiona l  dis tress

Us ing obs cene, abus ive or threatening language or ges tures

Bringing an unauthorized fi rearm or other weapon onto company property

Threatening to use or us ing a  weapon whi le on company premises , on
company-related bus iness , or during job-related functions

Intentiona l ly damaging property

Al l  threats  or acts  of violence should be reported immediately to your s upervisor or
s ecuri ty pers onnel . Employees  should warn thei r supervisors  or securi ty personnel
of any suspicious  workplace activi ty that they observe or that appears  problematic. 
Employee reports  made pursuant to this  pol icy wi l l  be inves tigated promptly and
wi l l  be kept confidentia l  to the maximum extent poss ible. SPACETEL LA, Inc wi l l  not
tolerate any form of reta l ia tion aga ins t any employee for making a  report under
this  pol icy.  

SPACETEL LA, Inc wi l l  take prompt remedia l  action, up to and including immediate
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termination, aga ins t any employee found to have engaged in threatening behavior
or acts  of violence.

6.6  D ru g  & Al co h o l  U s e            

SPACETEL LA, Inc i s  committed to mainta ining a  workplace free of s ubstance abuse.
No employee or individua l  who performs  work for SPACETEL LA, Inc i s  a l lowed to
cons ume, pos ses s , sel l , purchase, or be impaired by a lcohol  or i l lega l  drugs , as
defined under federa l  and/or s tate law, on any property owned by or leased on
beha l f of SPACETEL LA, Inc, or in any vehicle owned or leased on beha l f of SPACETEL
LA, Inc or whi le on Company bus iness .

The us e of over-the-counter drugs  and lega l ly pres cribed drugs  i s  permitted as  long
as  they are us ed in the manner for which they were prescribed and provided that
s uch use does  not hinder an employee's  abi l i ty to sa fely perform thei r job.
Employees  s hould inform thei r supervisor i f they bel ieve thei r medication wi l l
impair thei r job performance, sa fety or the safety of others , or i f they bel ieve they
need a  reas onable accommodation when us ing such medication.

SPACETEL LA, Inc wi l l  not tolerate employees  who report for duty whi le impaired by
the us e of a lcohol  or drugs . Al l  employees  should report evidence of a lcohol  or
drug abus e to thei r supervisor or Mary Ko 714-605-3401 immediately. In cases  in
which the us e of a lcohol  or drugs  creates  an imminent threat to the s afety of
persons  or property, employees  are required to report the violation. Fa i lure to do
s o may res ul t in discipl inary action, up to and including termination of
employment.

As  a  part of our effort to mainta in a  workplace free of substance abuse, SPACETEL
LA, Inc employees  may be asked to submit to a  medica l  examination and/or cl inica l
tes ting for the pres ence of a lcohol  and/or drugs . Within the l imits  of federa l , s tate,
and loca l  laws , SPACETEL LA, Inc reserves  the right to examine and tes t for drugs  and
a lcohol  a t our discretion.

As  a  condi tion of your employment with SPACETEL LA, Inc, employees  mus t comply
with this  Drug & Alcohol  Use Pol icy. Be advised that no part of the Drug & Alcohol
Use Pol icy sha l l  be construed to a l ter or amend the at-wi l l  employment
relations hip between SPACETEL LA, Inc and i ts  employees .

Employees  found in violation of this  pol icy may be subject to discipl inary action, up

Page 47 of 60



to and including termination of employment.

6.7  S e xu a l  & Oth e r U n l a w f u l  H a ra s s m e n t                       

SPACETEL LA, Inc i s  committed to a  work envi ronment in which a l l  individua ls  are
treated with respect. SPACETEL LA, Inc express ly prohibi ts  discrimination and a l l
forms  of employee harassment based on race, color, rel igion, sex, pregnancy,
nationa l  origin, age, disabi l i ty, mi l i tary or veteran s tatus , or s tatus  in any group
protected by s tate or loca l  law. 

Sexua l  harass ment i s  a  form of discrimination and i s  prohibi ted by law. For
purpos es  of this  pol icy sexua l  harassment i s  defined as  unwelcome sexua l
advances , requests  for sexua l  favors , and other verba l  or phys ica l  conduct of a
s exua l  nature when this  conduct expl ici tly or impl ici tly a ffects  an individua l 's
employment, unreasonably interferes  with an individua l 's  work performance, or
creates  an intimidating, hosti le, or offens ive work envi ronment. Unwelcome s exua l
advances  (ei ther verba l  or phys ica l ), requests  for sexua l  favors , and other verba l  or
phys ica l  conduct of a  sexua l  nature consti tute sexua l  harassment when: (1)
s ubmis s ion to such conduct i s  made ei ther expl ici tly or impl ici tly a  term or
condi tion of employment; (2) submiss ion or rejection of the conduct i s  used as  a
bas is  for making employment decis ions ; or, (3) the conduct has  the purpose or
effect of interfering with work performance or creating an intimidating, hosti le, or
offens ive work envi ronment.

Sexua l  and unlawful  harassment may include a  range of behaviors  and may involve
individua ls  of the same or di fferent gender. These behaviors  include, but are not
l imited to:

Unwanted sexua l  advances  or requests  for sexua l  favors .

Sexua l  or derogatory jokes , comments , or innuendo

Unwelcomed phys ica l  interaction

Insul ting or obscene comments  or ges tures

Offens ive emai l , voicemai l , or text messages

Suggestive or sexua l ly expl ici t posters , ca lendars , photographs , gra ffi ti , or
cartoons

Making or threatening reprisa ls  a fter a  negative respons e to sexua l
advances
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Visua l  conduct that includes  leering, making sexua l  ges tures , or displaying
of sexua l ly s uggestive objects  or pictures , cartoons  or posters

Verba l  sexua l  advances  or propos i tions

Phys ica l  conduct that includes  touching, assaul ting, or impeding or blocking
movements

Abus ive or mal icious  conduct that a  reasonable pers on would find hosti le,
offens ive, and unrelated to the Company’s  legi timate bus iness  interes ts

Any other vi sua l , verba l , or phys ica l  conduct or behavior deemed
inappropriate by the Company

Harass ment on the bas is  of any other protected characteri s tic i s  a l so s trictly
prohibi ted. 

Co m p l a i n t Pro ce d u re :           

SPACETEL LA, Inc s trongly encourages  the reporting of a l l  ins tances  of
discrimination, harassment, or reta l ia tion. If you bel ieve you have experienced or
witness ed harass ment or discrimination based on s ex, race, nationa l  origin,
disabi l i ty, or another factor, promptly report the incident to your supervisor. If you
bel ieve i t would be inappropriate to discuss  the matter wi th your supervisor, you
may bypass  your supervisor and report i t di rectly to:

Mary Ko

mko.lexcel l@gmai l .com

714-605-3401

Any reported a l legations  of harassment or discrimination wi l l  be investigated
promptly, thoroughly, and impartia l ly. 

Any employee found to be engaged in any form of sexua l  or other unlawful
haras sment may be subject to discipl inary action, up to and including termination
of employment.

R e ta l i a ti o n  Pro h i b i te d :               

SPACETEL LA, Inc express ly prohibi ts  reta l ia tion aga ins t any individua l  who reports
discrimination or harassment, or ass i s ts  in investigating such charges . Any form of
reta l ia tion i s  cons idered a  di rect violation of this  pol icy and, l i ke discrimination or
haras sment i ts el f, wi l l  be subject to discipl inary action, up to and including
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termination of employment.

6.8  S e xu a l  a n d  Oth e r U n l a w f u l  H a ra s s m e n t ( Ca l i f o rn i a  Em p l o ye e s )                                             

SPACETEL LA, Inc i s  committed to a  work envi ronment in which a l l  individua ls  are
treated with respect. SPACETEL LA, Inc express ly prohibi ts  discrimination and a l l
forms  of haras sment aga ins t employees , interns , contractors  and volunteers .

The Ca l i fornia  Fa i r Employment and Hous ing Act (FEHA) defines  sexua l  harass ment
as  haras sment bas ed on sex or of a  sexua l  nature; gender harassment; and
haras sment based on pregnancy, chi ldbi rth, or related medica l  condi tions .
Harass ment on the bas is  of any other protected characteri s tic, including s ex, race,
nationa l  origin, color, ancestry, age, disabi l i ty, rel igion, mi l i tary s tatus , veteran
s tatus , genetic information, medica l  condi tion, mari ta l  s tatus , gender, gender
identi ty, gender expres s ion, sexua l  orientation, or any other characteri s tic
protected by law i s  a l so s trictly prohibi ted.

The law prohibi ts  sexua l  harassment by coworkers , s upervisors  and managers , and
non-employees , (s uch as  vendors  and customers ), whether the person i s  the same
or a  di fferent gender as  the harasser. The defini tion of sexua l  harassment includes
many forms  of offens ive behavior, including harassment of a  person of the same
gender as  the harass er and harassment of a  Company employee by a  non-
employee. Thes e behaviors  include, but are not l imited to:

Unwanted sexua l  advances

Offering employment benefi ts  in exchange for s exua l  favors

Actua l  or threatened reta l ia tion

Leering; making sexua l  ges tures ; or displaying sexua l ly s uggestive objects ,
pictures , cartoons , or posters

Making or us ing derogatory comments , epi thets , s lurs , or jokes , including
racia l , ethnic or rel igious  jokes , s lurs  or remarks

Sexua l  comments  including graphic comments  about an individua l ’s  body;
sexua l ly degrading words  used to describe an individua l ; or suggestive,
discriminatory or obscene letters , notes , or invi tations , including s ending
harass ing emai l s  or text messages  and messages  on s ocia l  media

Phys ica l  haras sment including touching or assaul t, as  wel l  as  impeding or
blocking movements
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Co m p l a i n t Pro ce d u re :           

SPACETEL LA, Inc s trongly encourages  the reporting of a l l  ins tances  of
discrimination, harassment, or reta l ia tion. Promptly report the incident to your
s upervisor i f you bel ieve you have experienced or wi tnessed haras sment or
discrimination based on any characteri s tic protected by law. Supervis ors  are
ins tructed to promptly report any compla ints  of misconduct to Mary Ko 714-605-3401.

If you bel ieve i t would be inappropriate to discuss  the matter wi th your supervis or,
you may bypas s  your supervisor, contact Mary Ko 714-605-3401, or report the matter
di rectly to:

Mary Ko
714-605-3401
mko.lexcel l@gmai l .com

Any reported a l legations  of harassment or discrimination wi l l  be investigated
promptly, thoroughly, and impartia l ly, providing a l l  parties  due process .

The Company wi l l  keep the investigation confidentia l  but only to the extent
poss ible to conduct an impartia l  and thorough investigation. The Company wi l l
document and track the investigation to ensure reas onable progress , and wi l l
provide appropriate resolution at the conclus ion of the investigation. Any
employee found to be engaged in any form of sexua l  or other unlawful  harassment
may be subject to dis cipl inary action, up to and including termination of
employment.

F i l i n g  a  Co m p l a i n t w i th  th e  D e p a rtm e n t o f  F a i r Em p l o ym e n t a n d                                        
H o u s i n g  ( D F EH ) :            

Employees  who bel ieve that they have been sexua l ly harassed may a lso fi le a
compla int of discrimination with DFEH within one year of the harassment. DFEH i s
part of the State of Ca l i fornia  and serves  as  a  neutra l  fact-finder, a ttempting to
help parties  resolve s uch disputes .

If DFEH finds  s uffi cient evidence to es tabl i sh that dis crimination occurred and
s ettlement efforts  fa i l , DFEH may fi le a  formal  accusation. This  wi l l  lead to ei ther a
publ ic hearing or a  lawsui t fi led by DFEH on beha l f of the compla inant. If DFEH
finds  that harass ment has  occurred, i t may order certa in remedies  to the
compla inant. For more information see DFEH-159 “Guide for Compla inants  and
Respondents ”.

Contact DFEH tol l  free at (800) 884-1684, TTY (800) 700-2320 or vi s i t thei r webs i te at
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www.dfeh.ca .gov.

R e ta l i a ti o n  Pro h i b i te d :               

SPACETEL LA, Inc express ly prohibi ts  reta l ia tion aga ins t any individua l  who reports
discrimination or harassment, or participates  in an investigation of s uch charges .
Any form of reta l ia tion i s  cons idered a  di rect violation of this  pol icy and, l i ke
discrimination or harassment i tsel f, wi l l  be subject to discipl inary action, up to and
including termination of employment.

Any ques tions  or concerns  regarding this  pol icy can be di rected to Mary Ko 714-605-
3401.

6.9  Te l e p h o n e  U s a g e              

SPACETEL LA, Inc telephones  are intended for the sole use of conducting company
bus iness . Pers ona l  use of the Company's  telephones  and individua l ly owned cel l
phones  during bus iness  hours  should be kept to a  minimum or for emergency
purpos es  only. We ask that persona l  ca l l s  only be made or received outs ide of
working hours , including during lunch or break time. Long dis tance phone ca l l s
which are not s trictly bus iness -related are express ly prohibi ted.

Any employee found in violation of this  pol icy wi l l  be subject to discipl inary action,
up to and including termination of employment.

6.10  Pe rs o n a l  Pro p e rty         

Employees  s hould use thei r discretion when bringing persona l  property into the
workplace. SPACETEL LA, Inc assumes  no ri sk for any los s  or damage to persona l
property. 

Addi tiona l ly, employees  may not possess  or display any property that may be
viewed as  inappropriate or offens ive on SPACETEL LA, Inc premises .

6.11  U s e  o f  Co m p a n y Pro p e rty             
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Company property refers  to anything owned by the company: phys ica l , electronic,
intel lectua l , or otherwise. The use of company property i s  for bus iness  necess i ty
only.

When materia l s  or equipment are ass igned to an employee for bus iness , i t i s  the
employee's  res pons ibi l i ty to see that the equipment i s  used properly and cared for
properly. However, a t a l l  times , equipment ass igned to the employee remains  the
property of the Company, and i s  subject to reass ignment and/or use by the
Company without prior notice or approva l  of the employee. This  includes , but i s  not
l imited to, computer equipment and data  s tored thereon, voicemai l , records , and
employee fi les .

SPACETEL LA, Inc has  created speci fi c guidel ines  regarding the use of company
equipment. Below i s  a  l i s t of employee respons ibi l i ties  and l imitations  with
regards  to company property. 

Pe rs o n a l  u s e  o f  co m p a n y p ro p e rty:                    

Company property i s  not permitted to be taken from the premises  without proper
wri tten authori ty from company management. 

Co m p a n y To o l s :        

Al l  neces sary tools  are furnished to employees  in order to ass i s t them in thei r
required duties . Each employee i s , in turn, respons ible for these tools . Tools
damaged or s tolen as  a  resul t of an employee's  negl igence wi l l , to the extent
permitted by federa l , s tate and loca l  law, be charged to the employee. 

Ca re  o f  Co m p a n y Pro p e rty:           

Office areas  s hould be kept neat and orderly and a l l  equipment should be wel l -
mainta ined. The theft, misappropriation, or unauthorized remova l , possess ion, or
us e of company property or equipment i s  express ly prohibi ted. 

Any action in contradiction to the guidel ines  set herein may res ul t in discipl inary
action, up to and including termination of employment.

6.12  S m o k i n g        
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SPACETEL LA, Inc provides  a  smoke-free envi ronment for i ts  employees , cus tomers ,
and vis i tors . Smoking, including the use of e-cigarettes  and vaporizers , i s
prohibi ted throughout the workplace. We have adopted this  pol icy because we
have a  s incere interes t in the hea l th of our employees  and in mainta ining
pleas ant working condi tions .

6.13  V i s i to rs  i n  th e  W o rk p l a ce                    

To ens ure the safety and securi ty of SPACETEL LA, Inc and i ts  employees , ONLY
AUTHORIZED vis i tors  are permitted on Company premis es  and in Company
faci l i ties .

Al l  vi s i tors  must enter through the main reception area  and s ign in and out at the
front des k. Al l  vi s i tors  are a lso required to wear a  “vis i tor” badge whi le on
SPACETEL LA, Inc premises . Authorized vi s i tors  wi l l  be escorted to thei r destination
and mus t be accompanied by a  representative of the Company at a l l  times .

6.14  Co m p u te r,  Em a i l  & I n te rn e t U s a g e                      

Computers , emai l , and the Internet a l low SPACETEL LA, Inc employees  to be more
productive. However, i t i s  important that a l l  employees  use good bus iness
judgment when us ing SPACETEL LA, Inc’s  electronic communications  sys tems  (ECS).

S ta n d a rd s  o f  Co n d u ct a n d  ECS               

SPACETEL LA, Inc s trives  to mainta in a  workplace free of discrimination and
haras sment. Therefore, SPACETEL LA, Inc prohibi ts  the use of the Company’s  ECS for
bul lying, harass ing, discriminating, or engaging in other unlawful  misconduct, in
violation of the Company’s  pol icy aga ins t discrimination and harass ment.

Co p yri g h t a n d  o th e r I n te l l e ctu a l  Pro p e rty                       

Respect a l l  copyright and other intel lectua l  property laws . For the Company's
protection as  wel l  as  your own, i t i s  cri ti ca l  that you show proper respect for the
laws  governing copyright, fa i r use of copyrighted materia l  owned by others ,
trademarks  and other intel lectua l  property, including the Company's  own
copyrights , trademarks  and brands . Employees  are a lso res pons ible for ensuring
that, when sending any materia l  over the Internet, they have the appropriate
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dis tribution rights .

SPACETEL LA, Inc purchases  and l i censes  the use of various  computer software for
bus iness  purposes  and does  not own the copyright to this  software or i ts  related
documentation. Unless  authorized by the software developer, SPACETEL LA, Inc does
not have the right to reproduce such software for use on more than one computer.
Employees  may only use software according to the software l i cense agreement.
SPACETEL LA, Inc prohibi ts  the i l lega l  dupl ication of software and i ts  related
documentation.

ECS  G u i d e l i n e s         

The fol lowing behaviors  are examples  of previous ly s tated or addi tiona l  actions
and activi ties  under this  pol icy that are prohibi ted:

Sending or posting discriminatory, harass ing, or threatening mess ages  or
images  about coworkers , supervisors  or the Company that violate the
Company’s  pol icy aga ins t discrimination and harass ment.

Stea l ing, us ing, or disclos ing someone else's  code or password without
authorization.

Pi rating or downloading Company-owned software without permiss ion.

Sending or posting the Company’s  confidentia l  materia l , trade s ecrets , or
non-publ ic proprietary information outs ide of the Company. Wages  and
other condi tions  of employment are not cons idered confidentia l  materia l .

Violating copyright laws  and fa i l ing to observe l i cens ing agreements .

Participating in the viewing or exchange of pornography or obscene
materia l s .

Sending or posting messages  that threaten, intimidate, coerce, or otherwise
interfere with the job performance of fel low employees .

Attempting to break into the computer sys tem of another organization or
person.

Refus ing to cooperate with a  securi ty inves tigation.

Us ing the Internet for gambl ing or any i l lega l  activi ties .

Sending or posting messages  that disparage another organization's
products  or services .

Pass ing off persona l  views  as  representing thos e of SPACETEL LA, Inc.

Pri va cy a n d  Mo n i to ri n g          

Computer hardware, s oftware, emai l , Internet connections , and a l l  other computer,
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data  s torage or ECS provided by SPACETEL LA, Inc are the property of SPACETEL LA, Inc.
Employees  have no right of persona l  privacy when us ing SPACETEL LA, Inc’s  ECS. To
ensure productivi ty of employees , compl iance with this  pol icy and with a l l
appl icable laws , including harassment and anti -discrimination laws , computer,
emai l  and Internet us age may be monitored.

This  pol icy i s  not intended to res trict an employee’s  right to discus s , or act together
to improve, wages , benefi ts  and working condi tions  with co-workers  or in any way
restrict employees ’ rights  under the Nationa l  Labor Relations  Act.

Violations  of this  pol icy may resul t in discipl inary action, up to and including
termination of employment. Questions  or concerns  related this  pol icy s hould be
directed to your s upervisor or Mary Ko 714-605-3401.

6.15  Co m p a n y S u p p l i e s              

Only authorized persons  may purchase suppl ies  in the name of SPACETEL LA, Inc. No
employee whos e regular duties  do not include purchas ing s ha l l  incur any expense
on beha l f of SPACETEL LA, Inc or bind SPACETEL LA, Inc by any promis e or
representation without express  wri tten approva l .
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7.Timekeeping & Payroll

7.1  Atte n d a n ce  & Pu n ctu a l i ty            

Absenteeism and tardiness  place an undue burden on other employees  and on the
Company. SPACETEL LA, Inc expects  regular a ttendance and punctua l i ty from a l l
employees . This  means  being in the workplace, ready to work, a t your s cheduled
s tart time each day and completing your enti re s hi ft. Employees  are a ls o expected
to return from scheduled meal  and break periods  on time.

Al l  time off must be requested in wri ting, in advance, as  outl ined in the Company’s
Pa id Time Off (PTO) pol icy. If an employee i s  unexpectedly unable to report for work
for any reason, he or she must di rectly noti fy thei r supervisor as  early as  poss ible,
and preferably prior to thei r scheduled s tarting time. It i s  not acceptable to leave a
voicemai l  mes sage with a  supervisor, except in extreme emergencies . In cases  that
warrant leaving a  voicemai l  message or when an employee’s  di rect supervisor i s
unava i lable, a  fol low-up ca l l  must be made la ter that day.

If an i l lness  or emergency occurs  during work hours , employees  should noti fy thei r
s upervisor as  s oon as  poss ible.

Employees , who are going to be absent for more than one day, s hould contact thei r
s upervisor on each day of thei r absence. SPACETEL LA, Inc reserves  the right to ask
for a  phys ician's  s tatement in the event of a  long-term i l lness  (three consecutive
days ), or multiple i l lnesses  or injuries .

If an employee fa i l s  to noti fy thei r supervisor a fter three consecutive days  of
absence, SPACETEL LA, Inc wi l l  presume that the employee has  voluntari ly res igned.
SPACETEL LA, Inc wi l l  review any extenuating ci rcumstances  that may have prevented
him or her from ca l l ing in before the employee i s  removed from payrol l .

Should undue or recurrent absence and tardiness  become apparent, the employee
wi l l  be s ubject to discipl inary action, up to and including termination of
employment.

This  pol icy i s  not intended to res trict an employee’s  right to discus s , or act together
to improve, wages , benefi ts  and working condi tions  with co-workers  or in any way
restrict employees ’ rights  under the Nationa l  Labor Relations  Act.

7.2  T i m e k e e p i n g            
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It i s  the Company's  pol icy to comply with appl icable laws  that require records  to be
mainta ined of the hours  worked by our employees . Every employee i s  respons ible
for accurately recording time worked.

In addi tion to recording arriva l  and departure time, non-exempt employees  are
required to accurately record the s tart and end of each meal  period as  wel l  as  any
departure for non-work related reasons . Any errors  in time records , must be
immediately reported to your supervisor.

Absent prior authorization, non-exempt employees  are not permitted to s tart work
unti l  thei r scheduled s tarting time or work past thei r scheduled ending time.

SPACETEL LA, Inc s trictly prohibi ts  non-exempt employees  from working off the clock
for any reason. Al l  time spent working must be logged and accounted for; this
includes  time spent us ing electronic devices  for work-related purposes . 

Vacation days , s i ck days , hol idays , and absences  for jury duty, funera l  leave or
mi l i tary tra ining must be speci fi ca l ly recorded by a l l  employees .

It i s  the respons ibi l i ty of a l l  employees  to submit and approve thei r time records
each week.

Al tering, fa l s i fying, tampering with time records , or recording time on another
employee's  time record may resul t in discipl inary action up to and including
termination of employment.

7.3  Pa yd a ys     

SPACETEL LA, Inc employees  are pa id on a  Semi-monthly bas is . In the event that a
regularly scheduled payday fa l l s  on a  hol iday, employees  wi l l  be pa id on the day
preceding the hol iday, unless  otherwise required by s tate law.

Paychecks  wi l l  not, under any ci rcumstances , be given to any person other than the
employee without wri tten authorization. Paychecks  may a lso be mai led to the
employee's  l i s ted address  or, upon advance wri tten authorization, depos i ted
directly into an employee's  bank account. Employees  who elect payment through
direct depos i t wi l l  receive an i temized s tatement of wages  when the Company
makes  di rect depos i ts . 
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In the event of employee termination, the employee wi l l  receive thei r accrued pay
in accordance with appl icable federa l , s tate and loca l  laws .

7.4  Pa yro l l  D e d u cti o n s             

SPACETEL LA, Inc makes  deductions  from employee pay only in ci rcumstances
permitted by appl icable law. This  includes , but i s  not l imited to, mandatory
deductions  for income tax withholding and Socia l  Securi ty and Medicare
contributions  as  wel l  as  voluntary deductions  for hea l th insurance premiums  and
other related contributions . 

If you bel ieve that an improper deduction has  been made from your pay, ra i se the
iss ue with Mary Ko 714-605-3401 immediately. SPACETEL LA, Inc wi l l  promptly
inves tigate. If the investigation revea ls  that you were subjected to an improper
deduction from pay, you wi l l  be reimbursed promptly.

7.5  Ove rti m e       ( Ca l i f o rn i a  Em p l o ye e s )                  

The nature of our business sometimes requires employees to work overtime. Supervisors will
notify employees when overtime is required. Employees are not permitted to work overtime
without prior authorization from their supervisor.

Non-exempt employees will be paid overtime in accordance with state and federal overtime
requirements as follows:

One and one-ha l f times  (1.5) the regular rate of pay for a l l  hours  worked in
excess  of eight (8) hours  in any workday;

One and one-ha l f times  (1.5) the regular rate of pay for a l l  hours  worked in
excess  of 40 hours  in the same workweek;*

Two times  the regular rate of pay (or double time) for a l l  hours  worked in
excess  of twelve (12) in any workday;

One and one-ha l f times  (1.5) the regular rate of pay for the fi rs t eight (8)
hours  on the s eventh consecutive day in the s ame workweek;*

Two times  the regular rate of pay (or double time) for a l l  hours  worked in
excess  of eight (8) on the seventh consecutive day in the same workweek.*

There may be exceptions to these standards where allowed by law. Employees are
encouraged to speak with their supervisor or Mary Ko 714-605-3401 for more information.
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Please be reminded employees are not permitted to work overtime unless it has been
authorized in advance by their supervisor.

Employees are generally entitled to a day of rest after working six consecutive days in the
same workweek, unless their work hours never exceed 30 in any workweek or six on any day
of the workweek. Employees aren’t encouraged to forgo their day of rest, but they may
voluntarily choose to do so. Before foregoing a day of rest, notify Mary Ko 714-605-3401 in
writing. If the nature of the job requires an employee to work seven or more consecutive
days, the employee will receive, in each calendar month, the equivalent of one day's rest in
seven.

* The workweek is defined as any seven consecutive days, starting with the same calendar
day each week, as determined bySPACETEL LA, Inc. For more information, employees are
encouraged to speak with their supervisor or Mary Ko 714-605-3401.
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