Highlight Industries, Inc.

Employee Handbook of Policies and Procedures

Effective July 24, 2017



Employee Handbook Table of Contents Revised 07/24/17

Welcome
Letter from the President ... 4....
Company Formula for Success ... 5....

About Highlight Industries, Inc.
Company History e 6

Mission Statement L 7
About this Handbook
Purpose 8
Modifications L 8
About your employment
Orientation Period 9
Your Benefits 9
Definition of “Part Time” and “Full Time” ...............10
Time — Off Policies
Compensated Time Off (CTO) . 1.1
Paid Time Off (PTO) 11
Attendance and Uncompensated Time Off (UTO) ...13
ETO 15
rRTO 15
vto 15
Holiday Pay 15
BereavementPay L 16
Jury Duty 16
Wage and Benefit Policies
Working Hours 17
Breaks L 17
LunchBreaks 17
Overtime 17
Pay Period 18
Direct Deposit 18
Employee Reviews L 19
Quarterly and Annual Bonuses ... 9..1
Childcare Flex 20
Tuition Reimbursement L 21
400(K) 22
Flexible CafeteriaPlan 23

Medical Insurance and Health Savings Accounts......23
Health Challenge Programs ... 4..2



7. General Policies

Alcohol and Drug Testing . 25
Americans with Disabilities Act e 28
At Will Employment L 28
Business Travel L 28
Gifts From Vendors/Customers ... 29
Confidential Information L 30
Discipline 30
Discriminatory Harassment ... 1.3
Employment Records L 33
Equal Employment Opportunity ... 33.
Exit Interview L 34
Family Medical Leave Act ...l 34
Leave of Absence not covered under FMLA ............. 35
Ideas and Suggestions L 35
Personal Phone Calls 36
Personal Projects Using Company Equipment........... 36
Policies on Internet Usage ... 36
Quality 37
Resignation and departure from employment............37
Safetyand Health 37
Solicitations and Distributions — |
TimeClock 41
Violations of Policies L. 42

8. About Arbitration of Disputes .. 43

9. Receipt and Acknowledgment
Receipt of Handbook .l 46

Employee Acknowledgment ... 47..



Welcome to Highlight Industries, Inc.

Welcome to Highlight Industries, Inc. We are gthdt you have joined our team. We
trust that you will enjoy your work here and that association will be mutually
beneficial.

You have joined an organization that strives fooatstanding reputation for quality
manufactured products. We hope that you too wid Satisfaction and take pride in
your work here.

Compensation and personal satisfaction gained &gob well done are some of the
reasons that people work. Health benefits, cateeelopment and pleasant working
relationships and working conditions may be otlaetdrs to consider. Highlight
Industries is committed to doing its part to extémgiou a satisfying work experience.

In this handbook we will explain what you can exgdezm Highlight Industries and what
we expect from you. We ask that you read this rahtioroughly. We have tried to use
simple and clear language in order to avoid miststdadings. If any part of this
handbook is unclear, please ask your SupervisttreoHuman Resource Administrator to
explain it.

Upon receipt of the Highlight Industries, Inc. Exayge Handbook, you will be asked to
acknowledge your receipt and to review the Handlzokfully.

Kurt Riemenschneider



Company Formula for Success

The success of the Company and success of the employees go hand in hand.
Happy, satisfied employees produce better products.
We want you to enjoy your working hours at Highlight.

It isour intent to work together to devel op this formula for success.



About Highlight Industries, Inc.

In the basement of Kurt and Karen Riemenschneid&ésdville home, a small idea was
beginning to grow. This idea was to create a umigud superior line of stretch wrap
equipment. At the age of 31, Kurt received histfpatent for his invention called the
“Highlight Handwrapper”. With patent in hand, Kak¢cided to enter the industrial
packaging machinery field.

Highlight's modest goal at this time was to prodaoe sell 20 Handwrappers a week.
Soon, with the added help of four employees, Hgittlbegan to blossom. The spring of
1981 gave birth to the company we know today alitjgt Industries, Inc.

The company quickly outgrew the Riemenschneideasement. 1983 saw the expansion
of Highlight out of the basement and into a reriiadding in Wyoming. With the
additional room and six more employees, Highligtganded its production to include a
line of powered machines, namely the Synergy andRer.

In 1986 Highlight Ind. built its first building &949 Remico in Grandville. The first
Freedom was introduced to the world of packagint987. An addition to the
Grandville property in 1991 doubled its size. Hight was quickly becoming the
world’s leader in stretch wrap equipment.

Highlight was recognized as “One of the Top 100é&Growing Privately Held
Companies in the State of Michigan in 1989, 198®11and 1992”. However, to
maintain this level of production Highlight needadre room. In the summer of 1997
Highlight built a new 57,000 square foot building2894 Prairie Street in Wyoming.
The plant is equipped with state-of-the-art mantufiieg machinery and 75 of the best
people in Michigan. In 2012, Highlight more thasuled its manufacturing,
warehousing and office capacity with the purchdse &il,000 square foot building next
door.

Growth in technology and specialization has enabligghlight to stay ahead of its
competitors. The company produces the most tealyiadvanced stretch wrap
equipment in the world, and it is recognized adé¢laéer in quality control equipment for
stretch film and resin producers. Highlight offéne largest selection of stretch wrap
equipment on earth, with over 2,000 distributorsldwide. With the concept of

building the highest quality, highest value andhlesst technology products, Highlight has
taken a small idea and stretched it to becomenithestry leader.



Mission Statement

Highlight’'s mission is to provide the highest gtglhighest value and highest
technological products, to our customers, by eraging everyone at Highlight to use
and improve their abilities to achieve their highastential.



About This Handbook

Purpose of This Handbook

The purpose of this handbook is to provide infoiorategarding your employment with
Highlight Industries, Inc. You will be expectedabide by all policies that are contained
herein. For its part, the Company will strive ]ndonsistent in its application of these
policies.

Modifications

All policies, including benefit policies, as expiad in this handbook may be changed or
deleted from time to time as employment legislagod business conditions dictate. No
such change will be made unless it is in writind ailgned by the President. If any
changes or deletions are made, the Company wilereakry reasonable effort to notify
all employees.



About Your Employment

Orientation Period

The first 90 days of your employment is a perioéddjustment for you and the
Company. This period is a time for you to learowttthe tasks involved with your job,
getting to know your fellow employees and the gecand procedures of the company.
For all new employees, the first 90 days are todesidered an orientation period. This
initial period should give ample time to becomewsigted with your work and give your
supervisor an opportunity to properly evaluate yanagress.

At this time you may become a regular employeeehawur orientation period extended
or your employment terminated.

Upon successful completion of the orientation p&rmu will be classified as a regular

employee. At this time, if you are a full time utgr employee you will be eligible for
company paid benefits.

Your Various Benefits With Highlight Industries

In addition to the wages or salary you earn, Higftlindustries provides a variety of
benefit programs. These are just some of the berkét are available to eligible
employees.

» Dental Insurance

» Direct Deposit

* Tuition Reimbursement

* Flexible Cafeteria Plan

* Group Term Life Insurance

» Health Care/Hospitalization Insurance combined W#alth Savings Accounts
(HSASs)

* Long Term Disability Insurance



Definitions of Employees

Definition of “Part Time” and “Full Time” Employees

For purposes of remunerated time off (e.g., PTOD@hd Holiday) and benefits
associated with the medical insurance plan andbllexafeteria plan, “full time” is
defined as being employed by the Company on a ae@alsis for at least 36 hours per
one week pay period based on a 3 month look bat&dand their position, requiring
over 30 hours per one week pay period for at l@astdditional 6 months. In order to
receive “full time” benefits, an employee must woltking the hours Highlight
Industries is open for business with the public.

An employee working in a “part time” position asssified by Highlight Industries will
not receive full time benefits.

Definition of “Non Exempt” and “Exempt” Employees

The provisions of the Fair Labor Standards Act aetige which employees are subject to
the overtime pay requirements of the law and whighexempt from those requirements.
It is common to refer to employees who are sulifeovertime as “non exempt” (hourly)
and those employees that are not subject to theiimeeprovision as “exempt” (salaried),
based upon legal requirements.
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Time - Off Policies

Compensated Time Off (CTO)

Highlight Industries, Inc. will give all eligibleufl time non-exempt employees and full
time exempt employees paid personal time off. Time will be referred to as
“Compensated Time Off” or CTO. This time bank wéhew on your anniversary date.
In no anniversary year may more than a total afidésed CTO hours be carried over
from all previous years.

In order to use CTO as a full sick day, you mudtinavithin two hours of the start of
your shift. An employee may leave a message ivoiee mailbox of his or her
supervisor, or they may leave a message in thergidrdghlight mailbox, and it will be
transferred to their supervisor. Highlight's phonanber is 616-531-2464. CTO must
be used in one (1) hour increments. CTO can be faseany purpose BUT you are
encouraged to use this time bank for sick days.

Normally there will be no PTO or CTO time for pirhe employees.
For employees converting from part time to full ¢éistatus, length of service is measured
from the point of conversion to full time statust from the point of hire.

The schedule of CTO time earned upon full time eyplent for non-exempt employees
is as follows:

Upto3months ... 0 hours
After 3months ... 20 hours
Every anniversary thereatter ....................20 hours

The schedule of CTO time earned upon full time e@yplent for exempt employees is as
follows:

Upto3months ..., 0 hours
After 3months ... 28 hours
Every anniversary thereafter ................cc... 28 hours

Paid Time Off (PTO)

Highlight Industries, Inc. will give all eligibleufl-time, non- exempt and exempt
employees paid time off (PTO) after the employeedampleted six (6) months of
continuous employment. Your PTO year is measu@d fyour date of hire. For proper
scheduling of PTO of more than two (2) consecudiags, you must notify your
supervisor five (5) workdays in advance. For t&pdays or less PTO will be excused
only if you have a signed PTO form 24 hours in axbeeof the requested PTO time off.
You must have your PTO form signed by your supen@nd then submitted to the
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Human Resource Department for record keeping pegoshese forms are located in
the Human Resource Department.

Paid time off will be granted on the basis of sétyand production requirements.

Highlight Industries, Inc. believes that all empeyg need their allocated PTO time off.
To encourage the use of this time, you must use tyme in the year earned. If you do
not use all of your PTO, you cannot carry the tower into the following year, nor will
you be paid for that time that you do not take.

Employees earning more than 100 hours of PTO imaa snay request to have the hours
over 100 to be paid to them in lieu of taking timeet off. The request must be approved
by their supervisor and, if approved, the hours$ el paid out with the paycheck
following the completion of their anniversary yegdFor example, if an employee has
accrued 116 hours PTO as of February 2, 2012 (arsawy date) he/she may request,
and, if approved, have 16 hours PTO paid out rdtieer take the 16 hours as time off.
The hours approved would be paid out on the fiagtheck following February 2, 2013.)

PTO may be used as vacation time, sick time (ifath@ve mentioned policies are
followed), personal time or for whatever purposa y@uld like. Remember, if PTO
time is used for an illness over five (5) days,mast have documentation on file that
you are able to return to work.

PTO time is allocated in hours. You may not tak©Rime in less than half-day
(4 hour) increments. Once per year any remainif@ Rours can be taken to use up
allocated PTO time.

Each anniversary date PTO is accrued and remains tised until the next anniversary
date. For employees converting from part timeutbtime status, length of service is
measured from the point of conversion to full tistatus, not from the point of hire.

The schedule of PTO time earned based upon elifibléme employment is as
follows:

Upto 6 months ....oooooeiiiiii e 0 hours
AFter 6 months ..o 20 hours
AREr 1 YEAN woivvviiiiiiiieeieeeee e 52 hours
AREr 3 YEAIS .. e s 80 hours
AREr 5 YEAIS ..vvviiiiiiiiiiiiiiiiee s e e 96 hours
AFLEr 8 YEAI'S ..vvviiiiiiiiiiiiiiiiie e e e eeeeneaenes 116 hours
AFter 10 YEArS .. .ovvvviveieeeiiiiiineiieenee s e 136 hours
12 years and OVEr .......covvviiiiiiiieiieiie i, 140 hours

12



Attendance and Uncompensated Time Off (UTO)

You are expected to be at your workstation andyréaavork at the beginning of your
scheduled shift. Absenteeism and tardiness rashtith lost productivity and additional
costs to the Company. Directly related to abseésieand tardiness are the costs of
additional staff, additional overtime and produstproblems due to constant shifting of
employees to maintain production.

From time to time, absences, tardiness and leaanly are unavoidable. Highlight
Industries, Inc. is aware that emergencies, illmegwessing personal business which
cannot be scheduled outside your work hours mag aThese absences or tardiness fall
into two categories:

1. Excused
2. Unexcused

Absences for the following reasons are excused:

Jury Duty

Bereavement Leave

Family Medical Leave

Paid Time Off (PTO)

Compensated Time Off (CTO)

Excused Time Off (ETO)

Required Time Off (RTO)

Voluntary Time Off (VTO)

Leaves of Absence — pre-approved at least 60 deggviance

CoNoOR~WDNE

Any absence or tardiness, which is not excuseth®above-mentioned reasons, is
considered unexcused. To accommodate those citanoes that are not excused, each
non-exempt employee is permitted 24 hours of Unpaite Off (UTO). This 24-hour
UTO bank is accrued at date of hire and renews aaciversary date thereafter. There
is no carry over of unused UTO. Unexcused absemcesdiness will be deducted from
this UTO bank.

1. Unexcused tardiness or leaving early will béudted from UTO in 1/2-hour
(30 minute) increments.

2. Absence for more than 4 hours in a day wiltlbducted from UTO as 8 hours.
3. If an employee does not punch in at the beginnfrtgeshift, or punch out at
the end of a shift, the employee will be assessathanum of .5 hours of UTO
(for an employee that has used up his/her banKi@ bours, this translates into a
minimum of one (1) point in the assessment of @int

4. Absences not covered by PTO/CTO/ETO/RTO/VTQO belsubject to UTO
and discipline points even if you have a physigaxcuse from work, except in
the case of FMLA.
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Any absence, tardy or leaving early in excess of YdTO, PTO, RTO, VTO, ETO or
CTO will result in the assessment of points:

1. Tardiness or leaving early of one hour or tesse (1) point

2. Tardiness or leaving early of more than ongr ot less than 4 hours — two
(2) points

3. Absent for four hours or more in one day +f@l) points

The discipline points accumulated within any 12-thgperiod will be assessed in the
following manner:

0 points Written Warning by Supervisor
10 points Written Warning by Supervisor and ong of& without pay
14 points Written Warning by Supervisor and thatags off without pay
20 points Termination

An employee that falls under the disciplinary actad the point system will not receive
the same disciplinary action in the same quatrter.

Periodically the Company needs more or less laiqmuts than the normal 40-hour work
week provides, depending on factors such as custgairements and production
deadlines. Mandatory work hours will be postecheaeek for non-exempt employees.
Non-exempt employees are expected to work the ntandaours unless notified
otherwise by an employee’s supervisor. If mandabaurs are not worked in a week,
violation of the mandatory hours policy will haveegative effect in the calculation of
an employee's quarterly bonus, if there is a qug®nus for the quarter. Such
Overtime Time Off (OTO) is accordingly tracked fprarterly bonus purposes, but it will
not affect UTO and discipline points. For each Mole day** (8 hours) that an
employee is off through use of PTO, RTO or CTO ompany-designated holiday, the
mandatory work hours for the work week is reducge@@% of the week's mandatory
work hours. There is no reduction in mandatorykawurs for partial days (anything
less than 8 hours) taken off through use of PTODRCTO or Company-designated
holiday. For example, if the mandatory work hoara week are 45 hours, and an
employee takes off two whole days (16 hours) willoRn the week, then the employee
must work 27 hours (= 45 hours minus (2 times 2i086és 45 hours)) in the week in
order to be in compliance with the Company policy.

If you have any questions about how to calculagehtburs you need to work, you may
ask the Human Resources Department.
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Excused Time Off (ETO)

There are 2 types of ETO. The first is for coyap@arances required by subpoena. The
second is during severe weather-related conditidnsh can be called at the discretion
of the President of the Company. On days wherPtesident permits unpaid, excused
time off for severe weather-related conditions, kyges can decide whether they come
into work and how much time they work during thayd Employees that will be taking
ETO time off should inform their supervisor andrtum a time-off form to the Human
Resources Administrator. Employees taking ETO tifi@n a day preceding or
following a holiday will still be paid for Holidayime. ETO time off is unpaid, so hourly
and salaried employees wanting to be paid for Bi@ bff must use PTO or CTO time.
In such cases, the advance notice policy for Pi@ will be waived. In order to find

out if there is ETO permitted, employees shouldlio& the Company’s voice mail
system to extension 611. There will be a recordedsage indicating whether ETO is
permitted.

Required Time Off (RTO)

At certain times it may be necessary for the Comgpgardeclare required time off (RTO)
days, generally due to economic slow-down. RTQ élunpaid time off, unless an
employee applies available PTO or CTO to the RT@&da

Voluntary Time Off (VTO)

The Company may at its discretion allow voluntamnyet off (VTO) according to
department-specific guidelines. VTO is unpaid tiofie in which an employee
volunteers to take time off, but is not requiredltoso.

Holiday Pay

Paid Holidays
1/2 day before New Years Thanksgiving Day
New Years Day Thanksgiving Friday
Memorial Day 1/2 day before Christmas
Independence Day Christmas Day
Labor Day

A holiday “day” is defined as 8 hours for all Higgtit Industries, Inc. employees.
To qualify for holiday pay you must meet the foliog requirements:

1. Complete 90 working days at the company asl aifioé employee prior to the
holiday
2. Work the regular workday before and after thigdlay unless you submit a

doctor's statement stating that you were unabieord, or obtain pre-approved
PTO, RTO or CTO time off subject to the manageissm@tion. We recommend
that employees turn in their request one week waacke of their requested day
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off but this is not required. You will not be pdal the holiday itself if you fail to
follow theseguidelines.

3. Be no more than 1 hour late for work the busirdssy after the holiday unless
pre-approved PTO, RTO or CTO time off, subjecti® manager’s discretion
4. Be a full time regular employee

5. Absences on the day before or after the holidaytddeMLA certified illness or
ETO will not affect holiday pay

Bereavement Pay

When a death occurs in your immediate family, finle employees may, on request, be
excused and paid for up to three (3) working dajls\Wing the death, within the five (5)
calendar day period. The immediate family is dadims spouse, birth or adopted
children, parents, parents-in-law, brothers oessst

When a death occurs to your grandparent or graedpar-law, you may request time
off. The company does not pay this time. You rake this as excused, unpaid time off
or PTO time. This practice will also apply to gidahildren, nieces or nephews, and
brothers-in law or sisters-in-law.

Jury Duty

A full time employee (who has successfully compldtee orientation period) who is
summoned and reports for jury selection or dutyprascribed by law, may receive pay
from the Company.

This payment will be an amount equal to the diffiee=between the wages you would
have earned by working the scheduled shift anguttyepay received from the court.
Any amount the court pays for travel or other exgasnwill not be considered as being
part of the court fee.

If you are not required to spend a full day in ¢pyou are expected to return to work
within one hour after being dismissed from dutyless special arrangements have been
made with your supervisor. The one-hour traveétimill be counted for pay purposes.

The hours allocated to jury duty will be creditesvards overtime pay on hours actually
worked.

In order to receive payment, you must give youresugor prior notice that you have
been summoned for jury duty on the days for whioh sequest payment. The court
clerk will furnish, upon your request, a statemestifying the days on which you have
served and the amount paid by the court for thmgice

The Company’s payment will be calculated and paig @r those days on which the
employee would otherwise have been scheduled tk.wor

16



Wage and Benefit Policies

Working Hours

Highlight Industries is generally open for businéssn 8:00 a.m. until 5:00 p.m.
Monday through Friday. Non- production personnelexpected to work during the
hours Highlight Industries offices are open forihass with the general public.

Production personnel hours are presently 7:00 @anti.3:30 p.m. If you are an hourly
employee and you punch in prior to the start ofryghift, your time will commence at
7:00 a.munless approved by your supervisor.

Breaks

There are two Company paid work breaks per dayal&rare scheduled from 9:00 a.m.
until 9:10 a.m. and from 2:00 p.m. until 2:10 p.m.

Lunch Breaks

Hourly associates must punch in and out on thmie tards. If you leave the premises
during your lunch period you must punch out whevileg and punch in upon returning.
You must return to work on time at the end of ylunch period. Presently lunch starts
at 11:30 a.m. until 12:00 noon.

Overtime

The provisions of the Fair Labor Standards Act aieiiee which employees are subject to
the overtime pay requirements of the law and whiehexempt from those requirements.
It is common to refer to employees who are suligcvertime as “non exempt” and
those employees that are not subject to the ovenpiravision as “exempt” based upon
legal requirements.

Periodically, the company needs extra labor ingutsto customer requirements and
production deadlines. At these times, you maydgeired to work overtime. All hours
over 40 hours per week are considered overtimadarexempt personnel. All overtime
is subject to approval by your supervisor. Ovegtimust always be approved by your
supervisor. Failure to gain such approval mayltéswlisciplinary action. All non-
exempt overtime rates are at one and one half tiheebase hourly rate for the individual
employee.

Highlight Industries, Inc. has established a pofaythe discretionary payment of
overtime for exempt employees. Approved hours d&hours per week for salaried
employees will be paid at the rate of $15.00 perho
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For other provisions relating to required overtirater to the section “Attendance and
Uncompensated Time Off (UTO).”

Pay Period

Paychecks are issued biweekly on Thursdays. Chveitlkse available for pick uafter
2:00 p.m. on Thursdays.

If you believe a mistake has been made in your wageleductions, report it
immediately to the Human Resource Administratony Aorrections will be made on
your next paycheck. Your paycheck and wage rate is an itapopart of working at
Highlight Industries, Inc. If you have questioriegse ask your supervisor.

Example of pay cycle:

SUN MON TUES WED THURS FRI  SAT
1 2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31 1 2 3 4

Paychecks issued on the 19th will include the haumked the 1st through the 14th.
Likewise, paychecks issued on the 2nd will incltite hours worked the 15th through
the 28th.

Direct Deposit
As a convenience to all Highlight Industries, lamployees, you will have the

opportunity to have your paycheck deposited intorydhecking and/or savings account.
Please contact the Human Resource Administratdhéonecessary form.

18



Employee Reviews

Your performance is reviewed on six performanctegs:

* Quality of work/Accuracy & Thoroughness

* Productivity: Quantity of Work

» Job Knowledge

* Interpersonal Skills:
Organization/Initiative/Proactive/Teamwork/DepenitigiiProblem Solving

+ Attendance

You are evaluated based upon your ability to meeixoeed these requirements.

All performance/compensation reviews are based enitime of service, current
economic conditions, and your performance criteria.

Quarterly and Annual Bonuses

On a discretionary basis, employees are paid qlyagied annual bonuses. Full time and
part time employees are qualified for the quartbdyus if they have been employed at
the Company during the entirety of the quartetefltonus. To be considered eligible
for the annual bonus, an employee must be employeat least the entire fourth quarter
of the fiscal year. The quarter and annum aredbasghe Company’s fiscal year ending
April 30, not the calendar year.

Personal performance factors that affect bonuddemelude the same performance

criteria as employee reviews. Company performaactofs that affect bonus levels
include profitability and sales levels.
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Childcare Flex

Highlight is interested in providing opportunities our employees but at the same time must
weigh these opportunities against the requiremaing®od business in serving our customers.

We offer the following option to our salaried emydes. There is a significant list of
stipulations attached, but we feel this is necgssakeep this option workable.

Highlight will allow salaried employees the optiohflexing their schedule up to 1 hour per day
for the specific purpose of taking care of theiitctlor their children. The following stipulations
and rules apply:

* You must be a salaried employee

* Maximum 1 hour flex per day.

* Minimum of 7 hours of work per day unless PTO, Cat0. are used.

e Minimum of 1/2-hour lunch period per day.

e  Minimum of 40 hours work per week.

* The hours of work missed due to flex must be maduring the week of its
occurrence.

* The flex schedule should have 1-week advance nati@n possible.

* Flex work hours will be between 7:00 am and 6:00ptonday through Friday.

» The specific purpose of this flextime is for takicaye of your child or your children.

» Employees patrticipating in the flex time will begtered to punch in and out on a
time clock to verify their working hours.

» Employees requesting to participate in this prognamst fill out a flex request form.
This form must be approved by your supervisor anthb president of the
company. The request will be valid for a 6 monthetiperiod. Renewal of the
program is available upon approval by your supenand the president of the
company.

» This program can be cancelled by either party witine-week notice. Should your
on-the-job performance be affected negatively, ymarsticipation in this program
will be reviewed.

Several program requirements follow:

» Employees may have a maximum of 2 In/Out’s intogtegram in a 1-year period.

* Punching In/Out on the time clock will be done @uyown PC using special time
clock software. This information will be reviewed a weekly basis for adherence to
the rules set forth.

* Habitual missed punches (more then 5 infractiom$&pronth term) will result in
termination of participation in this program.

» Participation in the program may be limited dust&ffing needs, as determined by
your supervisor and the president of the company.
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Tuition Reimbursement

This tuition reimbursement program is a non-tagdd@nefit to employees that utilize it.
The maximum annual calendar year reimbursemerihf®program is $2,500. Itis
available for full time Highlight employees, as liftime” is defined in Highlight’s
Employee Handbook. In order to issue educatioeaéhts in an equitable manner, we
have developed the following criteria as policy:

1. All classes must be approved by review before juglgnsan be made as to
relevance of a particular course.

2. For review, you must submit a copy of educatiteaefits requisition with a
copy of course catalog description for the course.

3. The cap on educational benefits is $2,500 par ger employee based on a
calendar year.

4. Upon approval, employee must present a paidptece

5 Highlight Industries will reimburse 25% of rege(includes tuition and direct
course reading material), subject to the $500 mgmiaximum pay-out cap rule
(see 10).

6. Upon completion of course employees wishingierreimbursement must
present a report of grade.

7. Based on report of grade at completion, thistahdl amount will be

reimbursed, subject to the $500 maximum monthlyqatycap rule (see 10):

Course Additional % Initial Percentage of total
Grade of total approved
A 75% 25% 100%
B 50% 25% 75%
C 25% 25% 50%
8. Lower than a “C” grade = no additional reimbungat
9. Judgment used for approval, relevance of camrsempany direction, job
function and individual development.
10. In any particular month of the calendar yearaximum of $500 will be paid to

an employee under this program, and in no monthamif amounts be paid under
this program to a person that is not a full timeptayee of Highlight during the
month to be paid. Any unused amounts owing tds&@ monthly pay-out cap
may be carried forward for use to the next monithin the same calendar year,
but may not be carried forward to the next calerygarr.

11.  The course must be in compliance with IRS dinds for such a non-taxable
reimbursement program.

While higher education is expected to enhance eyepls performance and professional

abilities, the Company cannot guarantee that ppation in formal education will entitle
the employee to automatic advancement, a diffgodndssignment or a pay increase.
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401(K)

All regular employees who have worked a minimunomé thousand (1,000) hours per
year and are at least 21 years of age are eligilparticipate in the Highlight Industries,
Inc. 401(k) Investment/Retirement plan, once yauehcompleted six months of service.

Highlight Industries, Inc will, on a discretionagasis match every dollar that you invest
with $.25, up to a percentage designated by manageofi your annual fiscal wage.

The 401(k) plan offers a variety of investment op#. You will receive more
information when you become eligible.

Any contributions made by you and interest accrurethese contributions are always
100% vested. Simply put, vesting means ownersBipployer contributions and
earnings are subject to a seven (7) year vestimgdsde. The following is the vesting
schedule:

Year 1: 0% Year 2: 0% Year 3: 20%
Year 4: 40% Year 5: 60% Year 6: 80%
Year 7: 100%

Your vesting begin date is your date of hire. diijeave the Company’s employ before
you are fully vested, your account will be crediteith the portion that you have earned
via vesting. The rest will be redistributed toadtive Highlight Industries, Inc.
employee accounts.

Loans are available from your 401(k) account bagexh the requirements of the master
plan document.

Note: This is a summary of the Highlight Industries;.1401(k) Investment/Retirement
plan and not intended to replace the master planrdent. To the extent that there is any
conflict between the language of this handbooktaedanguage of the plan, the plan
document will control.
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Flexible Cafeteria Plan

Company employees eligible under the Medical InsteePlan (see “Medical Insurance
Plan” section) are eligible to participate in then@pany’s Flexible Cafeteria Plan.

The Company’s Flexible Cafeteria Plan allows agilele employee (as defined above) to
have the option to receive a cash benefit substitland only if, they show proof of
insurance from another source and do not choopartipate in the Company’s

Medical Insurance plan. This cash benefit willpaéd quarterlywith the first payroll

date following the end of the quarter. The schedule of benefits will be decided at the
discretion of the management on July 1 of each caédisurance plan year. The cash
benefit substitute will not be paid for the 90-daientation period. If you become

eligible for this benefit or terminate employmerithwthe company in the middle of a
guarter, the cash benefit amount will be proratedte month(s) eligible.

The Company Flexible Cafeteria Plan also allowgilele employees to set aside funds
on a “pre tax” basis to cover child care and-reirsbd dental and vision expenses.

If you leave employment at the Company, then yse lilve benefits paid under the
Company’s Flexible Cafeteria Plan, except thoseigenl under COBRA.

Medical Insurance and Health Savings Accounts

The Company provides to its employees meeting ioestagibility requirements, a
medical insurance plan covering medical, dental,\asion expenses. Upon eligibility,
all Company employees should receive and carefellew the “Summary Plan
Description for Highlight Industries, Inc. EmployBenefit Plan,” detailing the
Company’s medical insurance plan. All employeesraquired to sign an
acknowledgment of receipt of this Summary Plan Dp8on. All employees who are
eligible to participate in the Company’s Medicasdimnance Plan have the option to
receive a cash benefit substitute if, and onlthigy can show proof of insurance from
another source and do not choose to participateei€Company’s medical insurance plan
(see “Flexible Cafeteria Plan” section).

The medical insurance plan year is from July 1ut@eJ30 of the following year. Each
plan year, Management determines a schedule ofogeglco-pays to be deducted from
the employee’s weekly paycheck for those emplopaetcipating in the medical
insurance plan.

Employees eligible for the medical insurance planaso eligible to participate in the

Company’s Health Savings Account (HSA) programigiBle employees may contribute
to their individual HSA, and on a discretionaryisadbe Company may either seed this
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account or provide matching contributions. Fumdghe individual HSA follow the
employee even if the employee leaves employmethieaCompany.

When the employee becomes eligible

Persons eligible under this Plan shall include @mhployees working an average of at
least 30 hours per week.

Employees shall be eligible for medical, dental aisibn coverage following ninety (90)
days of full time employment.

An employee who does not apply for coverage withirty-one (31) days of the date he
becomes eligible for coverage may only be ablentoleduring the open
enrollment/election period and will be subjecthe pre-existing condition requirements
of this Plan.

To the extent that there is any conflict betweenléimguage of this handbook and the
plan document, the plan document will control.

Health Challenge Programs

The Company, on a discretionary basis, offers warlzealth challenge programs to
encourage good health. Employees may participatevmluntary basis.
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General Policies

Alcohol and Drug Testing

The Company has a vital interest in maintaining@ shéalthful and efficient working
conditions for its employees. Being under theuafice of a drug or alcohol on the job
poses serious safety and health risks not onlgagaser but also to all those that work
with the user. The possession, use or sale dfegai drug or alcohol in the workplace
also poses unacceptable risks for safe, healthfiiefficient operations.

The Company recognizes that its own health anddudte dependent upon the physical
and psychological health of its employees. Acaaghyj, it is the right, obligation and
intent of the Company to maintain a safe, healtahd efficient working environment for
all of its employees and to protect Company prgp@dquipment and operations.

The Company also attempts to assist and to prdwatieto employees who seek
assistance for alcohol or drug abuse and otheopaliemotional problems.

With these basic objectives in mind, the Comparsydstablished the following policy
with regard to use, possession or sale of alcohdfugs:

¢ Pre-employment screening. The Company will mampaie-employment screening
practices designed to prevent hiring individualowise illegal drugs or individuals
whose use of legal drugs or alcohol indicates ami@l for impaired or unsafe job
performance.

¢ On the job possession or sale of drugs and alcddeing under the influence* of
alcohol by any employee while performing Compangibess or while in a Company
facility is prohibited. The use, sale, purchasansfer or possession of alcohol by any
employee while in a Company facility or while perfong Company business is
prohibited.

¢ If an employee is out of work for five or more dagad this lost time involves a
“serious health condition” as defined by the FanMigdical Leave Act, the employee
will obtain from the Occupational Physician a rettw work exam. This exam will
also include a hair collection drug test and wdlgerformed at Spectrum Immediate
Care Center located at 3500"2Btreet SE. When an employee has been authorized
to return to work by his personal physician, thaly @ontact the Human Resource
Department, and she will set up this appointmentifem. The drug screen results
will not be available for at least 24 hours, afdhé Occupational Physician releases
the employee to return to work, they may do so withunderstanding that continued
employment may be contingent upon the resultseteht. If drug results are
positive, disciplinary action will be taken, upand including discharge.
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Except as provided below, the use of, or being utideinfluence of, any legally
obtained drug by any employee while performing Camypbusiness or while in a
Company facility is prohibited to the extent thatls use or influence may affect the
safety of co-workers or members of the public,eéh®wloyee’s job performance, or the
safe or efficient operation of Company equipmem/anfacility. An employee may
continue to work, even though under the influenica legal drug ** if Management has
determined, after consulting with the appropriasdioal professionals, that the
employee does not pose a threat to his or her avatysor the safety of co-workers and
that the employee’s job performance is not sigaifity affected by the legal drug.
Otherwise, the employee may be required to takaweel of absence or comply with other
appropriate action determined by Management.

For certain job positions, an employee’s use @gal drug can pose a significant risk to
the safety of the employee or others. Employeeasfeél, or have been informed, that
the use of a legal drug may present a safety aigkio report such drug use to
Management to determine job related consequertegservisors who are aware of such
a situation are to instruct the employee to refmthe Human Resource Administrator.

The use, sale, purchase, transfer or possessamitéégal drug*** by any employee
while in a Company facility or while performing Cpany business is prohibited. The
presence in any detectable amount of any illegay dr an employee while performing
Company business or while in a Company facilitgnshibited.

For the safety of all of our employees, the Compaitiytest its employees for controlled
substances and alcohol when circumstances givEdhgany's representatives
reasonable suspicion to believe that the employeeidties are impaired. The Company
may require a blood test, urinalysis, or other dand/or alcohol screening of those
persons suspected of using or being under thecinélel of a drug or alcohol or where
circumstances or workplace conditions justify itte&t for controlled substances and
alcohol will be performed on any employee sustgrarwork-related injury that requires
outside medical attention or time away from woAa employee’s consent to submit to
such atest is required as a condition of employm@&he failure to consent to such a test
will result in the presumption of the person beumgler the influence of a drug or
alcohol.

Any time an employee is involved in an injury retdpg medical attention, he/she may be
required to take a test for controlled substanoesadécohol.

On a monthly basis there is a random drawing frioeneimployee pool of an employee or
employees to be tested for illegal drugs***.

All test samples will be analyzed by an approvdmbfatory in accordance with generally
accepted procedures, and all results will be hektrict confidence.
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When a test is conducted and the results indibaitethe employee is under the influence
of alcohol or a controlled substance or indicagegtesence of alcohol or a controlled
substance, a second confirming test will be coretlion the original sample.

Each employee shall be accorded a reasonable apfgrto rebut or explain the results
of a drug test. If the employee wishes he/she megyest a re-test of the same sample at
their own expense.

The first time an employee’s drug test indicatesghresence of alcohol or a controlled
substance, Highlight Industries, Inc. may provided substance abuse evaluation and
treatment, if recommended by the evaluation, withdost being considered under the
normal terms of the health insurance. Alternativiiie employee may be required to
undergo a series of random drug tests for a p@fi@dmonths, to be administered by the
Company. Should the employee not pass all of ttesds, further action will be required.

The employee’s decision to seek prior assistancewfseling will not be used as the
basis for disciplinary action.

If an employee is evaluated as drug or alcohol depet and fails to undergo substance
abuse evaluation when required under the resulisdofig test, or fails to successfully
complete substance abuse treatment when recommbgdedevaluation, the employee
will be disciplined up to and including discharge.

Violation of this policy can result in disciplinaagction, up to and including termination,
even for a first offense.

The Company may conduct unannounced searchesefgalidrugs or alcohol in
Company facilities. Employees are expected to emaip in these searches.

Searches of employees and their personal propexrytra conducted when there is
reasonable suspicion to believe that the employeaployees are in violation of this

policy.

Searches of employees and their personal propexryyatinerwise be conducted when
circumstances or workplace conditions justify them.

An employee’s consent to search is required asiditon of employment, and the
employee’s refusal to consent may result in digegoy action, including termination,
even for a first refusal.

Searches of Company facilities and property cacdpelucted at any time and do not
have to be based on reasonable suspicion.

* “Under the influence” means, for the purposeshis policy, that the employee is

affected by drug or alcohol or the combination dffag and alcohol in any detectable
manner. The symptoms of influence are not confinagtiose consistent with
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misbehavior, nor to obvious impairment of physimaimental ability, such as slurred
speech or difficulty in maintaining balance. Aetatination of influence can be
established by a professional opinion, a sciemtifjovalid test, and in some cases, as
with alcohol, by a lay person’s opinion.

** “| egal drug” includes prescribed drugs and ottee counter drugs which have been
legally obtained and are being used for the purfpasehich they were prescribed or
manufactured.

*** “[llegal drug” means: any drug which (a) is ntggally obtainable, or (b) is legally
obtainable but has not been legally obtained, dhioly prescribed drugs not legally
obtained and prescribed drugs that are not befosélde prescribed purposes; (c) it also
includes marijuana.

Americans with Disabilities Act

The Company fully complies with all provisions betAmericans with Disabilities Act.
The Company requires all of its employees to conaptiz the provisions of the ADA.
See the Equal Employment Opportunity policy lidbetbw.

At Will Employment

Except as otherwise provided under the VeteraneiRployment Rights Act or similar
act, all employment and compensation with Highlilgidustries, Inc. is “at will” in that
they can be modified or terminated with or withoatise and with or without notice, at
any time, at the option of either the Company erémployee. None of the policies set
forth in this Handbook are intended to modify tievdl relationship in any way.

Business Travel

It is very important that every dollar investedriavel and entertainment is used wisely.
All we ask is that you spend the Company’s monet wie same care that you would
spend on your own personal money.

Employees will be reimbursed for ordinary and neaggexpenses incurred for travel
while on Company business. Reimbursement will beerbased on the submission of
an expense report completed in a form acceptalifeetaccounting/human resources
department and approved by your supervisor. Apegse reports should be turned in to
the Company’s Payroll Coordinator for review.

Employees will be reimbursed mileage for use oirthersonal vehicle, providing such
use has prior approval of their supervisor. Trawast exceed 30 miles in town in order
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to be reimbursed. The mileage reimbursement rdtdevset at the discretion of
management.

The cost for lodging will vary but an average roate of $60 to $80 should be adequate
for reasonable accommodations in most cities. dalpPAAA 3 Diamond hotels such as
The Best Western, Comfort Inn, La Quinta, and Hampiotels deliver good quality
lodging at a reasonable rate.

Meal expenses will be reimbursed at a maximum 6fi$r day (i.e.; $8.00 breakfast,
$12.00 lunch and $20.00 dinner) except when apprpvier to travel or at the discretion
of management. Receipts are appreciated but qoiregl for employee meals. IRS
requires that you must stay overnight to be alloteeclaim your meal expense unless
you are with customers and the customer is noteti@back of the receipt. Meal
allowances may be pro-rated according to the tifridag of departure and/or return. In
order to receive a meal allowance for breakfastwdeparting from the Grand Rapids
area, departure must be before 7:00 am. In ooderceive a meal allowance for dinner
when returning to the Grand Rapids area, arrivadtrba after 6:00 PM.

All receipts for entertainment expenses must inelte names of guests, the business
purposes, and the business relationship.

When an employee is traveling alone he or she ghaskerve an intermediate size rental
car, if applicable Rental car upgrades beyond intermediate size wihot be
reimbursed.

Travel advances must be reimbursed to the Comp&hinv80 days. Employees are also
requested to call and to check in with Highlightestst once per day when traveling.

For purposes of determining hours worked while osiess travel, the actual time spent
by the Company employee at the client site, trdsvs arena, vendor, etc. will be
included. In addition, the time spent in transithe client site, trade show arena, vendor,
etc. will be included, if this site is more than@fles from the employee’s personal
residence or the employee departs from the Compeenises to the site.

All travel arrangements will be made through thertdn Resource Administrator.

Gifts from Vendors/Customers

As a general policy Highlight employees should kextp gifts from vendors or customers
for their own personal use. Such gifts shoulddyev&rded to the management of
Highlight so that management can make sure all liflghemployees get to benefit from
such gifts. Furthermore, it is important that sgdts not inappropriately bias employees
in purchasing and other business decisions affgétighlight.
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In more specific terms, if an employee receivefftaog gifts totaling more than $50 in
value in a given year from a customer or venda amployee should forward the gift to
the Human Resources Department. The Human ResoDegartment will notify the
President of such gifts so that he can decide hey $should be dispersed.

If an employee wins a gift on a chance basis (a.tpffle) from a customer or vendor, it
is not subject to this Company policy on gifts.sé| meals out with a customer or vendor
are not subject to this Company policy on gifts.

Confidential Information

All information acquired by you during the courdeyour employment with Highlight
Industries, Inc. concerning the Company or it'sibess, and your personal compensation
package is confidential. This includes, withouatitation, all trade secrets and other
information concerning the Company’s employeestausrs, suppliers, benefits, wages,
salaries and personnel policies. You are requoedaintain the confidentiality of any
such information at all time during your employment

Discussion of personal compensation package amopipgees is strictly prohibited.
Employees patrticipating in such discussion wilsbhéject to the following disciplinary
procedures:

1st Offense Written Warning and One Day Suspendidhout Pay
2nd Offense Written Warning and Three Day Suspengiithout Pay
3rd Offense Termination

Warnings terminate one (1) year after the laststeged offense.
Discipline

How you behave at work can determine how producine professional your work
atmosphere is. The Company has always had a corentitm excellence as an

employer. To protect the welfare and the rightthefentire group and each individual
within that group, some rules and regulations &eessary. Good behavior is a matter of
common sense. Generally speaking, each employegdsact in a mature and
responsible way at all times. However, to avoid possible confusion, some of the
more obvious rules are stated here so that yolknallv what is expected of yotlhese
rules areto be used only as guidelines and are not intended to cover all of the offenses

for which disciplinary action could result.

The following are examples of unacceptable conduct:
1. Possession or use of liquor, intoxicants|legal drugs on Company property

or introducing them into the plant, or reportimgitork under the influence of
alcoholic beverages or illegal drugs.
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2. Fighting, striking, threatening individualgher violent actions, horseplay, or
throwing things while on Company premises.

3. Insubordination or refusal to carry out thetinctions of a supervisor.

4. Destruction, defacement, removal, theft, mesmswaste of Company or
employee property, tools, or equipment.

5. Falsification of any records, including but himited to employment
application, time card, production or personnebrds.

6. Storage or possession of any weapon, fireaxpipgive or other destructive or
harmful material or substance on Company propertg €ompany vehicles at
any time.

7. Excessive absenteeism or tardiness, leavimg gaxly without permission,
failure to return to work as scheduled followwagation, medical or other leave
of absence or layoff without prior approval fromuy supervisor, work slow
down, or unsatisfactory performance, includingpimpetence, low productivity,
poor performance or improper job performance (dféesic training in specific job
functions).

8. Use of profane, insulting, abusive or obsdanguage or conduct, or any
discourtesy directed toward any supervisor, mamage representative, fellow
employee, Company customer, supplier or visitor.

Whenever the Company determines that an employgedmmitted a disciplinary
offense, the Company will determine an appropuigeiplinary action. The range of
disciplinary action may include warning, suspensiodischarge. The appropriateness
of the penalty in each case will be determinediey@ompany depending on its
judgment as to the seriousness if the offensegitif@oyee’s prior disciplinary actions
and other relevant circumstances. No decisiomyname case shall have any effect in
another case. Nothing contained herein will lithe Company’s right to terminate the
employment of any person at any time, with or withcause, and with or without notice.

When disciplinary action is taken against an emgdow record of that disciplinary
action will be made by the Company and placed énetmployee’s personnel file. When
a record of discipline is made, the employee isiireqg to acknowledge receipt of the
disciplinary action. Acknowledgment of the disamgiry action does not necessarily
mean that the employee agrees or disagrees withctimn taken. It simply records the
fact that disciplinary action was taken.

Discriminatory Harassment
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Highlight Industries, Inc. supports a culturallyelise employment community and is
committed to maintaining an environment which fost@spect among its employees.
The policy of the Company is to provide a workplaogironment free from acts of
harassment on the basis of a person’s sex, ralog, national origin, age, martial status,
non-disqualifying disability, religion, height, vgit, or veteran status. Such harassment
does harm to those who experience it and desth&ysrivironment of mutual respect and
tolerance that must prevail if the Company is télfits mission. Therefore, harassment
will not be tolerated at this Company.

Sexual harassments defined as unwelcome sexual advances, regioesexual favors,
or other verbal or physical conduct or communicattba sexual nature. However,
sexual harassment is not limited to harassmenigtatly sexual in nature, but also
includes harassment that is non-sexual in naturestgender based. Such conduct is
prohibited when: (a) submission to such conduntasle a term or condition of
employment; (b) submission to or rejection of sachduct is the basis for employment
related decisions such as hiring, promotion, peréorce evaluation, pay adjustment,
discipline, work assignments, etc.; or (c) suchdumn creates an intimidating, hostile or
offensive work environment so that it unreasonatigrferes with the individual’s work
performance. Examples of such conduct might ireladf color language, jokes,
cartoons, nicknames; propositions; repeated unwateial invitations; crude gestures;
inappropriate touching or pinching; sexually sugigesobjects or pictures, suggestive or
insulting sounds, verbal or physical abuse of aiqadar gender group.

Other discriminatory harassment constitutes any behavior or pattern of behavior,
malicious or benign, intended or unintended, phatsac verbal, that creates an
intimidating, hostile or offensive work environmeoteates an unreasonable interference
with an individual’s work performance, or otherwedversely affects employment
opportunities.

Discriminatory harassment includes, but is nottieaito, epithets, slurs, negative
stereotyping, or threatening, intimidating, or llesacts that relate to race, color,

religion, gender, national origin, age or disapjland written or graphic material that
denigrates or shows hostility or aversion towardnalividual or group because of a
protected classification that is placed on waligldtin boards or elsewhere, on Company
premises or circulated in the workplace.

Reporting Procedure If you believe you are a victim of harassmewt ghould report

it immediately to the Human Resource Administratdhis person will assist you in
pursuing effective resolution to the complaint.isTimay involve assistance in the
preparation of a written complaint and interventiwmmediation with the appropriate
parties on the employee’s behalf. Complaints rbastigned and clearly state the nature
of the alleged offense, the name of the allegeenoiér and the specifics (including time,
date and location) of the offending incident. Wiegta specific act violates a policy will
be determined on a case-by-case basis, with pregard for all circumstances.
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Disciplinary Action: If you make a good faith colamt or take part in an investigation

of a complaint of harassment, you will not suffay adverse employment consequences.
The Company will conduct a prompt and thorough stigation of all reports of unlawful
harassment. Information you report to us will leptkconfidential and disclosed only on
a need-to-know basis. Any employee found to hawersitted harassment will be
disciplined, up to and including discharge. Adthtlly, harassing conduct may result in
individual liability to the harasser. False, baitH accusations of harassment which are
made to purposefully harm the reputation of thaised may subject the false accuser to
discipline, up to and including discharge.

Employment Records

For your own benefit and protection, it is extreyniehportant that your personnel records
are up to date at all times. Therefore, pleasesadduman Resources of any changes in
the following areas as soon as possible:

Legal name

Home address

Home telephone number

Person to call in case of emergency

Number of dependents (for insurance and tapqaes)
Marital status (for insurance, tax and 40pik)poses)

ogkwnE

Coverage or benefits that you and your family megeive under the Company benefits
package could be negatively affected if the infaramain your personnel records is
incorrect.

Your employment records include your personne] fitear medical records, if any, your
pay and review records, and other records relatingur employment.

All employment records are considered to be contide Generally speaking, only you
and management personnel who have a need to kngwewviaw these records. Other
individuals and organizations will generally notddewed to review such records, unless
authorized by you in writing or pursuant to legedgess.

If you wish to review any of your personnel recorgtsu may do so at reasonable
intervals (generally not more than two times irakendar year), provided that you
present a written request to Human Resources fgegithe record that you wish to
review. Human Resources has a “reasonable ambtinte’ to respond to such
requests. After reviewing any personnel recordrasig@ed in this policy, an associate
may obtain a copy. The Company can charge a mebtofee for such copying.

Equal Employment Opportunity
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Highlight Industries, Inc. provides equal employrmepportunity for all employees and
applicants for employment regardless of religi@atgey; color, national origin, age, sex,
non-disqualifying disability, height, weight, maaiitstatus, veteran status, or any other
protected status. This policy applies to all Camppractices and policies, including

hiring, training, promotion, transfer, lay off, disarge, compensation and benefits.

Exit Interview

In instances where an employee voluntarily leavegsmploy, the Company would like
to discuss your reasons for leaving and any othprassions that you have about
Highlight Industries, Inc. If you decide to leay®u will be asked to grant us the
privilege of an exit interview. These interviewslWwe conducted by the Human
Resource Administrator and by your immediate Superv During the interview, you
can express yourself freely. Itis hoped that é&xi$ interview will help us to part
amicably, as well as provide insights into possitviprovements.

Family Medical Leave Act

You are eligible for a leave of absence for up2onkeks in any calendar year under the
Family Medical Leave Act (FMLA) after you have bemmployed at the Company for 12
months and have worked 1,250 hours for the 12 nsgmticeding the leave request.
Highlight Industries, Inc. designates the “rollingckward” method for determining the
12 months of FMLA leave entitlement. The “rollibgckward” method is a snapshot of
the 12 month period that changes dailg. (as each new day is added to the 12 month
period, one day from 12 months ago is eliminated).

You may request FMLA leave for any of the followirgasons:

* The birth and newborn care of your child,

* The placement of a child with you for adoption oster care,

» To care for your spouse, child, or parent who hssreus health condition,

» Because a serious health condition leaves you arialgerform one or more of the
essential functions of your job. “Serious healthdition” means an illness, injury,
impairment, or physical or mental condition thatdlves inpatient care at a medical
facility, incapacity for a health condition thagiteres continuing treatment by a
licensed health care provider, or a chronic serfmadth condition, such as epilepsy.

FMLA leave is unpaid, but your coverage under tbenfany’s Health and Dental Plans

continues during the leave. If applicable, youttare to pay the same portion of the

cost of this coverage. If you fail to return fréeave under this policy, the Company
reserves the right to recover health care premjpards during the leave.
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A request for FMLA must be made in writing 30 daysdvancef the leaveis
foreseeable. If the leave is not foreseeable, the request meishéde as soon as
practicable. All such requests must be made te@thgloyee’s supervisor and/or the
Human Resource Administrator. Human Resources@sibond to the employee’s
request for FMLA leave, indicating the reason for leave, the beginning date of the
leave, the anticipated ending date of the leavetindr the employee is eligible for the
leave and inform the employee of the requirememedical certification and other
pertinent information.

If an employee is absent from work for reasons iy qualify as FMLA, the employee
may request that such absence be treated as FMiv&,lprovided that the request is
made during the absence or within two (2) daystifrning to work from such absence.
If FMLA is not requested or is not granted, theatze will be treated as non-family and
medical leave and will be dealt with accordinglydanthe Company’s general policies
on attendance.

This policy is not intended to lengthen any otleave available to employees. Any leave
given to an employee under any other policy for ofthe reasons stated under this
policy will be considered a leave under this poldyich will run concurrently with the
leave taken under the other leave policy.

The Company will require employees taking leaveaunrtdis policy to use other paid
leave as part of the leave taken under the FMLAcpolEmployees will be required to
deplete any accrued UTO, PTO or CTO hours withetteption of the last 8 hours of
UTO, the last 40 hours of PTO, and the last 8 hotiSTO.

Leave of Absence not covered by FMLA

The policy relating to leaves of absence not cavéseFMLA and not taken as PTO,
CTO or UTO time are covered in this section. Aitls leaves of absence may only be
taken at the discretion of management. Leavebsdreces are intended to be short term
not to exceed 60 days. Such factors as produsetizkload, production backlog,
seniority, etc. will effect whether management apps such requested leaves of
absence. In order for requested leaves of abgeraeligible for management
consideration, they must be submitted to managearedibr the Human Resource
Administrator at least 60 days prior to the begignof the requested leave.

Ideas and Suggestions
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Highlight Industries, Inc. welcomes your ideas anggestions. These could be ideas
regarding communications, safety, ways to redustsctnsses and/or waste or other
improvements as you may see a need. Please gthe bgnefit of your experience,
thoughts and ideas. Make sure to document youar, imlesuggestion, in writing and place
it in the suggestion box that is located in thenplanch room.

Personal Phone Calls

Personal phone calls, text messages and emailseing on personally owned cell
phones and other devices- are not to be made omp&uontime. Personal phone calls
within the local area may be made during your bsedkmployees should make this
policy known to their family and friends so thagéyhwill not be called to the phone
during work hours.

Personal Projects Using Company Equipment

Each employee that wishes to use Company facibtiesequipment must obtain the
written approval of the Production Manager, Platinislger or the President on an
authorized form and submit it to the Human Resaiepartment. Failure to promptly
return the equipment the following production daif lae grounds for disciplinary

action. The employee returning the equipment shoatify the approving supervisor.
Equipment and vehicles borrowed should be usedlmnthe employee. Failure to clean
up after completing your personal project will beunds for disciplinary action. All
personal projects must be performed after hoursnabhduring normal work hours, lunch
or break periods.

Policies on Internet Usage

Highlight Industries is dedicated to utilizing tla¢est in computer technology to improve
the efficiency, productivity, and effectivenessoof work. While the availability of
Internet access has the potential to improve werkopmance, it also makes possible
avenues to violate Company policies and hinder wperkormance. Therefore, it is
necessary to define the nature of Internet usabigatight.

1. Absolutely no material should be downloaded fromliiternet on the premises of
Highlight that is of a pornographic nature or couldlate Highlight's policy to create
an environment free of sexual or other forms ohkament. Violation of this policy is
grounds for warning and even termination, dependpan the nature and extent of
violation.

2. During work hours there should be no use of therht (sending e-mail, visiting
web sites) for non-business related purposes.

3. Files downloaded from the internet (or other sosireamd stored on one’s computer
or network drive should be reviewed periodicallydaiermine whether they can be
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deleted or stored on a backup storage device hargdftee up drive space. lItis
important that drive space not be cluttered bsfiteat are rarely used.

Quality

One of the Company'’s primary objectives is to pdevits’ customers with quality
products on time. All of our employees are awhe this is the best possible job
security that anyone can offer. Every employaesponsible to assure that the products
that are produced meet the highest quality stasdaodsible. Always check your own
work. Avoid the major causes of poor workmanshiahvays:

1. Knowing the requirements of the job(s) that youmegorming
2. Operating all equipment properly and safely
3. Reading and understanding all work orders, bluépand manufacturing procedures

Quality always reflects in our work environmenterf®ember that good workmanship is

vital to all of us. After proper instructions, yave expected to produce acceptable
quality work. Failureto do so could lead to dismissal.

Resignation and Departure from Employment

While we hope that you and the Company will mutub&nefit from your continued
employment, we realize that it may become necegsamgou to resign from your job at
Highlight Industries, Inc. If you anticipate hagito resign your position, the Company
will appreciate a two (2) week notice in advancéhefdate that you must leave.

Any employee must arrange to have their persorlahigengs picked up from Highlight
Inc. premises within 30 days, or the Company wépdse of it.

Safety and Health

We have made, and are continuing to make, eveoyté&f have a plant that is safe and
healthy for everyone. We must all do our partéegkthe plant clean and free from
hazards. With your cooperation we can accomphghgoal. Employees are asked to
follow these rules:

A. Before starting a new job, be sure that yodeustand it. Don’t be afraid to
ask questions.
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B. Before starting and/or operating a machineckto make sure safety devices
and guards are in place and in proper workingrorde

C. Never put your hand or any other part of ymady in a moving machine.

D. Use safety or protective equipment that maprescribed for your job.

E. Proper fitting (not loose) clothing and accessoshould be worn to avoid
interfering with machinery. Unbuttoned or untuclerts, ties, unbuttoned
coats, long hair, or anything which can becomeregiéal in machinery, is a
safety hazard and should be corrected. Wearieg tged shoes, such as
sandals, is not permitted. Long pants are requretishort pants are prohibited
for all Highlight employees working in the plant.

F. Because of insurance demands, Highlight plampti@yees must wear steel-toe
shoes. Your safety is very important to us! Higjm Industries, Inc. will
reimburse you for 70% of the cost of your steelitekoes, up to $60.00 annually.
All employees must comply within 45 days of theeldiate.

G. Any employee who does not have a welding depart job classificatiomill
not use welding equipment or grinding equipment wittfogt obtaining the
supervisor’s approval. Appropriate UV eye pratatimust be used at all times
when welding or tackingProtective leathers, safety glasses, and face ddie
must be worn when grinding!

1) The Company will furnish leather welding/gring gloves

to welding employees

2) The Company will require all welding employ¢etave full length
leather arm and chest jacket, and split leg afopaose during grinding.
3) The Company will cover 50% of the cost of fia®e as needed on a
reimbursement program.

4) Leathers must be worn as necessary duringiggrprocesses, etc.

H. Safety glasses must be worn by all Highligittustries, Inc. employees and
visitors when in the plant during plant operatiaurs.

Kent Optical has given us a special safety pregoripprice list. These
prices include industrial safety lenses, solid cplastic frame,
measuring, fitting, and adjusting. Options areilalée at an additional
cost. Based on these prices, Highlight Industiies, will reimburse up to
$30.00 per year when you present a receipt fotyspfescription glasses.
You may pick up Kent Optical forms in the HumaasBurce Department.

I. Do not engage in horseplay or cause distrastio other employees since these
are the major causes of accidents.
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J. Five minutes is provided before the end of yghift for your work area clean
up time This five minutes is to be used foclean up  All employees are
expected to clean off the machines when finishéautiem, as well as take care
of tools. Failure to do so may result in discipliy action.

K. No spitting on the floors.

L. Report any unsafe or defective condition @t have observed to your
supervisor so this condition carcbrrected.

M. Highlight Industries, Inc. is a smoke-free envir@mt Observe all “NO
SMOKING?” signs at all times.
a. Smoking will be permitted only during first breaecond break and lunch
break. (NOTE: The time set aside for clean upotsam authorized smoke
break).

b. Smoking is prohibited on the premises of HighligCEPT in
employee’s vehicles. If anyone is caught smokingn unauthorized area
of Highlight's premises the following disciplinaprocedures will apply:

C.
First Offense — Warning report

Second Offense within the last 12 months — warnepgrt and a day off
without pay

Third offense within the last 12 months — warniegort and 3 days off
without pay

Fourth time offense with the last 12 months — teation

d. Employees will smoke in private vehicles only. Alaterial associated
with smoking: cigarette butts, wrappers, etc., vathain inside the
private vehicle.

N. Know the location of the fire extinguishers andar@ny fires or suspicions
of fires immediately to your supervisor. Know thearest Fire Exit.

O. No animals are to be housed on the Company premigas includes in fish
tanks and other enclosed structures.

P. Report all accidents and injuries to your supenvgamnce. Such accidents
and injuries must be reported immediately on theafdahe accident. If your
immediate supervisor is not available, then naifgupervisor higher up the
chain of command or notify the Human Resource Adstriator. In such
incidents it is the Company policy to send emplsyteeany of the seven (7)
Blodgett Memorial Medical Center facilities for dwation and testing. As
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part of this evaluation and testiifgd ALL CASES a drug test will be
performed by the Clinic. As soon as possible ateincident, the Human
Resource Administrator should be informed by thpe®usor in order to
insure compliance with worker’s compensation antH@guidelines.

Failure to follow the above mentioned quidelinesymesult in a loss of benefit
from the Workers Compensation Insurance Carrier

Approved Med Centers

Concentra Medical Centers:

436 44" Street SE

Suite A

Grand Rapids

24 hour facility, closes at 4PM Saturday, reopehsl Monday

The Spectrum Health Occupational Services fagditire as follows:

¢ 1840 Wealthy Street SE (inside the former Blodbetspital).
Hours: 8 am — 5 pm Mon-Fri

¢ 3350 E. Broadmoor SE
Hours: 7 am — 8 pm Mon-Fri

¢ 4245 A4 Street SE (west of Patterson)
Hours: 8am — 5 pm Mon-Fri

¢ 551 38" Street SE (at Roger B Chaffee Blvd)
Hours: 7 am — 8 pm Mon-Fri

¢ 973 Ottawa Avenue NW (south of Leonard)
Hours: 7 am — 11 pm Mon — Fri; 7 am — 3 pm Sat

¢ Georgetown Medical Center
670 Baldwin
Jenison
Hours: 8 am — 9 pm Mon — Thur; 8 am — 4 pm Fran®— 2 pm Sat

P. Lunch Room Policy
Lunchroom and all vending machines are off limitsing work hours
No eating of food is permitted at workstationsidgron the job hours
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The refrigerator must be emptied of personal austbefore 4:30 p.m.

every Friday;

All dishes and eating and drinking utensils mwestleaned from the sink and
counter areas; and

No smoking in the lunch room.

Q. For safety reasons, no one will be alloweddok alone. Two people must be
present in the building at all times when opegatimachinery and power
equipment.

R. No audible radios are permitted in the Compduming work hours. Walkman
style personal radios are permitted provided tlee esercises good judgment
with regard to the safety of loose wires and thedimeg of danger warnings, etc.

S. Keep your work stations neat, orderly andgssional.

T. All prospective hires are required to takehgigical evaluation and drug test to
insure that they meet the on the job requirements.

U. In the event of a severe weather alert (eogaado warning) all employees
will be required to congregate in the first flodaiswvell area not exposed to
windows. The President of the Company will normdktermine whether such
precautionary procedures are implemented.

V. No children under the age of 16 are allowedhmnproduction floor during
normal work hours, without the prior approval oé tAresident of the Company.
The only exception is the designated lunchtimegfoduction employees. All
visitors should be escorted by an employee of th@g@any.

Solicitations and Distributions

In order to prevent disruptions in operations, rilieence with work, and inconvenience
and discomfort of other employees, no solicitatbrany kind is permitted during
working time. Distribution of any literature thiatnot necessary to the performance of
your work is prohibited during working time and pioited in all working areas.

Time Clock

By law, we are obligated to keep accurate recofdiseotime worked by hourly
employees. This is done by time clock badges.

Your time badge is the only way that Human Resaiko®ws how many hours that you
worked and how much to pay you. Your time badgkcates when you arrived and
when you departed. You are to punch in and oulufoech and for other brief absences
such as non-work related appointments.
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You are required to punch for the following reasons

» start of each shift

* when you go to lunch/dinner break

* when you return for work

* when you finish your shift

» when leaving the premises for non-work relatedopas

You are responsible for your badge. Racks have lmstalled next to each time clock.
You can leave your card there or take it with yéfuyou lose your badge, there is a $5.00
replacement charge.

If you forget to punch in or make an error on yoard, inform your supervisor or the
Human Resource Administrator so that a correctaonlze made.

No one may record hours worked on another emplsyesige. Tampering with another
employee’s time badge is cause for disciplinarjoact

Violations of Policies

You are expected to abide by the policies in thasdtbook. Failure to do so will lead to
appropriate disciplinary action. A written recardall policy violations is maintained in
each employee’s personnel file.
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Arbitration

In order to provide for prompt and efficient red@n of employee complaints, the
Company has established an arbitration procedtire.the Company’s hope that
complaints can be resolved without the need tolieva neutral third part, but for those
times when they cannot, arbitration may be beradfichrbitration will be used for the
specified types of dispute rather than a courtior frial

Arbitration is available to resolve complaints cemgng termination of employment and
alleged statutory violations, including but notilied to claims that an employee was
terminated for unlawful reasons (e.g. becausead,naligion, color, etc.), alleged
unlawful harassment, and other alleged statutariatrons. An employee who claims
that he or she was terminated in violation of Conygaolicy may not require the
Company to arbitrate such a claim. If an employeshes to arbitrate any complain for
which arbitration is available, he or she is expddb notify the Company’s Human
Resource Director in writing within ninety (90) eatlar days of learning of the disputed
decision. However, the Company will honor any ejdor arbitration which is timely
made under the applicable statute of limitatioliss the employee’s responsibility to
ensure that his or her request for arbitratiomgly made.

The decision of the arbitrator will be final anchéding on all parties. Except as provided
in this procedure, the arbitration will proceedactordance with the then current
Employment Dispute Resolution Rules of the Ameridapitration Association. The
arbitration will take place in the Grand RapidscMgan area unless otherwise agreed.

Selection of Arbitrator

When the Company receives a demand for arbitraitiovill promptly request a list of
proposed arbitrators from the American ArbitratAgsociation. To be placed on the list,
an arbitrator must be licensed to practice lavhandtate in which the dispute arose, and
must be familiar with the applicable state and falemployment law. The list of
arbitrators will be sent by AAA to both the Compamd the employee (or the
employee’s attorney or other representative) fecti®n of a single arbitrator. If, for
whatever reason, an arbitrator cannot be seleobed the first list, AAA will submit a
second list to the parties: and, the same procedlilirbe followed.

Date of Arbitration Hearing

The date of the arbitration hearing will be settwy arbitrator, after consultation with the
parties, and consistent with the discovery schesietdorth in this Agreement.
Whenever possible, a hearing, once begun, willddé dn consecutive business days
until completed.

Representation

Either party may be represented by an attorneyeseptative, or other agent selected by
the party. Except as may be ordered by the Atbitraach party will be responsible for
compensating his or her respective attorneys, septatives, or agents.
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Discovery

Each party will have the right to engage in limited reasonable discovery of facts
before the hearing, as approved and ordered b&rhigrator. If reasonable, depositions
will be limited to the key witness for each partyowever, each party will have the right
to take the deposition of any lay or expert witngssignated by another party. Disputes
regarding the reasonableness or scope of requeistam/ery will be resolved by the
Arbitrator.

Designation of Witnesses and Exhibits

Within fourteen (14) calendar days following theéedan arbitrator is selected, the parties
must exchange their lists of witnesses and expémnegses, without prejudice to either
party’s right to later designate rebuttal withess€spies of all exhibits intended to be
used at arbitration hearing must be exchangedtaptlaan fourteen (14) calendar days
prior to the scheduled arbitration date.

Subpoenas

The Arbitrator will have the authority to issue poknas to witnesses, requiring them to
appear for a deposition and/or the arbitration ingaand requiring witnesses to produce
relevant documents in their possession or control.

Authority of Arbitrator

The Arbitrator will have the authority to decidétahely and properly processed
complaints in which the employee’s complaint consdermination of employment or
alleged statutory violations, as described abduge Arbitrator will apply the substantive
law of the state of Michigan, or federal law, otlyaas applicable to the asserted claims.
The rules of evidence for the state of Michigar efiply as guidance to the arbitrator.
The Arbitrator, and not any federal, state, or lacaurt or agency, will have the
exclusive authority to resolve any dispute relatimghe interpretation, applicability,
enforceability, or formation of this Agreement, luding but not limited to any claim that
all or any part of this Agreement is void or voitlabThe Arbitrator will have

jurisdiction to hear and rule on pre-hearing disguaind is authorized to hold pre-hearing
conferences by telephone or in person, as theaditdeems necessary. The Arbitrator
will have the authority to entertain a motion terdiss for summary judgment by any
party and will apply the standards governing sucdtions under the laws for the state of
Michigan, or federal law, or both, as applicabléhte asserted claims.

Judicial Review

The Arbitrator’s decision and award will be finaldabinding on all parties, provided,
however, that a court of competent jurisdiction mayaccordance with established
statutory and common law principles, review anyigslen by an arbitrator and when
appropriate, vacate the decision, modify it to comf to the applicable legal
requirements, or enforce it by entering judgmestebn.

Court Reporter

Either party, at its expense, may arrange for aydtipe cost of a court reporter to
provide a stenographic record of proceedings, eitlith respect to depositions or with
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respect to the hearing. The parties may agreleaieshe cost of a court reporter for the
hearing. If agreed, the stenographic record velthe official record of the hearing.

Post Hearing Briefs
Either party, upon request at the close of hearinijpbe given leave to file a post-
hearing brief. The time for filing such a brieflWie set by the arbitrator.

Compelling Arbitration and Enforcing Awards

Either party may bring an action in any court ofmgeetent jurisdiction to compel
arbitration under this Agreement, and to enforcaritration award upon which
judgment has been entered.

Arbitrator’s Decision and Award

The Arbitrator will render an award and opinion kxping his or her conclusions of fact
and applying the applicable law to those factse @tbitrator will have thirty (30)
calendar days from the close of the hearing, od#te post-hearing briefs are due,
whichever is later, to render his or her award amditten opinion setting forth the basis
for the award. The arbitrator will have the auttyoto award all relief and damages
permitted by law in the jurisdiction in which thesplute is heard.

Arbitration Fees and Costs

The parties will equally share the fees and cdistseoarbitrator. Each party will deposit
funds or post other appropriate security for it@rstof the Arbitrator’s fee, in an amount
and manner determined by the Arbitrator. Eachypaiit pay for its own costs and
attorney fees, if any. However, if any party pis/an a statutory claim which affords
the prevailing party costs and attorney’s fees Atistrator may award reasonable costs
and attorney fees to the prevailing party.

Right to Modify

Highlight Industries reserves the right to unilatsr modify, amend, add to, delete from,
or terminate this Arbitration policy, provided ib@s so in a writing signed by the
President. Any such modifications to this proceduill apply only to complaints or
disputes arising out of facts and circumstancesroicg after the date of any such
modification.
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Acknowledgment of Receipt of Employee Handbook

As a condition of employment all employees willreguired to sign an acknowledgment
of receipt with respect to this handbook. Thisatpd handbook is also available on
Highlight Industries website www.highlightindustries.com. As a condition of

continued employment all employees will be requieedign an acknowledgment with
respect to any amendments to this manual.
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EMPLOYEE ACKNOWLEDGMENT

I have received a copy of Highlight Industries Eaygle Handbook, revised effective
February 22, 2013The Employee Handbook is also available on Hgjttlindustries’
website— www.highlightindustries.com | acknowledge that it is my responsibility to
read and understand this Handbook. | understatdhls Handbook, including
arbitration of the specified types of disputesnsagreement binding on both the
Company and me. | further understand that thislbaok does not change my at-will
employment status with the Company.

Employee Name

Date Employee’s Signature
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