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Welcome to our Company 
 
 
I am pleased to provide you with Dynarex Corporation’s Employee Handbook (the 
“Handbook”). If you are just joining Dynarex Corporation (“Dynarex” or the “Company”), 
welcome to our team! If you are receiving this Handbook after working with us for a while, 
thank you for your service.  
 
Dynarex is proud of what we have accomplished and believes that each of us contributes 
to our growth and achievements.  We hope you are proud to be a member of our team. 
 
This Handbook applies to all Dynarex employees, without regard to where you work, 
although the policies in this Handbook are New York-focused.  Depending on the location 
where an employee works, certain policies may be modified to comply with local applicable 
law.  If you have questions about what may apply to your situation, please contact Human 
Resources. 
 
This Handbook generally describes what we expect of you and includes some of the 
policies and procedures that apply to your employment. It also outlines the benefits 
currently available to eligible employees.  
 
You should familiarize yourself with the Handbook’s contents as soon as possible. It will 
answer many questions you may have about your employment here. 
 
We hope that your experience here will be challenging, enjoyable, and rewarding.  
 
 
Sincerely, 

 
 
Zalman Tenenbaum 
President and CEO 
 
Date Issued:  May 2022 
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Our Philosophy 
 
 
There’s a difference with Dynarex. We commit like partners. We care like family. 
 
We are an industry leader, a one-stop medical supply company that never stops 
listening, improving and working to give our customers/clients unparalleled product and 
unsurpassed service. 
 
By never competing with our distributors, we promote a culture of partnership, honesty 
and transparency.  We are committed to quality, operational excellence and, above all, 
value:  product value, bottom-line value, family values. 
 
By applying these principles to everything we do, everyone we do business with 
benefits.  When it’s work-related, Dynarex chooses to work like we’re all related. 
 
This is the Dynarex difference, since 1967. 
 
Welcome to the family. 
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ABOUT THIS EMPLOYEE HANDBOOK – IMPORTANT, Please Read: 
 
This Employee Handbook contains Dynarex’s personnel policies and procedures and describes 
many of your employee responsibilities. It applies to all employees, and everyone is expected to 
read, understand, and abide by these policies. Questions regarding any provisions in this 
Handbook should be directed to Human Resources or the Office Manager. 
 
The Handbook does not guarantee employment for any duration of time.   
 
AT ALL TIMES, EMPLOYMENT WITH OUR COMPANY IS "AT WILL," WHICH MEANS THAT 
EITHER YOU OR THE COMPANY CAN END THE EMPLOYMENT RELATIONSHIP AT ANY 
TIME FOR ANY REASON OR FOR NO REASON, WITH OR WITHOUT CAUSE OR PRIOR 
NOTICE AND WITHOUT FOLLOWING ANY PROCEDURAL REQUIREMENTS. 
     
Your at-will employment status may not be altered by any Company document or by any oral or 
written statement issued to you by a Company representative, with the exception of a written 
employment or other agreement duly authorized and signed by you or your representative and 
the President/CEO. 
 
NEITHER THIS HANDBOOK, NOR ANY OTHER COMPANY DOCUMENT (other than an 
executed agreement signed by the President/CEO), CONFERS ANY CONTRACTUAL 
RIGHT, EITHER EXPRESSED OR IMPLIED, TO REMAIN IN THE COMPANY’S EMPLOY. NOR 
DO THEY GUARANTEE OR PROMISE ANY FIXED OR CONTINUING TERMS AND 
CONDITIONS OF YOUR EMPLOYMENT. 
 
All terms and conditions of your employment, including the procedures, practices, policies, and 
benefits described in this Handbook, may be changed, altered, or discontinued by the Company 
at any time, in its sole discretion.  Only changes to this Handbook issued in writing by the 
Company may supersede this Handbook.  We will inform you of any changes.  Dynarex retains 
the sole discretion to apply the provisions of the Handbook with flexibility, as we alone deem 
appropriate.   
 
The Handbook also provides a general overview of employee benefits offered at the time this 
Handbook is issued.  However, please refer to the actual plan documents and applicable 
summary plan descriptions for specific questions regarding plan benefits, eligibility, and coverage.  
Where there is a conflict between this Handbook and official plan documents, the plan documents 
are controlling.  Nothing in this Handbook guarantees continued benefits or benefits claims 
coverage.  The Company may eliminate or alter benefits at its discretion to the extent permitted 
by law.  Where an insurance plan is involved, decisions regarding claims coverage are made 
solely by the applicable insurance carrier and not by the Company.   
 
Employees earn the ability to participate in our benefits programs on the basis of actual time 
worked. Employees do not accrue eligibility for any benefits, rights, or privileges beyond the last 
day worked, or during any extended leaves of absences or furloughs, unless otherwise required 
by applicable law.    
 
All employment policies, whether written or oral, that existed prior to this Handbook being issued 
are superseded by this Handbook.  This Handbook is Company property and, to the extent that 
you have a hard copy of this document, you must return it when your employment ends.   
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 CREATING A COLLEGIAL AND INCLUSIVE WORKPLACE 
 
The following policies provide an overview of the Company’s Discrimination, Harassment, 
Retaliation, and related policies. 

 
Please see Appendix A: Discrimination, Sexual and Other Harassment, and/or Retaliation 
Prevention Policy and Reporting and Investigation Procedure and Complaint Form for 
more detailed information.  All employees are required to read this policy appendix, sign and 
return the accompanying acknowledgment form. 

 
Equal Employment Opportunity 
 
Equal Employment Opportunity has been, and will continue to be, a fundamental principle at the 
Company, where employment is based upon personal capabilities and qualifications without 
discrimination because of an employee’s characteristic protected by the law of the locality in which 
the employee works, such as the individual’s race (including hair texture and natural hair styles), 
color, creed, religion, age, national origin, citizenship status, mental or physical disability 
(including registered certified medical marijuana users), sex or gender (including gender identity 
and transgender status), pregnancy, marital status, familial status, sexual orientation, 
reproductive health decision making or such decision making of an employee’s dependent, 
military status, status as a victim of domestic violence, genetic information, prior arrest or 
conviction record or any other protected characteristic as established by applicable federal, state 
or local law.   
 
This policy governs all aspects of our employees’ employment, including their recruitment and 
hiring, compensation, training, benefits, advancement, leaves of absence, and termination. No 
one is authorized to act contrary to this policy.  These policies also prohibit discrimination by or 
against non-employees such as contractors, vendors, consultants, or others providing services to 
the Company or against an employee of a non-employee, and against interns, whether paid or 
unpaid and any others with whom we work. 
   
Harassment Prohibited 
 
The Company is committed to providing a harassment-free work environment. Unlawful 
harassment encompasses unwanted demeaning and degrading actions committed against 
anyone who works with us, or by any other who works with us, on any basis protected by 
applicable federal, state or local law, including the protected characteristics described above. 
Such conduct has no place in our workplace and is strictly prohibited.  Harassment may include, 
but is not limited to, actions such as racial or ethnic epithets, derogatory jokes, comments, 
pictures, cartoons, slurs, threats or unwanted sexual advances, invitations or other actions, and 
images or comments related to a protected characteristic. 
 
Sexual Harassment 
 
Sexual harassment is a form of inappropriate conduct that also will not be tolerated by our 
Company. In general, sexual harassment is any unwelcome sexual advance, request for sexual 
favor or other verbal or physical conduct of a sexual nature, or such conduct that is directed to an 
employee because of the individual’s sex.  
  
This policy prohibits such workplace behavior, even if it is not unwanted by the recipient.  For this 
reason, employees are prohibited from making lewd, crass or derogatory jokes, touching others 
inappropriately or displaying sexually explicit or suggestive material, even when it is welcomed 
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(or appears to be welcomed) by the recipient.  Such behavior is inappropriate in the workplace.  
We expect everyone in our workplace to be treated with respect and to conduct themselves in a 
professional and business-like manner.  While collegiality and friendliness are expected between 
co-workers, overly friendly or familiar behavior, even when not unwanted or unwelcome by the 
recipient, is inappropriate workplace behavior and is unacceptable.   
 
Employees who violate our harassment or discrimination policy may be subject to discipline, 
including but not limited to being placed on a disciplinary suspension or having their employment 
terminated, in the Company’s discretion. 
 
Reporting Discrimination, Sexual or Other Harassment and/or Retaliation 
 
If you believe that you are being subjected to discrimination or harassment as prohibited by these 
policies, or that you are being or have been retaliated against for reporting such conduct or for 
participating in an internal investigation regarding such conduct, you must immediately advise  
your immediate supervisor or Human Resources. Anyone who becomes aware of any suspected 
or perceived discrimination, harassment, retaliation, or other inappropriate conduct regarding 
another employee or other individual connected with our business, must immediately advise their 
supervisor or Human Resources. Falsely reporting conduct or failing to participate in Company 
investigations of discrimination, harassment or retaliation are also violations of this policy. 
 
The Company takes such complaints seriously. Any concerns will be investigated and addressed, 
as discussed in the Investigation Procedures outlined in Appendix A.  
 
Reasonable Accommodation for Disabilities (including Pregnancy) 
 
The Company is committed to complying with the provisions of federal, state, and local laws 
applicable to employees with disabilities, including pregnancy.  It is our policy not to discriminate 
against any qualified employee or applicant with regard to any terms or conditions of employment 
because of such individual’s disability or any perceived disability, or pregnancy, so long as the 
employee is otherwise qualified for the position and can perform their job’s essential functions 
and/or requisites.  Consistent with this policy, the Company will provide reasonable 
accommodations to a qualified individual with a disability, as defined by applicable law, who has 
made the Company aware of the disability, as long as such accommodation does not constitute 
an undue hardship for the Company. In general, an undue hardship is an action that would require 
unreasonable difficulty or expense or would unreasonably disrupt our operations.  Reasonable 
accommodations are also available for employees to address the needs of their pregnancy.  
 
If you need an accommodation, including a modification of a policy in this Handbook, you must 
notify Human Resources or the Office Manager of the disability or pregnancy and explain the 
way(s) in which it affects your ability to do the job. Dynarex also asks that you affirmatively suggest 
specific accommodations that might allow you to better perform the job.  Once an employee has 
requested an accommodation, the Company will engage in a dialogue with that employee to 
determine what is needed and what can be provided.  When appropriate, that employee may be 
asked to provide medical documentation or to submit to a medical examination.  While the 
Company will consider each specific accommodation suggested by the employee, it is ultimately 
the Company that will determine, on a case-by-case basis, which accommodation, if any, may be 
provided. The employee will be notified of the Company's decision regarding the request within a 
reasonable period.   
 
All medical and disability-related information will be treated as confidential and will be shared with 
management and relevant staff only to the extent necessary. 
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Reasonable Accommodations for Religious Observance and Other Reasons 
 
Reasonable accommodations that do not create an undue hardship on the business may also be 
available with respect to other legally protected issues, such as to accommodate an employee’s 
religious practices or beliefs, including, for example, time off for the observance of holy days or 
prayer, or modifications to our dress code. Employees will not be required to forgo the wearing of 
any attire, clothing, or facial hair in accordance with the requirements of the employee’s religion, 
unless doing so would create an undue hardship on the Company’s business.  Employees who 
are victims of domestic violence can request reasonable accommodations to, for example, attend 
a related court hearing.  Employees who take time off as an accommodation may be asked to 
make up the time or use available paid time off days. Otherwise, time off will be unpaid.  
Accommodations may be available in other situations.  Please let us know if you believe you need 
this type of assistance.  Questions and/or requests for such accommodations should be directed 
Human Resources or the Office Manager. Please submit such requests as soon as possible after 
you become aware of the need for an accommodation.   
 
Lactation Accommodation  
 
Employees desiring to express breast milk for their child will be provided with a reasonable 
amount of break time to do so. Employees can elect to take this time during their regularly 
scheduled meal or other breaks.  These breaks, as well as other breaks provided for this purpose, 
may be unpaid for nonexempt employees. 
 
Employees should work with their supervisor to schedule their needed breaks and discuss the 
possibility of making up time missed where possible, although this is not required.   
 
Employees are required to provide reasonable notice to Human Resources or the Office Manager 
that they intend to take breaks for expressing breast milk upon returning to work. The Company 
will make reasonable efforts to provide a room or other location for this purpose where breast milk 
can be expressed in private.  
 
Retaliation Prohibited 
 
The Company prohibits retaliation against employees because they brought workplace issues to 
the Company’s attention or for because they engaged in other protected activities.  Such activities 
include but are not limited to, raising complaints of discrimination, harassment, or retaliation, 
engaging in legally protected whistleblowing activities that bring concerns about the Company’s 
business activities to our attention or the attention of an appropriate entity, seeking an 
accommodation or leave under the various applicable laws or policies, participating in a Company 
investigation, or taking any other permitted action. It is prohibited to discipline, change work 
assignments of, provide inaccurate work information to, or refuse to cooperate or discuss work-
related matters with, an employee because that employee engaged in permitted activity.  
Employees who violate this policy will be subject to discipline, including but not limited to 
disciplinary suspension or employment termination, in the Company’s discretion.   
 
If you feel you are being or have been retaliated against for taking permitted actions, contact 
Human Resources immediately.  
 
Open Door Policy 
 
Dynarex maintains an “open door” policy and wants its employees to feel free to communicate 
with Company management about work-related issues.  If you have any concerns regarding the 
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Company’s business practices, financial management, policy application, ethical considerations 
or other issues, we would appreciate your bringing those concerns to our attention so that they 
can be addressed. Whether you have a problem, a complaint, a suggestion, or an observation, 
we want to hear from you.  Employees are encouraged to schedule time to discuss any and all 
work-related problems or concerns with their immediate supervisor.  If the employee’s immediate 
supervisor is not able to resolve the work-related issue, or the employee does not wish to speak 
with the supervisor about the issue, the employee may then contact Human Resources.   Please 
also feel free to send an email, note or memo about any issue or concern so it can be addressed.  
If the issue is one regarding workplace harassment, discrimination or retaliation, please see the 
separate policies in this Handbook addressing those issues.  Employees should feel free to bring 
any issues to the Company’s attention without fear of retaliation.     
 
Employee Protected Activities 
 
Nothing in this Handbook is intended to prohibit, prevent, or discourage any employee from 
attempting to improve the employee’s terms and conditions of employment by discussing these 
issues with other employees, or working or gathering together with other employees (whether in 
person or online) to discuss and address working conditions in this Company. Employees have 
legal rights to take these types of ‘concerted protected activities’ which are protected by the 
National Labor Relations Act.     
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EMPLOYEE RECORDS/HIRING 
 
Application/New Hire Information 
 
We rely on the accuracy of information presented throughout the hiring process and during 
employment, including but not limited to information provided in any employment applications or 
other pre-hire information, or in new hire documents.  Any misrepresentations, falsifications or 
material omissions in any of this information, or other information provided during employment, 
may result in exclusion from further consideration for employment or termination of employment. 
 
Immigration Law Compliance 
 
We are committed to employing only United States citizens and others who are legally authorized 
to work in the United States and do not unlawfully discriminate on the basis of citizenship or 
national origin.  In compliance with the Immigration Reform and Control Act of 1986, each new 
employee, as a condition of employment, must complete the Employment Eligibility Verification 
Form I-9 and present the required documentation establishing identity and employment eligibility.  
Former employees who are rehired must also complete this form if they have not completed an I-
9 with the Company within the past three years, or if their previous I-9 is no longer retained or 
valid. 
 
Change of Employee Status and Information 
 
Each employee is personally responsible to alert Human Resources immediately whenever there 
is a change in one or more of the following: 
 

• Mailing address 
• Telephone number (home and cell) 
• Personal email address 
• Person to notify in case of emergency and that individual’s contact information 
• Legal name, through marriage, or otherwise 
• Marital status 
• Number of dependents 
• Insurance beneficiaries 
• Military status 
• Citizenship status 
• Banking information for direct deposit purposes 
 

Access to Personnel Files 
 
A personnel file is maintained on each employee which may include such information as the 
employee’s job application, résumé, records of training, documentation of performance 
appraisals, documentation of salary increases and other employment records. The Company 
maintains separate files for information regarding employment eligibility verification (Form I-9), 
and for medical and related benefits information, if any.  Personnel files are Company property, 
and access is restricted.  Anyone with personnel file access must maintain their confidentiality.  
Copying personnel documents by any employee is prohibited, unless express permission is 
received from Human Resources or such is permitted by applicable law. Removing personnel 
documents by any employee is strictly prohibited, unless permitted by applicable law. 
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Confidentiality of Employee Medical Information   
 
Employee medical information is to be treated confidentially, as required by law, and maintained 
in a file separate from the employee’s personnel file.  Only those with a legitimate, work-related 
reason to access these files may do so, and those employees must take reasonable precautions 
to keep this information confidential and to protect such information from inappropriate disclosure.  
Employees may not remove employee medical information from authorized areas, must properly 
secure such records, and may permit only authorized personnel access to such records.  Care 
must be taken to protect the confidentiality of this information when disposing of these records. 
 
Protections for Reproductive Health Decisions 
 
No one is authorized to access any employee's personal information regarding the employee's or 
the employee's dependent(s)' reproductive health decision making, including but not limited to, 
the decision to use or access a particular drug, device or medical service, without the employee's 
prior informed affirmative written consent.  Nor may anyone require an employee to sign a waiver 
or other document which purports to deny an employee the right to make their own reproductive 
health care decisions, including use of a particular drug, device, or medical service.  Employees 
must not be discriminated against because of their or their dependents’ reproductive health 
decision making.  Employees who believe this policy has been violated should utilize the 
Company’s internal reporting procedure for discrimination and harassment but may also bring a 
civil action in court.  Employees will be protected from retaliation because they exercised their 
rights protected by this policy, such as by filing a complaint regarding a violation of this policy, or 
indicating such a complaint will be filed, or testifying with regard to the investigation of such a 
complaint or providing information to support such a complaint. 
 
Confidentiality of Employee Personal Information  
 
Employee personal information must be kept confidential, only used as is necessary to run our 
business, and not disclosed outside the Company, except as is permitted by law.  Such personal 
information includes, but is not limited to, employees’ social security numbers, home address, 
telephone number, personal email address, birth date, driver’s license or non-driver ID number, 
etc.  Reasonable precautions are expected to be taken by all who maintain this information to 
protect it from inappropriate use and/or disclosure.  This policy is not intended to prevent 
employees from sharing their own information as they see fit.  All employees should take care in 
transmitting or disposing of any electronic or other records potentially containing employee 
personal information.  If you have questions about the proper transmittal or destruction of any 
documents or electronic files, or whether specific documents contain protected personal 
information, contact Human Resources.  
 
Performance Appraisals 
 
We may periodically review and assess our employees’ job performance, at intervals set at our 
discretion.  Factors that the Company looks for in its employees, and upon which employees may 
be evaluated, include the following criteria, among others: 
 

• Competence to perform the employee’s duties  
• Reporting to work regularly and on time 
• Cooperation with supervisors and other staff members 
• Responsiveness and courtesy to customers/clients 
• Willingness and ability to perform and complete tasks 
• Overall attitude 
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• Productivity 
 
Performance appraisals allow supervisors to address each employee’s overall performance and 
summarize both formal and informal performance discussions held throughout the review period. 
The provision of a performance evaluation, even if satisfactory, does not guarantee an increase 
in wages or provision of a bonus.  Wages are increased at the Company’s discretion and are 
based on multiple factors. 
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EMPLOYEE CLASSIFICATIONS 
 
Understanding the definitions of employment classifications is important in understanding benefits 
eligibility and other employment status issues.  Our employees fall into various classifications for 
different reasons.   
 

• Employees are classified depending on the number of hours they are regularly scheduled 
to work. 

 
o “Full-time” employees are regularly scheduled to work 40 hours or more per week.   
o “Part-time” employees are regularly scheduled to work fewer than 40 hours per 

week.  
 

• Unless otherwise agreed to in an approved writing, all Company employees are employed 
at will, without regard to any other classification, and their employment may be terminated 
at any time, for any reason, by either the Company or the employee. However, they are 
also classified depending on whether there is an expected end date to their assignment. 
 

o “Regular” employees are those non-temporary, non-seasonal employees who 
are regularly scheduled to work some number of hours for the Company each 
week.  There is no particular end-date anticipated to their employment.  Their at-
will employment is expected to last until either the employee resigns, or the 
Company lets the employee go. 
 

o “Temporary” employees are those employees hired on a project basis or 
otherwise for an expected limited time, such as seasonal employees or to cover 
an employee on leave.  While still employed at-will, temporary employees 
generally know that their employment is of limited duration, and will last no longer 
than the end of a particular assignment.  Temporary employees are not eligible 
for employee benefits, except for those required by applicable law.   

 
• Employees are further classified with regard to their entitlement to overtime wages.  

Upon hire (and any time there is a change in your status) New York employees will 
receive a written notice of your status, as well as how you are paid, your rate(s) of pay, if 
applicable, your overtime pay rate (if applicable), and other information required by the 
Wage Theft Prevention Act.   
 

o “Exempt employees” are classified as such if their job duties and responsibilities 
are identified as being exempt from the overtime wage provisions of the Federal 
and applicable State Wage and Hour Laws.  Exempt employees are not eligible 
for overtime pay.  They are paid on a salaried basis or otherwise in accordance 
with applicable law.   
 

o “Non-Exempt employees” are those whose positions and job duties require that 
they receive overtime pay for certain additional hours worked in accordance with 
applicable federal and state law wage and hour laws.  Their compensation is 
generally calculated on an hourly basis, although it may be paid as a salary. 
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Independent Contractors 
 

Independent contractors are not employees of the Company.  Independent contractors are those 
individuals or companies that are retained by the Company on a contract-by-contract basis.  Such 
contractors control their own work including how and when it is performed.  Independent 
contractors are not entitled to the benefits in this Handbook, unless otherwise noted or required 
by applicable law, but are expected to exhibit appropriate conduct when working at our worksites, 
such as avoiding harassment and workplace violence. Depending on the site at which a contractor 
is working, and on applicable local law, contractors may be protected from being subject to 
discrimination and harassment as set out in Company policies.  However, all employees are 
expected to treat all contractors professionally and with respect.  If employees are aware of any 
improper conduct by any independent contractor, it should be reported to Human Resources as 
soon as possible. 
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WAGES AND HOURS 
 
Work Schedule  
 
The Company’s business hours are generally Mondays through Thursdays from 8:30 a.m. until 
5:00 p.m., and on Fridays from 8:30 a.m. until 4:30 p.m. Certain departments’ operation hours, 
however, may vary. Employees are advised of their work schedules on hire, and/or as the 
schedules may be modified from time to time by the Company. Employees are expected to be at 
work and ready to start at their scheduled start time (whether that is in the office or at a remote 
telework location) and are expected to remain at work until the end of their workday (except for 
established meal periods) unless arrangements have been made with their supervisor to leave 
earlier (or in the case of an emergency). Employees working from home are expected to be 
available during our usual business hours/core hours and to promptly respond to communications 
(email, message applications or other instant messages).    
  
Meal Breaks 
 
In general, all employees whose working time extends over a meal period are permitted to take 
an unpaid ½ hour meal break each workday, unless otherwise required by applicable law.  
Employees should take care to stagger meal periods so that continuous coverage can be 
maintained as necessary.  Your supervisor may assign you to a particular mealtime.  Non-exempt 
employees should be completely relieved of work during meal breaks, and should take meal 
breaks away from their desks and/or their workspace unless otherwise instructed by their 
supervisor.  Non-exempt employees are to “clock out” via the AMG system on their mobile phone 
or desktop during their meal breaks.  Employees who work extended shifts may be entitled to 
additional meal break time.  Please speak with your supervisor if you have questions regarding 
your meal breaks.  
 
Other Breaks 
 
Employees are expected to attend to personal issues, make personal phone calls, smoke, send 
or receive personal texts or emails, etc. before or after work or during lunch to the extent possible.  
During each workday, non-exempt and warehouse employees are permitted to take one 15-
minute break in the morning, and one 15-minute break in the afternoon, at a time as assigned by 
their supervisor.  Frequent, lengthy, or excessive breaks disrupt working time and may be grounds 
for discipline.   
 
Workweek and Payday 
 
For payroll purposes, unless specified otherwise, the workweek runs from Monday at 12:01 a.m. 
to Sunday at 12:00 midnight.   
 
Employees are paid on a bi-weekly basis on Fridays.  If a regularly scheduled payday falls on a 
Company holiday, employees generally will be paid on the last business day prior to the regularly 
scheduled payday.   
 
Direct Deposit 
 
Employees may opt to receive their paychecks through direct deposit.  This is not required, but it 
is strongly encouraged.  Should you provide written authorization for this payment method, or as 
otherwise required by applicable law, the Company will deposit your paycheck directly to the bank 
of your choice. Employees that do not elect direct deposit will receive a paper check. 
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Timekeeping of Hours Worked 
 
All employees, regardless of their exemption status, must record their time daily (via the AMG 
system) at the beginning and end of their scheduled shifts, as well for all non-working meal 
periods, and other break periods that are at least 20 minutes. 
 
Time entries are not rounded, and non-exempt employees will be paid according to the exact time 
entered. Employees who are required to clock in and out but fail to do so may be subject to 
disciplinary action in the Company’s sole discretion, as may employees found to be falsifying time 
records or clocking in and out for someone other than themselves. 
 
Off-the-Clock Work Prohibited  
 
Non-exempt employees are prohibited from working when they are not clocked in.  This includes 
working before or after their shift, during meal breaks, or on the weekends or days the employee 
is not scheduled to work.  If you are non-exempt and do perform any work during times other than 
your regularly scheduled working time, you must log the working time as you usually would.  No 
one is authorized to request that a non-exempt employee work when not on the clock. 
 
Overtime Pay 
 
Overtime compensation is paid to non-exempt employees at a rate of 1 ½ times the employee's 
regular rate for actual hours worked in excess of 40 hours in a given workweek or as otherwise 
required by applicable state law.   
 
Non-exempt employees are not permitted to work overtime hours without prior permission.  
Overtime work must be pre-approved by your direct supervisor.  Working overtime without prior 
authorization may subject the employee to disciplinary action.   
 
Vacation, personal and sick time, meal breaks where employees are completely relieved of duty 
and leaves of absence or other paid time off when an employee is not working are not considered 
hours worked for purposes of performing overtime calculations. Exempt employees are not 
entitled to overtime pay.  
 
Presence on Premises  
 
Consistent with the other policies in this Handbook, while we hope employees have cordial 
relationships and occasional social conversations with each other, when our employees are at 
work, we expect them to be working.  Distractions at our worksites such as extensive social 
conversations, or employees remaining to socialize or for other purposes when they are “off the 
clock,” are discouraged. Non-exempt employees may not remain on the Company premises to 
socialize or for other non-working purposes without having first clocked out. 
 
Payroll Taxes and Other Withholding 
 
All compensation paid to employees is subject to federal, state and local income tax withholdings 
and to required Social Security and Medicare contributions based on the exemption information 
completed and supplied by the employee and submitted to the Company on the W-4 form and 
any state tax withholding document that you complete on your first day at the Company.  You are 
responsible for the accuracy of the form and for updating it, if necessary.  Under federal law, the 
Company matches the amount of Social Security paid by each employee.  Authorized deductions 
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may also be taken from employee compensation for employee benefits plans, as designated by 
the employee.  All employees are strongly encouraged to carefully review all paystubs or 
statements and to contact the Payroll Manager with any questions regarding deductions from your 
pay.   
 
Improper Deductions Prohibited  
 
Company employees who are exempt are paid on a “salary basis.”  This occurs when that 
employee regularly receives a predetermined amount of compensation each pay period, which 
cannot be reduced because of variations in the quality or quantity of the employee’s work, except 
for specific deductions permitted by law.  It is the Company’s policy to comply with all salary basis 
requirements of federal and state law. To this end, Dynarex prohibits improper salary deductions 
of any kind, including but not limited to deductions for partial-day absences; deductions made for 
full-day absences other than those specified below; deductions made when the employee was 
ready to work but could not due to the Company’s action; or other deductions prohibited by law.  
Once brought to our attention, the situation will be rectified, and the employee will be promptly 
reimbursed for any such improper deductions. 
 
Certain lawful deductions from salaried employees’ pay, however, are permitted, without prejudice 
to an employee’s salaried exempt status.  Some examples are as follows:  

 
• Absence from work for one or more full days due to sickness or disability in excess of 

those paid days allowed by a Company plan or policy or before being eligible to take paid 
sick days  

• Absence from work for one or more full days for personal reasons other than sickness or 
disability, beyond any such paid absences that are permitted under Company policy 

• To offset amounts received as jury or witness fees or military service pay 
• For unpaid disciplinary suspensions of one (1) or more full days, imposed in good faith for 

workplace conduct rule infractions (including violating the conduct rules set forth in this 
Handbook) 

• For a penalty imposed in good faith for infractions of safety rules of major significance 
• For days not worked in the first and last weeks of employment 

 
These are merely examples of permissible deductions, and do not necessarily represent an 
exhaustive list.  If you have any questions regarding deductions made to your salary or believe 
that deductions have been made in violation of this policy, please bring these concerns to the 
attention of the Payroll Manager so they can be addressed and rectified if necessary.  
    
Payroll Errors and Corrections  
 
Employees with access to the AMG system, may access their pay record at any time.  Employees 
who complete timesheets must ensure their entries are accurate.  All employees are responsible 
for reviewing your paystubs and promptly letting us know if you have any questions or concerns 
about your pay. 
 
If you believe that there is any payroll error, you must immediately report this information to the 
Payroll Manager.  We will endeavor to resolve your concerns promptly.  Reports of improper 
deductions or other payroll errors will be promptly investigated. If it is determined that an error 
has occurred that resulted in an underpayment, the error will be promptly rectified, usually in the 
next regular paycheck. Overpayments will be addressed as permitted by law. Employees may 
question perceived errors in pay without fear of reprisal or discipline. 
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Lost or Stolen Paychecks/Misrouted Funds 
 

If your paycheck is lost or stolen, or if your direct deposit does not arrive, please notify the Payroll 
Manager immediately.  If we are able to do so, we will notify the bank to place a stop payment on 
the original paycheck, and issue you another paycheck.  Unfortunately, the Company is unable 
to take responsibility for lost or stolen paychecks, or funds that are misrouted due to outdated 
direct deposit information or other reason not attributable to the Company.  Therefore, if we are 
unable to stop payment on your original paycheck or direct deposit, you will be responsible for 
the loss. 
 
Confidentiality of Payroll and Salary Information 
 
The salaries and wage rates of employees may vary for many reasons. Our employees’ salary 
and compensation information is considered confidential Company information.  You may not 
share information about other employees’ compensation with any other employees or anyone 
outside the Company except as required or permitted by applicable law, unless you have the 
other employee’s clearly stated permission to share that employee’s information. For example, 
the Company bookkeeper who has access to payroll information may tell another individual about 
the bookkeeper’s own compensation, but that bookkeeper may not share another employee’s 
compensation information that the bookkeeper learned through accessing Company records on 
the job, with anyone else who is not expressly permitted by the Company to access these records, 
without the other employee’s clearly stated permission. No one may access the Company’s 
payroll records other than certain senior management, and the Company’s accountants, accounts 
payable and/or bookkeeping personnel, and/or payroll service, all of whom must keep the 
information confidential as required by this policy.  This policy is not intended to prohibit an 
individual employee from disclosing or discussing the individual’s own compensation information 
as that individual deems appropriate or from disclosing or discussing another employee’s 
information that was voluntarily disclosed by the other employee with consent to relay it to others.  
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EMPLOYEE CONDUCT 
 
Expected Conduct from Employees 
 
Our employees are expected to always use their best efforts to perform all assigned tasks 
promptly and efficiently, and to be courteous and impartial in dealing with customers, vendors, 
independent contractors, other employees, and the public.  Courtesy, tact, and helpfulness can 
bring about respect and cooperation from others. We also want to create a positive image of the 
Company in the eyes of the public.  All employees have the right to be treated with dignity and 
respect, just as it is expected that all employees will treat others the same way. Your attitude is 
contagious – even when voicing concerns, try to be positive.   
 
Honesty, trust, and integrity are the hallmarks of our business.  Your adherence to these values 
is a contributing factor to our success. 
 
Insubordination and lack of cooperation by our team are unacceptable. While we welcome 
suggestions from employees, employees are expected to follow directions and instructions from 
their supervisors and managers with a positive and helpful attitude, and address disagreements 
in a constructive manner.  Anything less reflects poorly on you and our Company. 
 
The Company expects all employees to act with the highest standards of personal, ethical and 
professional integrity in all aspects of their activities and to comply with all applicable rules, 
regulations and Company policies. In accepting a position here, each of us becomes accountable 
for compliance with these principles of expected conduct.  
 
It is each employee’s responsibility to become familiar with all Company policies and rules as 
contained in this Handbook, or as may be implemented from time to time, and to abide by them.  
Failure to follow Company policies and rules may result in disciplinary action, up to and including 
a paid or unpaid disciplinary suspension or immediate termination of employment.  Anyone who 
believes they are being retaliated against for following our policy should report it immediately. 
 
Corrective Action/Employee Discipline 
 
Any conduct, which, in the Company’s opinion, interferes with or adversely affects Company 
business or the employment environment, or otherwise reflects poorly upon our organization, 
including but not limited to violations of the policies in this Handbook, is grounds for disciplinary 
action, ranging from a verbal warning to immediate discharge, in the Company’s discretion.   
 
The use of progressive discipline, including but not limited to, using any of the following in any 
order deemed by the Company as appropriate to the circumstances may be considered: informal 
counseling, verbal warnings, written warnings, performance probation, paid or unpaid disciplinary 
suspensions, and discharge. Discipline need not be imposed in any particular order and the 
Company may apply discipline as it deems appropriate to the circumstances.  At all times, 
employment with the Company remains “at-will,” which means that either the Company or the 
employee have the right to terminate the employment relationship at any time, with or without 
cause or prior notice.  As a result, disciplinary action may be utilized, or an employee’s 
employment may be terminated immediately, without the benefit of progressive or other discipline, 
in the Company’s sole discretion.  
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Job Responsibilities 
 
All Company employees are expected to learn and to proficiently perform the individual functions 
and responsibilities of their jobs, which are assigned based on the Company’s needs.  Written job 
descriptions may be provided to employees.  However, all employees must remain flexible and 
able to adapt to changing and sometimes unexpected situations. 
 
Employees may occasionally be asked to perform job duties other than—or in addition to—those 
ordinarily performed. Employees are expected to cooperate in such situations.  You may also 
determine to assist another employee in their absence, or during a busy period.  If you should 
perform a function normally performed by another employee, please let them know what you did 
in their absence and ensure they have the information needed to perform any follow-up needed.   
 
Management may alter employee work assignments at any time, in its discretion, as is necessary 
to meet the Company’s goals and objectives. 
 
Attendance and Punctuality 
 
Regular attendance and punctuality are essential parts of every Company job. We cannot function 
properly without consistent and regular attendance from all employees. As such, all employees 
must be present and ready to begin work at their scheduled start time on each workday, and on 
time for any scheduled internal meetings. This applies to employees working in the office and to 
those working remotely.  Unscheduled absences must be avoided whenever possible.   
 
If, for any reason, you are unable to be on time and available to start your workday, you must 
contact your direct supervisor by phone call, text message or email as soon as possible before 
your expected arrival time to advise of your absence, the reason you will be out or late, and when 
you expect to return to work.  As noted, this applies when you will not be at your office or 
workstation in our Company location, or when you will not be at your computer ready to start your 
remote workday. Contacting a co-worker is not an acceptable substitute.  If you are unable to 
report to work at all because of an emergency, you are expected to advise of the situation as soon 
as possible. Employees who wish to leave work early must obtain prior approval from their direct 
supervisor.   
 
Providing notice, however, does not necessarily excuse an unscheduled absence, lateness, or 
early departure, although failure to promptly notify the Company could result in further disciplinary 
action, up to and including discharge.   
 
No Call/No Show  
 
Anyone absent for 3 consecutive workdays without prior permission and without calling in as 
required, above, may be presumed to have voluntarily quit as of the last day worked or other date 
as designated by the Company. 
 
Professional Appearance and Grooming  
 
The Company asks that you dress in a manner suitable for your work and consistent with good 
taste.  Employees who report to work inappropriately dressed will be sent home to change and 
may be disciplined.  Dynarex, in its sole discretion, may determine what constitutes appropriate 
workplace attire. 
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Business Casual 
 
Office and customer service employees are expected to wear professional, business-casual attire 
when at work or when conducting the Company’s business. We trust and expect that employees 
will exercise sound judgment when deciding what specific attire is appropriate.  Slacks or khakis, 
with dress shirts, blouses or polo shirts are acceptable.  Ties are optional.  Jackets, sweaters, or 
sweater-vests are acceptable.  Any dress or skirt should be at least mid-thigh length. T-shirts, 
workout clothing, spaghetti-strap tops, or sheer tops are unacceptable.  Jewelry and other 
accessories for all employees is expected to be tasteful and professional.  
 
Warehouse employees are expected to dress according to their positions, and should be aware 
of any safety requirements (for example, sturdy shoes) or necessary protective clothing.   
 
On Friday dress-down days, office and customer service employees are permitted to wear jeans 
or other casual clothing that are clean and neat.  No ripped, torn, frayed, stained, or clothing 
otherwise in disrepair or dirty is acceptable.  T-shirts are acceptable, as long as they are not low-
cut and do not contain slogans or pictures that would violate the Company’s harassment policy, 
or would otherwise be offensive or inappropriate in a workplace.  Open-toe shoes are acceptable; 
no flip-flops.  No sweatpants or other work-out clothing; no spaghetti-strap tops, or sheer tops.  
 
Following is a general overview of the Company’s dress code. It is not intended to be all-inclusive, 
but rather a guideline to which employees should refer and applies at all times. 
 

• Torn, excessively wrinkled, or frayed clothing is not acceptable. All seams should be 
finished 

• Costumes (unless permitted on Halloween) or clothing with words, terms, phrases or 
images that might be offensive to others should be avoided 

• Shorts, extremely short skirts, midriff tops, and clothing that might be considered “too 
revealing,” too low-cut or high-cut, or too sheer are not appropriate for a place of business 

• Athletic shoes, sneakers, beach sandals or flip flops, and bare feet are not acceptable, 
except on dress-down days when sneakers are permitted 

• Baseball caps and workout clothing are not permitted 
• Be mindful of your attire when appearing on video calls and meetings, including internal 

meetings. 
• Employees are expected to be well-groomed, to maintain good hygiene at all times, and 

to be respectful of others if/when using fragrant hygiene or styling products  
 
Anyone needing an accommodation with regard to the Company’s dress-code policy due to a 
religious practice, disability, or other reason is to speak with their direct supervisor or the Human 
Resources.  
 
Treatment and Return of Company Property 
 
Employees are responsible for the care and protection of any Company property provided to them 
or which is under their supervision and control, including equipment, supplies, documents, etc.  
This responsibility includes treating Company property with due care, and immediately reporting 
any loss or damage to their supervisors.  All Company property must be returned to the Company 
on or before an employee’s last day of work, including but not limited to, keys, keycards, credit 
cards, laptops and other electronic devices, software, Company documents and files, customer 
files, including anything created by you for the Company in the course of your employment, and 
this Handbook.   Company property is expected to be in good condition, accounting for usual wear 
and tear. 
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Use of Company Furnishings and Facilities/ Company Searches 
 
All the desks, workstations, filing cabinets and any other facilities and furnishings provided for 
employees’ use at a Dynarex facility are Dynarex’s property.  As a result, the Company may 
inspect these and other Company property, with or without notice to employees in the Company’s 
discretion. The fact that desks, drawers, file cabinets, closets or other facilities may be able to be 
locked does not provide employees with an expectation of privacy with regard to those facilities 
and the items kept inside them.  Employees are not permitted to add their own locks or locking 
mechanisms to Company equipment, furniture or facilities.   If an employee’s personal items are 
stored or maintained on the Company’s premises or in its files, desks, computerized data bases 
and the like, such items may be subject to search and inspection by the Company or its 
representatives without the employee’s consent, with or without prior notice, to the extent 
permitted by law.  Employees should be mindful of this policy before bringing personal items into 
a Company workplace.  Employees should have no expectation of privacy with regard to items 
stored in or on Company property, or otherwise brought onto Company property.  Employees are 
expected and required to cooperate with Company searches of Company property.  
 
Packages/Parcels/Personal Items 
 
To ensure that any items that could potentially harm the safety and welfare of our employees and 
visitors (such as handguns, other weapons or illegal drugs) are not brought onto our premises, to 
ensure against theft of Company property and for other reasons as the Company deems 
necessary, the Company may choose to inspect any packages, parcels, or personal items (such 
as briefcases or purses) brought onto Company property at any time, in the Company’s sole 
discretion. Such inspections may be made when entering our premises, when leaving our 
premises, or as the Company otherwise determines is needed.  Employees should have no 
expectation of privacy with regard to such packages, parcels and personal items on Company 
property. 
 
Company Stationery and Other Documents 
 
Company stationery, invoices, and other business documents containing the Company’s name 
and/or logo are to be used for authorized business only.  They may not be used for personal 
letters or other personal or non-Company use. 
 
Conflicts of Interest/Ethical Business Practices 
 
Employees are expected to act in the Company’s best interest and to safeguard the Company’s 
reputation from any conflict of interest or even the appearance of a conflict.  A potential conflict of 
interest arises when an employee's outside interests interfere with the employee's ability to 
objectively perform required job duties.  Therefore, employees should avoid outside interests that 
may conflict with the Company’s interest, be harmful or embarrassing to the Company in any way 
or jeopardize the Company’s reputation. 
 
An employee or a member of an employee's family’s financial or other business interest in a 
customer, vendor or a competitor of ours, could affect our employees’ ability to make impartial 
decisions on behalf of our Company.  As a result, any employee who becomes aware that the 
Company is or may be doing business with any such individual or Company must alert 
management.     
 
If you have any questions regarding an actual or suspected conflict of interest, illegal activity or 
any breach of the Company codes of conduct, contact your direct supervisor and/or Human 
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Resources to explain your concerns.  Employees can report conflicts of interest without fear of 
reprisal or retaliation.   
 
Outside Employment 
 
Employees may hold non-competitive jobs outside of the Company during that employee’s non-
working hours, provided the outside job does not interfere with an employee's ability to 
satisfactorily perform their job for the Company, and provided the employee gives the Company 
advance notice of the prospective employment.  Employees should consider the impact that 
outside employment may have on their health, physical endurance and ability to effectively 
perform their responsibilities for the Company. All employees will be judged by the same 
performance standards and will be subject to the same scheduling demands, regardless of any 
outside work commitments.  If you are a full-time Company employee, your employment here 
must be considered a priority and scheduling obligations for the Company must take precedence 
over outside employment.  Outside employment must not violate our Conflicts of Interest policy 
by creating an actual conflict, or the appearance of a conflict.  
 
Full Attention to Company Position 
 
During working hours, employees are expected to be attending to duties and responsibilities 
related to their jobs.  While we strive to have a collegial working environment and expect 
employees to be friendly with each other, lengthy personal conversations between employees 
should not be occurring on working time.  Similarly, personal activities (such as personal phone 
calls, texts, or emails, surfing the internet, visiting chat rooms or social networking sites, texting, 
reading, working on outside endeavors such as political campaigns or outside business interests, 
etc.) are to be reserved for non-working times. In short, during working hours, employees are 
expected to be working.  
 
Duty to Protect Confidential Company Information  
 
The protection of confidential Company and customer information and trade secrets is vital to our 
interests and success.  Confidential information is any nonpublic information including, but not 
limited to, trade secrets involving the Company and/or its customers, products, or employees, as 
more fully outlined below.  All Company and customer information should be held in strict 
confidence, and not relayed to anyone outside the Company, except in the usual course of 
business and with Company permission. Disclosure of Company confidential information to 
Company competitors or others could cause egregious and irreparable harm.  Confidential 
information includes, but is not limited to, the following examples:  
 

• Product development plans  
• Business records of the Company 
• Company manuals, policies and procedures 
• Information relating to confidential or proprietary processes and technologies 
• Customer or supplier lists and related information 
• Agreements between customers/clients and the Company 
• Customer financial information 
• Contracts with Company vendors or suppliers or independent contractors 
• Financial information of the Company  
• Company strategic and development plans 
• Market analysis information 
• Company billing rates to customers/clients 
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• Any confidential information maintained regarding customers/clients 
• Project records 
• Employee records and compensation data (see Policies on Confidentiality of Employees’ 

Personal Information and Confidentiality of Payroll) 
• Employee agreements (see Policy on Confidentiality of Employees’ Personal Information) 

 
Company employees are in a position of trust and have an obligation to the Company and to its 
customers/clients to see that the confidentiality of this information is strictly maintained and 
protected.  Unauthorized use or disclosure of confidential information, even if inadvertent, 
compromises both you and the Company and seriously erodes customer confidence. 
 
Employees may be required to sign a nondisclosure agreement as a condition of 
employment.  However, regardless of whether a formal agreement is signed, any employee who 
discloses Dynarex’s trade secrets or confidential and proprietary business information to anyone 
other than a person known to be authorized to receive such information will be subject to 
disciplinary action up to and including termination of employment, and may also be subject to 
legal action, including but not limited to actions under the Defend Trade Secrets Act of 2016 
(“DTSA”).  However, an employee will have immunity from an action asserting a trade secret 
misappropriation if the disclosure the employee makes was made in confidence to a Federal, 
State, or local government official, either directly or indirectly, or to an attorney; and that disclosure 
of the Company’s confidences was made solely for the purpose of reporting or investigating a 
suspected violation of law.  Similar immunity is available if the disclosure of confidences is made 
in a complaint or other document filed in a lawsuit or other proceeding, provided such filing is 
made under seal. Such immunity extends to both criminal and civil liability under any Federal or 
State trade secret law. 
 
Further, each employee has a continuing obligation to safeguard and not disclose or use 
Company confidential proprietary information, even after employment with the Company ends for 
any reason. Such restriction on disclosure of our confidential information includes a restriction on 
posting or relaying it on the internet in any forum, blog or electronic communication of any sort. 
Upon termination of employment, all confidential information in the employee’s possession must 
be promptly returned to the Company.   
 
As the Company expects its confidential information to be respected, it is also our policy to respect 
the confidential information of others.  Employees who possess confidential business information 
from a former employer, or relating to customers, clients or employees of a former employer, must 
keep that information confidential and not disclose or use that information in performing job duties 
for the Company.  Questions about what constitutes confidential information or whether it can be 
released should be directed to your immediate supervisor or to Human Resources.  
 
Gratuities for Government Employees or Officials 
 
Employees may not offer a gratuity to any government employee or official on behalf of, or in 
pursuance of, our Company business. Gratuities are defined as meals, drinks, gifts, expenses, 
cash or any other item of value, including personal service.   
 
Employees are strictly forbidden to offer or give any form of a business gift to federal, state, or 
municipal employees on behalf of the Company. 
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Gratuities to or from Customers or Vendor Representatives 
 
Employees may not offer to give or accept a gift, cash or other item of value—including personal 
service—to or from an existing or prospective customer or vendor representative in pursuance of 
business or in conjunction with negotiating business on behalf of this Company.  
 
Expenses for meals as part of a seminar, convention or business meeting are not within the 
definition of gratuities for purposes of this policy. Invitations extended by a client, customer, or 
vendor to participate in any program or activity, such as a party or football game, should be 
referred to your supervisor/manager for approval on a case-by-case basis. 
 
Work Product 
 
Any and all work products of any nature (“Work Product”) which an employee has conceived 
and/or made during the employee’s employment with our Company and which has or may have 
any applicability to any aspect of the Company’s business or its customers/clients, must be 
deemed a work-for-hire product and shall be the sole and exclusive property of Dynarex.  
Employees agree to assign, transfer and convey to the Company all right, title and interest in and 
to all Work Product which may be developed during their employment. 
 
Theft of Property (Including Confidential Information) 
 
Company employees are entrusted with and have access to Company equipment, Company 
products, Company confidential and proprietary information and, most importantly, confidential 
customer/client information.  Removal of Company property, equipment, documents, samples, 
prototypes, or products without express consent of management is prohibited. Theft of this 
physical or intellectual property, or otherwise violating this trust, will subject the violator to 
disciplinary action including but not limited to disciplinary suspension or immediate discharge, in 
the Company’s discretion, as well as possible legal proceedings, including criminal actions, to 
prosecute the employee and/or to recover Company property and/or its value. If necessary, 
Dynarex may seek a Court Order to examine an employee’s personal computer equipment, if the 
Company has reason to believe that this equipment has been used to breach the security of the 
Company’s confidential information. 
 
Expense Reimbursement  
 
Employees will be reimbursed for all reasonable expenses incurred in the course of conducting 
Company business.  Expenses must be approved in advance and submitted for reimbursement 
within 1 month of the expense being incurred.  All Expense Reimbursement Requests must be 
accompanied by a receipt where possible, and must include information regarding the business 
nature of the expense.  Documentation of the pre-approval of expenses must be included with 
your expense reimbursement request.    
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COMPUTERS, TELEPHONES AND ELECTRONIC DEVICES 
 
The Company provides all employees with Company equipment such as computers, laptops, 
cellphones/office phones, voice mail, email and/or internet access, as well as access to the 
Company’s computer systems, programs and apps (whether from the office or remotely), to help 
them do their jobs.  These data and telecommunications devices and resources, as well as the 
Company’s computer network and systems (taken together, our “IT Assets”), are provided to 
further the Company’s business interests.  Our IT Assets, as well as documents, files, data and 
resources created or relayed on or through them remain Company property and are part of the 
Company’s records. 
 
The following summarizes the Company policy regarding issues related to our IT Assets.  Please 
see Appendix B: Computer, Electronic Mail and Communications Information Systems 
Policy, for further information.  All employees are required to sign and return the acknowledgment 
form for this policy. 
 
Company Telephones 
 
Company telephones (whether office phones or cell phones) are provided for Company business 
purposes only and should not be used for personal reasons, except in an emergency or for a 
necessary brief call. Employees should use their personal cell phones for personal calls, subject 
to the protocols in this Handbook.  
 
All policies regarding the use of Company computers applies to use of Company cell phones, 
including prohibitions on downloading inappropriate or offensive content, sending/receiving 
inappropriate email or text or other messages, or violating copyright, confidentiality, or other 
policies in this Handbook. 
 
Use of Personal Cell Phones, Smart Watches and Other Personal Electronic Devices  
 
On occasion, employees may need to make or receive personal calls or texts during the workday 
using their own cell phones or other devices.  However, the Company expects that employees 
will do so on a limited basis, and that those working in a Company facility will be mindful not to 
disturb other employees or the Company’s operations. If at all possible, such communications 
should be made and returned during non-working times.   
 
To the extent it does not interfere with your work, or the work of those around you if you are 
working in our office, employees may listen to music at work on personal devices using 
headphones/headsets.  You must still be able to hear the phone ring, or safety alerts, or people 
speaking with you while enjoying your music.  
 
Photographs and Other Recordings in the Workplace 
 
Employees are not permitted to use their own devices to take photographs, videos or make other 
audio or video recordings in the workplace or at Company events, while engaging in Company 
business, or having work-related conversations or interactions, without the Company’s express 
permission and that of every person being photographed and/or recorded.  No employee may 
post photographs, video or other audio or video recordings taken in the workplace or at work-
related events on the internet or elsewhere without the express permission of the Company and 
everyone in the pictures.   
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Computers, Email and Internet Usage 
 
The Company provides all employees working in our office with access to Company computers 
(including laptops), email and the internet and may provide Company computer equipment for 
employees working remotely.  In either case, this Company equipment is provided for business 
purposes only.  Accordingly, employees cannot have any expectation of privacy in any data 
contained in or transmitted by Company computers, tablets or other devices with internet access, 
whether such data is business-related or personal or regarding an employee’s use of personal 
computer equipment to access Company information, databases and applications.  The Company 
may monitor or inspect its IT Assets at any time in its discretion.  Employees should not be storing 
personal documents or information on Company-provided desktop or laptop computers.  
 
Employees may use the Company’s computers and other devices with internet access for 
personal reasons, such as to access personal email accounts, provided such use is infrequent 
and occurs only during non-working time. 
 
All employees will be provided with Company computer access and asked to choose a password.  
Passwords must be provided to the IT Director and may not be changed without similarly reporting 
the new password.  
 
No employee may personally password-protect or otherwise secure a file, document, program or 
other portion of the Company’s computer system without receiving permission to do so from the 
IT Director and without having a business need for the separate password/security measure.  No 
messages or documents may be sent or stored on the Company’s systems in encrypted form 
unless the method of encryption has been approved by the Company, and the Company has all 
keys necessary for decryption. 
 
For security purposes, it is very important that employees never share logins, passwords, 
passcodes or other computer-related security measures and data with any non-employees, and 
only share them with employees who have a business reason to have that information. Never 
leave computers or mobile devices unattended while logged in to a password-protected site or 
app. 
 
Employees must use the Company’s email, internet, and any Company devices with internet 
access, in a professional, ethical and lawful manner at all times, and in a manner that comports 
with the Company’s policies addressing harassment, discrimination and confidentiality, among 
others. Employees must not access the Company’s internet or email to use, upload, post, mail, 
display, or otherwise transmit in any manner that violates these policies. 
 
Using Personal Devices for Business Reasons 
 
The policies on confidentiality of Company documents and information, as well as the policies on 
Computers and other Electronic Devices apply to your use of your own devices (cell phones, 
laptops, I-pads etc.) for business purposes.  “Business purposes” includes, but is not limited to, 
communicating with co-workers, managers, customers, clients, vendors or others for work-related 
purposes.  Should your own devices contain business-related information that is not duplicated 
on the Company’s server or business systems (i.e., text messages or otherwise), you may be 
required to relay that information to the Company or permit Company personnel to access that 
information from your personal device.   
 
In that regard, please be mindful of having business-related communications on your personal 
phone via text message.  These messages could become important for the Company to retain.  
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Where possible, such business-related messaging (which encompasses all communications 
related to work) between employees or with Company customers/clients should be on a Company 
email or messaging system and not on your personal phone.  When such is not possible, take 
action to retain the messages by taking screenshots of the messages and forwarding them by 
email to your company email address. 
 
Should the Company believe that an employee’s personal device contains information relevant to 
any workplace investigation, the Company expects employees to cooperate with such 
investigation, including allowing the Company to inspect the device.  Following the termination of 
your employment for any reason, you will be required to delete any Company-related information 
from your personal devices (such as contact information and business communications), and may 
be required to permit Company personnel to inspect your device to ensure compliance with this 
requirement.   
 
Monitoring, Violations, and No Right of Privacy 
 
Employees should have no expectation of privacy regarding their use of Company telephones, 
computers, email and/or the internet through Company devices, or in any communications, 
information or data stored in or transmitted by Company computers, telephones or email, whether 
business-related or personal.  The Company may take any action regarding its IT Assets at any 
time including but not limited to access, retrieve, examine, review, copy, record, save, transfer, 
disclose or delete any stored or recorded messages, files, data, or information sent or received 
through, or stored on, the Company’s equipment, without notice to the employee, and without 
obtaining the employee’s consent.  In addition, internet and other device usages may be 
monitored and audited, or content may be recorded, by management to identify inappropriate 
activity or other reasons, at the Company’s discretion.   
 
Notwithstanding anything else in this policy, employees’ use of the Company’s computer, 
telephone and other electronic equipment, or remotely accessing the Company’s systems, 
constitutes consent to the Company taking these or any other similar actions with regard to its 
equipment, and with regard to any remote access of its systems.   
 
Social Networking, Blogging and Other Electronic Media  
 
Social Networking is an arena where employees’ professional and personal activities may blur.  
This policy sets forth Dynarex’s expectations with regard to employee activities on or through the 
use of the internet when such activities may reflect on the Company.   
 
“Social Networking” and “Online Networking” encompass social networking sites (including but 
not limited to use of Facebook, Twitter, Instagram or LinkedIn); personal or professional “blogs”; 
and other types of electronic communications or sites as may be developed in the future. 
 
The Company appreciates efforts by its employees to promote and market Dynarex through social 
networking, but sets the following guidelines to protect the Company’s reputation and confidential 
information, among other reasons.  In short, we expect employees to use social networking 
responsibly and apply common sense. Nothing in this policy is intended to restrict employee 
concerted protected activity such as communications with co-workers regarding employee terms 
and conditions of employment. 
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1. If you are identified as our employee, your actions reflect on the Company. Act 
accordingly. 

 
• We expect that our employees will act in the best interest of Dynarex and its 

customers/clients.  If your personal actions would pose a conflict of interest with either our 
Company or our customers/clients, we expect you to refrain.  However, this policy is not 
intended to prevent employees from discussing their terms and conditions of employment 
with co-workers. 
 

• Employees who establish pages on social networking sites or blogs on non-Company 
related websites at least in part to market and develop business for Dynarex, and who 
thus are holding themselves out as representatives of Dynarex during these activities, 
must advise the IT Department of the fact that they have done so, and provide the 
department with a link to their site/blog(s).  Further, by engaging in these activities, 
employees consent to the Company monitoring their work-related website/blog or other 
activity and should have no expectation of privacy with regard to these work-related 
postings.  
 

• Employees are not permitted to use Dynarex’s name, logo, website address or to link to 
the Company’s website without express permission from the Company.  

 
• In any situation where you choose to identify yourself as a member of our team and opt to 

discuss matters related to our Company, our customers/clients, our employees or other 
non-confidential issues related to the Company on your private, personal webspace, keep 
in mind that while you may view your writings as your personal thoughts and opinions, 
others may consider that you are a voice for the Company.  Keep your personal reputation 
in mind at all times and avoid conflicts of interest with our customers/clients and our 
Company.  In these situations, we require that you include a clear and visible disclaimer 
indicating that you are posting such content in your private capacity, and that such content 
does not represent the views of the Company, its management, its customers/clients or 
its employees.   
 

• While we respect your right to have an opinion, employees are prohibited from posting or 
otherwise transmitting false, derogatory, defamatory, degrading, threatening, hurtful, 
discriminatory, rude, or otherwise inappropriate comments about the Company, its 
owners, shareholders, managers, employees, customers or others related to or 
associated with our Company.  If you have an opinion to express on your personal blog 
or website or social networking page, we urge you to do so in a civil and polite manner, 
and require that you include a clear and visible disclaimer indicating that you are posting 
such content in your private capacity, and that such content does not represent the views 
of the Company, its management, its employees or its customers/clients.   
 

• We also expect you to engage in legally protected communications with your co-workers 
about the terms and conditions of your employment in a professional and respectful 
manner.   

 
• Employees are prohibited from making false, misleading or unsubstantiated claims about 

the Company’s products or services. 
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2. Company policy and applicable laws apply both on and off the internet. 
 

• All online networking conducted on the Company’s behalf is expected to abide by all of 
the Company’s policies related to harassment and discrimination, conflicts of interests, 
use of computers, telephones, Company communication systems, etc., and to ensure that 
the information and data posted and/or distributed only discuss Dynarex and its 
customers/clients positively and without disparagement, and provides information that is 
accurate. 
 

• Employees may not disclose Dynarex’s confidential information which includes but is not 
limited to information regarding our Company’s finances, business plans, employees, 
marketing plans, trade secrets, etc.  Employees are also expected to respect and protect 
any confidential and personal information you may have obtained regarding the 
Company’s customers/clients or fellow employees (unless authorized by a specific 
employee to disclose that employee’s information).   
 

• Respect the copyright laws, trademark laws and all other laws that may be applicable to 
your writings and postings. 
 

• Should you be contacted by a member of the media seeking information about our 
Company, either as a result of something you posted in conjunction with your online 
networking or otherwise, unless you are expressly authorized by the Company to discuss 
the topic being raised on behalf of the Company, refer all such inquiries to the CEO.  If 
you have been approached in your individual capacity, be sure any response advises that 
you are speaking for yourself and not on behalf of Dynarex.   
 

• Employees are prohibited from personally profiting from customers/clients or competitors 
(for example, by posting click-through ads or affiliate relationships related to our 
customers/clients or our competitors, on the employees’ personal sites). 

 
• Employees may not use social networking sites such as Facebook or personal email 

addresses for work-related communications unless there is an express need to do so that 
has been approved by your department manager or the IT Department in advance.  In all 
cases, work-related electronic communications should be being made through the 
Company’s computer system. 
 

• No employee may post or distribute photos on the internet of other employees at work or 
at Company functions without express permission from each other employee in that 
picture to post that particular picture.   
 

3. Promoting the Company Must Comply with FTC (Federal Trade Commission) and Other 
Such Regulations, as Well as These Policies 
 
• Employees may not blog, post, or transmit information about Dynarex or its 

customers/clients giving the impression or identifying themselves as a Company 
representative, without express authority to do so. 

 
• Employees may not post messages, blogs, tweets or other communications promoting 

Dynarex’s products or services, or otherwise endorse the Company’s efforts, products or 
services without disclosing the fact that they are a Company employee, without regard to 
when such postings are made. 
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• Employees may not post messages, blogs, tweets, comments or other communications 
addressing the Company’s efforts, products or services, anonymously, whether the 
communications are positive or negative, without regard to when such postings are made. 

 
4. If you create it (or care for it) on behalf of Dynarex—it belongs to Dynarex 

 
• Any Twitter accounts, Facebook or LinkedIn pages, or other social media sites set up to 

promote the Company (whether an employee creates or manages those pages) belong to 
the Company and not the employee.  Any access codes and passwords also belong to 
the Company. 

 
5. Dynarex’s Wage and Hour Policies Apply 

 
• To the extent that non-exempt employees engage in online networking activities at least 

in part to market and develop Company business, these employees may not engage in 
such marketing or business development activities on the Company’s behalf outside the 
employee’s normally scheduled working hours.  The Company’s overtime policies apply.  
No non-exempt employee may work more than 40 hours in one workweek without the 
Company’s express prior permission. Employees are prohibited from engaging in 
Company-related activities without reporting the time spent doing so.   

 
6. Non-Solicitation Obligations Attach to Online Networking Activities 
 

• Any connections you make on LinkedIn, Facebook or other social networking sites during 
your employment with Dynarex with Company customers/clients, vendors, employees or 
others you meet through your employment with the Company remain Company contacts, 
notwithstanding the fact that you may maintain online connections with these individuals 
or companies following the termination of your employment with the Company. Any 
obligations you have under contract or common law not to solicit or interfere with Company 
customers/clients, employees or other Company relationships after you leave employment 
with Dynarex apply to these connections. 

 
Employees seeing derogatory comments about our Company or employees from outside sources, 
or observing violations of this policy, should promptly bring them to management’s attention. 
 
These policies include the Company’s legal obligations regarding employee social networking.  
Violations of these policies will be taken seriously. If you have questions regarding whether 
specific material you wish to publish or post online might violate this policy, please contact the IT  
Department in advance of publishing or posting the material.    
 
Telecommuting 
 
At Dynarex, working in-person on site at our office or other facility is the norm (other than our 
remote sales force). As such, employees who are assigned to an office or warehouse, regardless 
of job position, are generally expected to work onsite unless otherwise permitted or required by 
Dynarex. Under extreme circumstances and/or upon good cause shown, and depending on the 
nature of an employee’s job, Dynarex, in its sole discretion, may consider telecommuting as an 
option. The Company will consider employees’ requests to telecommute on a case-by-case basis.  
 
Employees may be required to sign separate telecommuting agreements.  Any permission 
granted to telecommute may be withdrawn by the Company at any time in its discretion. 
Employees who telecommute are expected to meet all Company expectations and adhere to all 



 
 

 
35 

Company policies, including being ready for work on time, being present during their scheduled 
work hours, meeting expectations set forth by their managers, and participating in the workflow 
as they would if they were working in the office. Please see the Telecommuting/Work-from-Home 
Policy and Procedures attached as Appendix E. 
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WORKPLACE HEALTH & SAFETY 
 
Dynarex endeavors to comply with federal, state and local occupational health and safety laws, 
including those of the federal Occupational Safety and Health Administration (“OSHA”) and to 
provide a safe and secure work environment for those working in our offices and warehouses.  
The Company, however, needs its employees’ help to do so.  Accordingly, employees are 
expected to exercise good judgment to prevent workplace injuries to themselves or others, report 
all injuries (regardless of how minor they may seem) and notify the Company of any possible 
unsafe conditions, equipment or conduct. Employees may always report any perceived safety 
hazard at our facilities without fear of retaliation. Employees working remotely are responsible to 
ensure that their working spaces are set up safely.  
 
General Safety Rules 
 
The following are some general safety rules and precautions that all Company employees are 
expected to follow.  While these mainly apply to employees working at a Company facility, 
employees working remotely should be mindful of these precautions as well: 
 

• If an employee has not been trained on how to perform a task safely and properly, or is 
not familiar with the equipment or the materials involved, the employee should advise the 
immediate supervisor and not perform the task or handle the equipment or material until 
the employee is trained.  

• Employees should know all safety and emergency procedures, and the location of all 
emergency exits and fire extinguishers. 

• Employees are not expected to handle fires and other emergencies themselves.  Instead, 
employees must know the location of emergency contacts, and should get themselves 
and others to safety first and then call the appropriate emergency contact or 911.   

• When reaching for high objects, use an appropriate ladder or stool.  Do not stand on a 
chair, carton, or other substitute.  

• Accidents may be caused by falling objects, carelessly placed in elevated locations.  All 
items should be properly stored and/or strapped down.  

• Electrical devices and connecting cords should be regularly inspected for safety prior to 
use.  If an electrical cord is worn or damaged, advise a supervisor so that it may be 
repaired or replaced.   

• Employees should take care that electrical cords are routed in such a way that they do not 
cross aisles or walkways.  

• Employees must report defective or worn tools and equipment to their immediate 
supervisors.  

• A machine or tool should be used only for its intended purpose.  
• Guards and other protective devices should never be removed or deactivated. 
• Employees should never lift or move anything that may be too heavy for them.  
• Employees should read and know all relevant safety procedures for any hazardous 

substances with which they may come into contact while performing their work duties. 
• Know the location of safety procedures for your position and become familiar with them. 

 
Airborne Infectious Diseases Prevention 
 
In accordance with the New York Health and Essential Rights Act (NY HERO Act), the Company 
has adopted a prevention plan (the “Plan”), which is attached to this Handbook as Appendix F, 
to prevent and mitigate the risk of infection of airborne infectious disease that the New York 
Commissioner of Health designates as a “highly contagious communicable disease that presents 
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a serious risk of harm to the public health.” The Plan would be maintained and updated to include 
appropriate safety measures consistent with the then applicable federal, state or local workplace 
safety guidance or requirements to guard against the transmission of the designated airborne 
infectious disease at the time. Those safety measures may include, without limitation, social 
distancing, wearing masks (and/or other personal protective equipment), provision of hand 
sanitizer, enhanced office cleaning, and such other protections as appropriate under then-current 
recommendations and/or requirements. In all situations, employees are reminded that if they are 
sick with any sort of contagious disease, they should not come to work onsite.  
 
Good Housekeeping 
 
Cleanliness and orderliness of workspaces helps to reduce accidents and fire hazards. General 
organization also improves health conditions, adds to the efficiency of work, improves the quality 
of our service, and portrays a favorable image to visitors to our workplace.  It is every employee’s 
responsibility to maintain a clean and safe work environment.  This is especially true of areas 
viewed by our customers/clients, vendors or other visitors, but also applies to employees working 
from home. 
 
Equipment Care 
 
Dynarex has invested significant amounts of money in equipment, including but not limited to 
technology, designed to help employees work more efficiently and professionally. Your 
cooperation in the care and use of this equipment is necessary to maintain its good condition.   
 
If equipment is found not to be working properly or is not otherwise suited to meet our needs, it is 
important to notify your immediate supervisor. A few timely repairs or system updates may prevent 
complete breakdown of the equipment and help us work more efficiently. 
 
Accidents happen and things break; however, if an employee is found to be negligent with 
Company equipment or property, or damage is determined to have been done intentionally, that 
individual may be held responsible for its replacement or repair. Additionally, Company equipment 
may be used only by those authorized to do so.  Permitting unauthorized use of these assets, or 
using Company equipment when you are not authorized to do so, may result in disciplinary action, 
up to and including immediate dismissal.  
 
Workplace Violence or Threats of Violence 
 
Employees must have a workplace free of fear, intimidation and threats, and feel safe in their 
working environment in order to do their jobs.  To this end, acts or threats of violence or 
intimidation, either verbal or physical, will not be tolerated.   
 
Employees are required to report immediately to their immediate supervisor or to Human 
Resources any acts or threats of violence of any kind against any persons or property.  In addition, 
abusive or hostile words or actions must also be reported immediately to either your immediate 
supervisor or to Human Resources. 
 
Employees who violate Dynarex’s workplace violence policy may be subject to discipline, 
including but not limited to disciplinary suspension or immediate discharge, in the Company’s 
discretion.  
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Weapons  
 
To further protect employees’ safety and security, weapons, firearms, ammunition, explosives 
and incendiary devices, and knives are strictly forbidden at any time on the Company’s premises 
or in an employee’s possession while conducting Company business off the premises.  This policy 
applies to weapons in personal vehicles used while conducting Dynarex business.  The only 
exceptions are box cutters or other small knives as might be used in the course of business, which 
must always be used appropriately and stored correctly.  
 
Smoking 
 
The Company maintains a smoke-free working environment in keeping with our desire to provide 
a safe and healthful work environment, and consistent with state and local law.  Smoking 
anywhere in the workplace, at any time, is strictly prohibited. This policy applies equally to all 
employees and visitors, and applies to the use of an electronic smoking device (e.g., an e-
cigarette, e-cigar, e-pipe, e-hookah or vape pen) that creates an aerosol or vapor, as well as 
traditional tobacco cigarettes, pipes, cigars or other sorts of smoking devices as may be invented.     
 
Employees who work at a Company facility and who wish to smoke may do so outside the building 
during breaks, meal periods, or before or after work, provided the smokers are not blocking or 
standing in entranceways such that those wishing to enter or leave the building must do so in a 
cloud of smoke.  Employees are expected to limit all breaks during working hours, and smoke 
breaks are no exception.  Smokers should also ensure that their breath, hair and clothing do not 
smell of smoke when they return to work.  All cigarettes should be extinguished completely and 
disposed of in the proper receptacles. 
 
Phone Calls/Texting While Driving 
 
The Company prohibits employees from: (1) using cell phones while driving in the course of 
conducting Company business for any reason; (2) using cell phones for any reason while driving 
for work-related purposes, and (3) using cell phones for any reason while driving a Company-
owned vehicle. Employees should also be aware that using a phone or other electronic device 
without hands-free equipment while driving may be a violation of law of the location in which 
employees work, in addition to being a violation of Company policy. 
 
Security of Premises 
 
Keys or keycards or access codes used to access Company properties may not be copied or 
shared with others. The loss of any means of access must be reported immediately to your 
immediate supervisor or the IT Department. 
 
Building Security 
 
To best protect the safety and security of Dynarex employees and property, employees should 
take safety precautions regarding access to Company premises.  Only authorized visitors are 
allowed in the workplace.  Restricting unauthorized visitors helps maintain safety, protects against 
theft, protects property, safeguards employee welfare and avoids potential distractions and 
disturbances. 
 
All visitors should enter at the main entrance.  Authorized visitors should be escorted to their 
destination.  Employees are responsible for the conduct and safety of their visitors.  If an 
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unauthorized individual is observed on Dynarex’s premises, employees should immediately notify 
Human Resources. 
 
Emergency Procedures 
 
In case of any emergency occurring in a Company location, employees should remain calm and 
notify their supervisor. The supervisor or another employee should call 911 from a safe location.  
In case of a medical emergency, notify a supervisor and ensure someone calls 911. In case of 
fire – even if the fire seems minor, notify your supervisor, evacuate the office and ensure that 
someone is calling 911 from outside the building.  While employees are not expected to extinguish 
fires, employees should be aware of the location of fire exits and fire extinguishers at all times.  In 
case of other emergencies, remain calm; follow instructions from those in charge.  Take actions 
to evacuate where possible or otherwise protect yourself and others on site, and call 911 as soon 
as possible.  Cooperate with police or other first responders when they arrive. Additional 
emergency contact information can be obtained from management.  
 
Accidents  
 
If an accident occurs on Company property, whether to a customer, visitor, or another employee, 
the matter should be referred immediately to your immediate supervisor or Human Resources 
regardless of how insignificant the accident may appear to be.  If appropriate, emergency services 
should be contacted, i.e., call 911. 
 
This procedure is necessary in order to provide immediate medical aid to the injured person and 
to facilitate a full and prompt report to our insurance company.  When the accident involves 
customers/clients or visitors, you should not make any statements to the injured person about 
your opinions on the cause of the accident, the severity of their injuries or their prognosis. 
 
Emergency Closings 
 
At times, emergencies such as severe weather, power failures, public health emergencies, or 
natural disasters can disrupt Company operations.  Employees scheduled to work in a Company 
location should not attempt to travel to work if they believe that doing so will put them at risk of 
injury.  In extreme cases, these circumstances may require the closing of the office.  In general, 
unless required by law, non-exempt employees who do not come to work when the office is open, 
and who cannot work from home, will not be paid for time off from scheduled work due to 
inclement weather or other emergency conditions.   You may request to use a vacation or PSL 
day should you wish to be paid for such days.  Non-exempt employees who come to work and 
are sent home due to an emergency will be paid the greater of the time actually worked or the 
call-in pay required under State law.   
 
Drug-Free Workplace Policy 
 
To ensure a safe, healthy, and productive work environment for our employees and others, and 
to protect Company property and ensure efficient operations, it is our policy to maintain a 
workplace free of drugs and alcohol.  This means that Dynarex does not condone, nor permit, the 
manufacture, use, sale, distribution, transfer, display or possession of alcohol, illegal drugs, 
inhalants or other controlled substances, or drug paraphernalia on Company property, in a 
Company facility or in a Company vehicle.  Furthermore, Dynarex does not condone, nor permit, 
any employee to be on Company property or in a Company vehicle while under the influence of 
illegal drugs, alcohol, other controlled substance, or substances, such as marijuana, which can 
impair performance, judgement, and cognitive ability (whether being used medically or 
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recreationally), nor to conduct Company business while in such an impaired condition.  Drug and 
alcohol use in the workplace can pose dangers both to the user and to other employees.  “Under 
the influence” or “impaired” includes but is not limited to being in an altered mental state due to 
smoking, injecting, inhaling or otherwise using a substance that alters, or appears to alter, in a 
limiting and impairing manner, the employee’s cognitive abilities, including mental clarity, 
perception and judgment.  Abusing substances not intended for human consumption (such as 
sniffing glue or aerosol inhalants) that alter awareness and cognitive function is also covered by 
this policy. 
 
This policy does not prohibit employees from properly using prescription medication on the orders 
of a physician.  But, as noted above, employees are not permitted to work while under the 
influence of any substance that could impair their ability, and the use of such substances during 
working hours is prohibited.  If, however, you have been advised not to drive or operate machinery 
or to otherwise limit activities which are a required part of your job while taking a particular 
prescription medication, you must inform Human Resources of the situation and provide a doctor’s 
note describing your limitations, prior to starting work. Be mindful that over-the-counter 
medications can also make you drowsy and make driving or operating machinery unsafe.  Be 
sure to read labels and speak with Human Resources if your cognitive functions, judgment or 
other faculties necessary to perform your job are impaired by a medication you are taking, so 
accommodations can be discussed. 
 
Violation of this policy may be grounds for employee discipline, including but not limited to 
disciplinary suspension or discharge, in Dynarex’s discretion.  Although the Company encourages 
employees with drug or alcohol abuse problems to seek assistance and treatment, doing so may 
not lessen discipline determined to be warranted based on a violation of this policy.  By accepting 
employment with Dynarex, you agree to abide by this Drug-Free Workplace Policy.    
 
Drug Testing 
 
Dynarex may, at its discretion, require any employee to submit to a drug or alcohol test, which 
may require the taking of blood, urine or breath samples, if the Company reasonably suspects 
that an employee has violated the Drug-Free Workplace policy (e.g., if it suspects that an 
employee is under the influence of alcohol or illegal drugs or other controlled substances, or that 
the employee used these substances while at work or otherwise on the Company's premises, or 
while conducting business on the Company’s behalf).  Dynarex may also require an employee to 
submit to a drug or alcohol test immediately after a workplace accident or injury, or as soon 
thereafter as practical.  Refusal to submit to a drug and/or alcohol test may be grounds for 
discipline, including but not limited to being placed on a disciplinary suspension or having 
employment terminated, in the Company’s discretion.   
 

Event Exception:  The Company may, from time to time, in its discretion, host or direct 
employees to attend events or parties, either on its premises or elsewhere, where alcohol is 
available.  There may be other situations where you choose to drink, for example at a business-
related dinner.  The Company expects any employees who choose to drink alcohol at these 
events to do so responsibly and not to overindulge.  Your actions reflect on the Company.  If you 
do not feel you can get home safely after drinking at one of these events, please let a manager 
know so that we can make arrangements for you.   
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INTERNAL COMMUNICATIONS 
 
Solicitation and Distribution Guidelines 
 
Solicitation of employees to join, contribute money to, or otherwise support any cause, no matter 
how worthy the cause may seem to one employee, may be offensive to others and could distract 
them from doing their work.  Accordingly, solicitation for charitable causes, civic or religious 
groups, outside businesses, political candidates or other organizations is expressly prohibited 
during working hours (i.e., when either individual is not on break or otherwise off duty), and may 
not occur at any time in areas of Company facilities where business is conducted and work is 
performed.  Solicitation and distribution of literature by non-employees on Company property is 
strictly prohibited at all times.  This policy is not intended to limit employee activities during break 
times when all the employees involved are on break.  
 
Solicitation includes, but is not limited to, asking employees for funds or contributions, offering 
goods for sale (whether for charitable or for commercial purposes), asking employees to sign a 
petition, requesting employees join or become a member of a group, soliciting support for a 
political candidate, or otherwise requesting support or commitment with respect to causes, 
groups, or interests. Solicitation also includes attempting to solicit sales for outside businesses, 
including but not limited to other activities in which the employee may be involved.  
  
Notice Posting Guidelines 
 
Posting solicitation materials (e.g., solicit employees to join, contribute money to, or attend any 
outside activity, etc.) at space(s) where the Company usually post notices (whether physical 
bulletin boards, physical or virtual notice posting locations/spaces), or otherwise posting fliers or 
other material around the Company, is expressly prohibited. The Company’s notice spaces are 
to be used solely for official Company business. Neither employees nor non-employees may post 
any non-Company notices in such notice spaces. Non-Company postings include but are not 
limited to all forms of advertising or notices for charitable, political, civic, religious or recreational 
events or meetings.  These restrictions also apply to email solicitations that are sent to or from 
Company email addresses. The Company’s email system may not be used for any solicitation by 
anyone, inside or outside the Company, at any time.  All Company-related notices must be 
approved by your immediate supervisor prior to posting them.  All required federal and state or 
local postings are displayed on Company bulletin boards on the wall in the kitchen. 
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EXTERNAL COMMUNICATIONS 
 
Public Announcements and the News Media 
 
No employee, other than a person duly authorized by management, may make any public 
announcements or comments on behalf of Dynarex, about Dynarex or about its business, its 
plans, its customers, its products, or other similar subjects to newspaper, radio, television or other 
outside media or public relations representatives, or otherwise give the impression that you speak 
for Dynarex without authorization to do so.  If you are requested to make a public statement on 
behalf of the Company regarding the Company, its products or services, its customers/clients or 
other similar matters relating to the Company or its industry, you should courteously decline and 
refer the contact to the CEO or the Marketing Department.  This policy does not prohibit employee 
comments made on the employee’s own behalf (i.e., as an individual, not an employee), but 
employees making such comments must specify that they are not speaking for the Company.   
 
Electronic Social Media 
 
External communication about the Company through electronic social media is governed by our 
Social Networking, Blogging and Other Electronic Media policy. All employees must be sure to 
adhere to this policy with regard to external electronic communications about the Company. 
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EMPLOYEE BENEFITS 
 
Employee Benefits Generally 
 
A number of state-mandated benefits programs (such as workers’ compensation insurance and 
unemployment compensation) cover all eligible employees in the manner prescribed by law.  In 
addition to the state-required and/or funded programs, Dynarex offers eligible employees (as 
defined below or in plan documents) participation in certain additional employee benefits plans. 
Benefits that are earned or accrued, are generally not earned or accrued when employees are on 
extended leaves of absences or furloughs.    
 
The following descriptions are intended only as a general overview of available benefits and not 
as a substitute for a summary plan description or other plan documents specifically addressing a 
particular benefit plan, which may need to meet certain legal requirements. The following 
overviews are not binding agreements and address the employee benefits being offered at the 
time this Handbook is issued. The Company may eliminate, modify or amend all benefits plans, 
at its discretion, to the extent permitted by federal or state law.  If there are any variations between 
the following overviews and the summary plan descriptions or the plan documents themselves, 
the plan documents govern the benefits provided.  Please make sure to examine all group benefits 
materials carefully in order to make informed decisions regarding participation.   
 
Please direct questions regarding benefits to Human Resources or the Benefits Manager. 
 
Group Health Insurance 
 
Dynarex provides Group Health Insurance coverage for its eligible employees and their eligible 
dependents. Employees are required to pay a portion of their monthly health insurance premium, 
and the Company pays the balance of the premium for individual and family coverage. Employee 
premium payments and percentages are subject to change at the Company’s discretion. 
 
Please contact the Benefits Manager with questions regarding eligibility for this benefit or to obtain 
additional information, including information related to premium payments. 
 
Group Dental and Vision Insurance 
 
The Company provides group dental and vision insurance coverages for eligible employees. 
Employees are required to pay 100% of their monthly insurance premium for these coverages. 
Employee premium payments and percentages are subject to change at the Company’s 
discretion. 
 
Please contact the Benefits Manager with questions regarding eligibility for this benefit or to obtain 
additional information, including information related to premium payments. 
 
Flex Spending Account (FSA) 
 
The Company provides a health care expense Flex Spending Account (“FSA”) for eligible 
employees.  An FSA allows eligible employees to contribute a portion of their compensation each 
year, up to the statutory and/or plan maximum, instead of receiving that amount in cash.  Funds 
that are contributed to an FSA may be used to pay for health care expenses, subject to the 
established FSA plan requirements.  
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FSAs are governed by rules established by the U.S. Internal Revenue Service and may provide 
a tax benefit to employees, however funds contributed to an FSA may be forfeited.  The Company 
is not responsible for any funds contributed to employees’ FSA accounts, nor is the Company 
responsible for contributed funds that are used and/or forfeited during the plan year.  Please refer 
to the FSA plan documents, or contact the Benefits Manager for further information or if you have 
questions regarding the Company’s FSA plan. 
 
401(K) Plan 
 
The Company has established a 401(k) Plan to assist eligible employees in providing for future 
financial security for retirement.  The 401(k) Plan allows eligible employees to defer a percentage 
or portion of their compensation each year, up to the statutory and/or plan maximum, instead of 
receiving that amount in their paycheck. Employees’ contributions to the 401(k) Plan are 
automatically deducted from employees’ pay before federal and state tax withholdings are 
calculated (these deferrals remain subject to Social Security taxes).  The Company is not 
responsible for any investment funds chosen, or investment-related decisions made, by 
employees who participate in the plan.   
 
For eligibility requirements, please refer to the 401(k) Plan documents, or contact the Benefits 
Manager about eligibility or if you have any other questions regarding the Company’s 401(k) Plan. 
 
Unemployment Insurance 
 
Employees separated from their jobs under certain conditions may be eligible for unemployment 
insurance benefits.  If eligible, you receive weekly income benefits determined by the amount of 
wages you received.  The State Department of Labor typically administers this program and is 
solely responsible for making determinations regarding eligibility and benefit amount.  Dynarex 
pays for the entire cost of this insurance.   
 
Continuation of Medical Coverage (COBRA) 
 
Federal and state law provides employees and their qualified beneficiaries with rights to continued 
health insurance coverage under the employer's health plan when a "qualifying event" event 
occurs that would otherwise result in the loss of coverage. Qualifying events might include: 
resignation, discharge (for other than gross misconduct), transfer to a part-time position not 
eligible for benefits, a leave of absence, death of the insured, divorce or legal separation, or a 
dependent child who no longer meets eligibility requirements. Employees or other qualified 
beneficiaries must notify Human Resources or the Benefits Manager of a divorce, legal separation 
or loss of dependent status.  Following a qualifying event, you will be provided with information 
regarding the steps you must take should you elect to continue your health insurance coverage.   
 
Under continuation coverage, you and/or your beneficiaries pay a percentage of the cost of 
coverage, up to the full percentage, and, potentially, an administrative fee, as provided under 
applicable law.  If continuation coverage is not chosen within the time required following the 
occurrence of a qualifying event, your group medical insurance coverage will terminate.  Please 
notify the Benefits Manager if you have any questions regarding whether you are entitled to 
continuing health coverage under COBRA. 
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PAID TIME OFF POLICIES 
 
This section provides information regarding our employees’ ability to receive paid time off for 
holidays, vacation, personal days and sick days.  For information regarding extended leaves of 
absence, please see the section following. 
 
Paid Holidays 
 
Dynarex is generally closed on Company recognized holidays. Full-time regular employees who 
have completed three months of employment will receive their base pay for these paid holidays.   
 
Generally, we recognize the following paid holidays: 
 

• New Year’s Day 
• Memorial Day 
• Independence Day 
• Labor Day 
• Thanksgiving 
• Day after Thanksgiving 
• Christmas Day 
• Jewish Holidays: Passover, Shavuot, Rosh Hashanah, Yom Kippur, and Sukkot 

 
The Company may change this list of paid holidays at its discretion.   We will not pay employees 
for holidays not taken because of termination of employment prior to the holiday. Employees will 
also not receive holiday pay for holidays that occur during an unpaid leave of absence. If a paid 
holiday falls during an employee’s vacation/sick or other scheduled paid time off, the time off will 
be counted as a paid holiday, and will not be deducted from the employee’s applicable paid time 
off bank. Other than the Jewish Holidays listed above, which will be paid only if it falls on a work 
day, a recognized holiday that falls on a Saturday will generally be observed the preceding Friday, 
and one that falls on a Sunday will generally be observed on the following Monday.  
 
Important to Note:  

• Hourly employees are paid ½ day or up to four (4) hours for each Jewish holiday.    
• Hourly employees:  Calling out sick and/or using an unscheduled day off before a Legal 

or Jewish holiday or day after a Legal or Jewish holiday will forfeit your holiday pay.  
 
Paid Vacation  
 
Full-time regular employees are eligible for a set number of paid vacation days per calendar year, 
depending on the length of their service, pursuant to the charts below. The full annual vacation 
allotment is provided on January 1 of each calendar year. 
 

Length of employment Annual Allotment 

up to 10 years         10 days 

10* years and more        15 days 
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* Employees become eligible for the second tier of allotment on the first day of the month following 
an employee’s 10th anniversary of employment. For instance, if a full-time employee’s 10th 
anniversary date falls on February 1, 2021, the employee is eligible for 15 days of vacation starting 
on March 1, 2021. However, because the employee already received 10 vacation days at the 
beginning of 2021, that employee will be provided with the additional 5 vacation days on March 
1, 2021. Starting on January 1, 2022 and each year thereafter, the employee will receive the total 
annual allotment of 15 vacation days. 
 
Notwithstanding the foregoing, for their first calendar year of employment, new full-time 
employees are eligible to receive a set number of vacation days depending on their date of hire, 
pursuant to the charts below. The applicable annual vacation day allotment will be provided to the 
new employees on the first day following their completion of 90-day of employment with the 
Company. For each calendar year thereafter, their annual allotment will be awarded as of January 
1 according to the chart, above.   
 
Part-time and temporary employees are not eligible for or entitled to any vacation days.  
 

Month Hired Allotment in the First Calendar Year  

January – June         10 days 

July         3 days 

August – December         0 days 

 
Any unused vacation days not used in a calendar year in which they were awarded may not be 
carried over to the next and are therefore forfeited.  
 
Employees must obtain prior approval to take paid vacation days.  Vacation requests must be 
submitted for approval to the employee’s supervisor and to Human Resources as soon as the 
vacation is planned, but no less than two weeks in advance of the requested time off. Dynarex 
may deny vacation requests as it deems appropriate to ensure sufficient coverage.  
 
Employees should exercise judgment when planning their usage of allotted vacation days for the 
year. Absent good cause (to be determined in the Company discretion), the Company will not 
advance vacation days. 
 
In the unusual event that an employee exhausts their allotted vacation time before their pre-
approved scheduled vacation, the Company may, in its sole discretion, either require the 
employee to take the vacation as unpaid, or rescind the approval and requires the employee to 
cancel the scheduled vacation. Employees who refuse to follow the Company’s directive in this 
situation may be subject to disciplinary action, up to and including termination of employment.  
 
Once an employee has given notice that he or she is resigning their employment, the employee 
is no longer entitled to take any paid vacation.  The Company does not pay out unused vacation 
days on separation, except for employees who are discharged by the Company, in which case 
the discharge must not be for misconduct, as such is determined in the Company’s discretion, 
including but not limited to violation of policies in this Handbook, such as the Harassment Policy, 
Workplace Violence Policy, theft of Company equipment, etc. 
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Paid Sick and Safe Leave    
 
In order to comply with New York State Paid Sick and Safe Leave Law (“PSSL”), and other local 
laws as may apply to our employees, all company employees (e.g., full-time, part-time, and 
temporary employees) working in New York are eligible for up to 56 hours (i.e., 7 eight-hour days) 
of paid sick/safe leave (“PSL”) per calendar year. Employees working in location other than New 
York will be provided with PSL as indicated under this policy as well, unless otherwise required by 
applicable law.  
 
PSL is provided to employees in the manners set forth in the chart, below: 
 
Current Regular Full-time Employees - 
Time is Frontload 
 

Other Categories of Employees (part-time, 
temporary, whether current employees or 
newly hired, etc.)–Time is Accrued  

An employee’s entire annual PSL allotment 
(i.e., 56 hours) will be provided to current, full-
time employees at the start of each calendar 
year.  

All other categories of employees accrue 1 
hour of PSL for every 30 hours worked, up to a 
maximum accrual of 56 hours per calendar 
year.  
 

 
Notwithstanding the above, new full-time regular employees accrue PSL during an initial 
employment period, dependent upon their hire date, according to the chart, below. 
 
New Full-Time Regular Employees Hired 
Between January 1 and June 30 
 

New Full-Time Regular Employees Hired 
Between July 1 and December 31 
 

Accrue 1 hour of PSL for every 30 hours 
worked for the reminder of the calendar 
year during which the employee was hired, 
and then receive the full annual allotment of 
PSL on the first January 1 of the 
immediately following calendar year and on 
every January 1 thereafter. 
 
For example, a full-time employee hired on 
February 1, 2021, will accrue PSL starting 
on February 1, 2021 and until December 
31, 2021. Starting on January 1, 2022, the 
employee will receive the full 56-hour PSL 
allotment at the beginning of each calendar 
year. 
 

Accrue 1 hour of PSL for every 30 hours worked for 
the reminder of the calendar year during which the 
employee was hired AND for the immediately 
following calendar year; receive the full annual 
allotment of PSL on the January 1 of the calendar 
year immediately following the first full calendar 
year of employment. 
 
For example, a full-time employee hired on August 
1, 2021, will accrue PSL for the reminder of 2021, 
AND for the calendar year of 2022. Starting on 
January 1, 2023, the employee will receive the full 
56-hour PSL allotment at the beginning of each 
calendar year. 
 

 
 
All the provisions of this policy regarding carry-over of time, maximum use, etc., apply to all of an 
employee’s PSL, whether accrued or front-loaded. 
 
For purpose of this policy, the Company defines a calendar year as from January 1 to December 
31. 
 
The Company will keep track of its employees’ accrued/available and unused PSL in the employees’ 
PSL leave banks. 
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PSL may be used as it is accrued or become available by both new hires and current employees, 
subject to any minimum use requirement. 
 
 

Reasons PSL Can Be Used 
 
Regular full-time employees may use PSL for any of the purposes set forth below, as well as for 
any other personal reasons, including reasons may be permitted under applicable law of the location 
in which the employee works. However, before a full-time employee may use PSL for purposes 
other than the ones set forth below (or as may be permitted under the applicable sick/safe leave 
law of the location in which the employee works), they must first exhaust their available vacation 
days.  
 
Part-time and other categories of employees generally may use PSL only for the reasons listed 
below, unless additional reasons for sick/safe leave are provided by the applicable law of the 
location in which the employee works. 
 

1) Due to the employee’s or an employee’s family member’s mental or physical illness, 
injury, or health condition (which illness, injury, or health condition need not have yet 
been diagnosed or require medical care at the time the leave is requested); 
 

2) For the employee or employee’s family member to receive diagnosis, care (including 
preventive care), or treatment of a mental or physical illness, injury or health condition; 
or 

 
3) For an absence from work due to any of the following reasons when the employee or 

employee's family member has been the victim of certain offenses under NY law, 
including domestic violence, a family offense, sexual offense, stalking, or human 
trafficking:  (a) to obtain services from a domestic violence shelter, rape crisis center, 
or other services program; (b) to participate in safety planning, to temporarily or 
permanently relocate, or take other actions to increase the employee’s or employee’s 
family member’s safety; (c) to  meet  with  an  attorney or other social services provider 
to obtain information and advice on, and prepare for or participate in any related 
criminal or civil proceeding; (d) to file a complaint or domestic incident report with law 
enforcement; (e) to meet with a district attorney's office; (f) to enroll children in a new 
school; or (g) to take any other actions necessary to ensure the health or safety of the 
employee or the employee's family member or to protect those who associate or work 
with the employee. 

 
Time off for reasons 3(a)-(g) must be related to the employee or employee’s family member being 
a victim of domestic violence, family offense, sexual offense, stalking, or human trafficking. A 
person who has committed one of these offenses and is not, themselves, a victim, is not eligible 
for such leave, notwithstanding any family relationship. 
 
"Family member" means an employee's child, spouse, domestic partner, parent, sibling; 
grandchild or grandparent; and the child or parent of an employee's spouse or domestic partner. 
"Parent" means a biological, foster, step- or adoptive parent, or a legal guardian of an employee, 
or a person who stood in loco parentis when the employee was a minor child.  "Child" means a 
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biological, adopted or foster child, a legal ward, or a child of an employee standing in loco parentis 
to that child. 
 
Other definitions may be found in the applicable state sick leave laws. 

 

Notice/Documentation Required 
 
Employees who need to take sick leave for one of the reasons outlined above, or for a personal 
reason, must provide notice to their immediate supervisor 1 week before the requested day off in 
the case of foreseeable situations, where that is possible, and as soon as practicable in 
unforeseen situations.  If an employee is absent for more than three (3) consecutive days for the 
first or second reasons identified above (i.e., due to their own or a family member’s medical need), 
the Company may require documentation from a health care professional confirming the need for 
the amount of sick leave taken. Depending on the length of the employee’s absence, other laws 
governing the Company may be implicated under which the Company may seek to obtain further 
information regarding the employee’s absences. 
 
Confidentiality 
 
Employees are not required to disclose confidential information relating to their or a family 
member’s mental or physical illness, injury, or health condition, or information relating to an 
absence from work due to domestic violence, a sexual offense, stalking, or human trafficking 
when taking PSL. However, such information may be obtained if required or permitted under other 
laws.  Such information, if obtained, will be kept confidential. 
 
Minimum Increments 

 
While employees need not use more PSL than they need, used amount will be deducted from 
your PSL bank in minimum increments of 1 hour.  Thus, blocks of time used will be deducted in 
full-hour increments.  
 
Carry Over  
 
Employees may carry over their accrued or allotted but unused PSL from one calendar year to 
the next.  Carried-over time is available for immediate use.  However, employees are entitled to 
use only up to 56 hours of PSL per year.   
 
No Payout of PSL 
 
Accrued/available but unused PSL is not paid out at the end of the year and is not paid out on 
termination of employment. 
 
Additional Time 

 
Employees who need additional sick and safe leave than provided by this policy are required to 
use other paid time off may be available before taking unpaid time.  If no paid time off is available, 
unpaid time off may be provided by the Company. Company policies on excessive absences 
apply, in conformance with applicable law. 
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Return to Work; Reinstatement 
 
Upon return to work following any sick leave taken under the PSSL, employees will be restored 
to the position they held prior to taking leave, with the same pay and other terms and conditions 
of employment. 
 
No Retaliation 
 
The Company prohibits discrimination and retaliation against any employee who uses PSL, or 
who otherwise exercises their rights under the PSSL. 
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EXTENDED LEAVES OF ABSENCE 
 
Employees may need to take an extended leave of absence due to their own personal disability 
or pregnancy, to care for an ill family member, or to bond with a healthy newborn or other child 
that has joined their family.  This section addresses these various types of leaves.  Depending on 
the situation, the amount of time the employee has been with the Company, and other factors, 
different laws and policies can apply.  Please speak with the Benefits Manager or Human 
Resources should you need one of these leaves to determine what might apply to you.  
 
Extended Leave Due to Personal Illness or Injury (non-pregnancy related) 
 
Leave necessitated due to occasional illness would be taken under the Company’s paid sick leave 
policy. This policy, below, addresses extended disability leave, usually of more than a week. 
Unpaid extended leave time necessitated due to non-pregnancy related personal medical reasons 
will be considered and provided as an accommodation.  Please contact the Benefits Manager or 
Human Resources for information regarding leave available due to a disability, and provide a 
doctor’s note indicating the reason for, and expected duration of, any required leave.  Any 
employee who is granted and who takes disability leave will be required to exhaust any available 
paid time off concurrently with their leave time, to the extent permitted by law.  Use of paid time 
off does not serve to extend the duration of the disability leave granted by the Company.  
 
The amount of time provided for disability leave will be determined on a case-by-case basis, 
depending on the situation and whether granting extended leave will be an undue burden on the 
Company. If you are eligible for leave under the federal Family and Medical Leave Act (“FMLA”), 
up to 12 weeks of unpaid, job-protected leave may be available to you.  Please see the FMLA 
policy Appendix D and speak with the Benefits Manager or Human Resources for more 
information.  
 
Any employees on leaves of absence due to personal disability are expected to keep the 
Company informed regarding their expected return-to-work dates. If additional leave is needed 
beyond the amount initially granted, you must request an extension of your leave time BEFORE 
the leave granted expires, and must provide medical documentation demonstrating the need for 
extended leave and stating a new expected return-to-work date.  Leave extensions will be 
considered taking into account any applicable laws and whether continuing the leave will pose an 
undue burden on the Company.  If you do not contact the Benefits Manager or Human Resources 
to request additional leave BEFORE your leave expires, and fail to return on your designated 
return date, you may be considered to have voluntarily resigned and abandoned your position.  
 
Although disability leave is generally unpaid, employees are usually entitled to apply for short-
term disability benefits if the situation is unrelated to work, or workers’ compensation insurance 
benefits if the disability is work-related.  Please see the “Short-term Disability Benefits” and 
“Workers’ Compensation Insurance” policies for more information. 
 
Whether the Company will continue to pay its share of your health insurance premium depends 
on a number of factors, including the length of your leave and whether any particular laws apply.  
In all cases where insurance is continued, however, you will be responsible for payment of your 
usual premium share.  Speak with the Benefits Manager or Human Resources for information on 
how this will be applied in your case. 
 
Before you return, the Company may require you to provide a certification from your health care 
provider indicating you are fit to return to work, and identifying any accommodations you may 
need. 
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Short-term Disability Benefits  
 
The Company provides Short-term Disability Insurance for employees in accordance with state law.  
Employees who need to be absent from work due to a personal injury or illness unrelated to work, 
or who require leave due to pregnancy, may be entitled to partial salary continuation insurance 
benefits under this plan.  An employee claiming disability benefits must complete all appropriate 
documentation, including a doctor’s certificate, stating the nature of the disability and expected date 
of ability to resume work. The provision of short-term disability benefits does not guarantee that the 
employee will receive any specific amount of leave time from work. Entitlement to insurance benefits 
under this policy, and entitlement to leave away from work are considered separately.  
 
Workers’ Compensation Insurance 
 
If you are injured while you are at work or otherwise working, you may be eligible to receive certain 
benefits under the Company’s Workers’ Compensation insurance policy. This program applies 
only to job-related illnesses or injuries. Subject to applicable legal requirements, workers’ 
compensation insurance generally provides for a number of weeks of salary continuation 
insurance benefits and the cost of your medical attention related to this condition, as determined 
by the Workers’ Compensation Board.   
 
The provision of workers’ compensation benefits does not guarantee that the employee will receive 
any specific amount of leave time from work.  Entitlement to insurance benefits under this policy 
and entitlement to leave away from work are considered separately.   
 
Employees who sustain work-related injuries or illnesses must immediately inform direct 
supervisor or Human Resources. No matter how minor an on-the-job injury or illness may appear, 
it is important that it be reported immediately so that the Company can provide you with the proper 
medical attention and ensure that any workers’ compensation claim is filed promptly. 
 
Extended Leave Due to Pregnancy 
 
A pregnancy-related leave of absence (i.e., a leave taken by an employee who is, herself, 
pregnant) is actually two types of leave, back-to-back.   
 

1) The first portion is any amount of leave that the pregnant employee requires 
due to their own physical inability to work (or doctor recommendation that they 
should not work for their own or the baby’s health).  This time will generally 
extend from the time before the birth when the pregnant employee is advised 
by their doctor that they should no longer work, to some point in time after the 
birth when the doctor certifies that the pregnant employee is physically able to 
return to work. This first portion of leave would be considered disability leave.  
During disability leave an employee may be eligible for up to a total of 12 weeks 
of unpaid job-protected leave in a 12-month period under the FMLA (see the 
policies in this Handbook on FMLA leave). This is also the period of time during 
which the employee is likely to be eligible to receive short-term disability 
insurance benefits. The disability portion of a pregnancy-related leave will be 
treated like any other leave of absence necessitated by an employee’s own 
disability.  
 

2) After the birth, when the employee who gave birth is certified by their medical 
professional as no longer disabled and able to return to work, and thus is no 
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longer eligible for short-term disability insurance benefits, but  wishes to remain 
home with the child, the employee would begin the second type of leave—baby 
bonding/family leave. During family leave an employee may be eligible for 
continued unpaid job-protected leave under the FMLA (see the policies in this 
Handbook on FMLA leave), but may only take a total of 12 weeks of FMLA 
leave in a 12-month period (personal disability leave and baby/bonding leave 
combined). See the FMLA policy attached at Appendix D. The employee also 
may be eligible for leave under New York’s Paid Family Leave (“PFL”) 
insurance law which provides for up to 12 weeks of job-protected leave and 
partial salary continuation benefits to eligible employees.  (See the New York 
Paid Family Leave Policy attached as Appendix C.) 

   
Employees taking pregnancy-related leaves may not collect short-term disability 
benefits and PFL benefits concurrently, but may receive only a combined amount 
of 26 weeks of disability benefits and Paid Family Leave benefits in a consecutive 
52-week period. 
 

To the extent you are eligible for leave under more than one policy or statute for the same 
purpose, the leaves will run concurrently.  To the extent permitted by law, employees will be 
required to utilize any accrued and unused paid time off at the start of any unpaid leave.  If you 
are not eligible for any statutorily provided leave, leave may be granted in the Company’s 
discretion.   
 
Failure to return at the end of any leave granted, or to request an extension of your leave BEFORE 
your leave expires, may be considered a voluntary resignation.  Please see the Benefits Manager 
or Human Resources and see the FMLA and Paid Family Leave Policies for more information. 
 
To the extent you are eligible for leave under more than one policy or statute for the same 
purpose, the leaves will run concurrently.  To the extent permitted by law, employees will be 
required to utilize any accrued and unused paid time off at the start of any unpaid leave.  If you 
are not eligible for any statutorily provided leave, leave may be granted in the Company’s 
discretion.   
 
Whether the Company will continue to pay its share of your health insurance premium during a 
pregnancy-related leave depends on a number of factors, including the length of your leave and 
whether any particular laws apply.  In all cases where insurance is continued, however, you will 
be responsible for payment of your usual premium share.  Speak with the Benefits Manager for 
information on how this will be applied in your case. 
 
If you need a leave due to pregnancy, please see the Human Resources or Benefits Manager for 
information regarding how these policies apply to you. After you become aware of the need for a 
pregnancy-related leave, but where possible at least 2 months before you intend to start your 
leave, please provide information regarding the date you expect your leave to start and how much 
leave you intend to take.  We understand these plans can change, but it is helpful to have a 
general idea so plans can be made to cover your job duties while you are out. 
 
Other Extended Leaves Under New York Paid Family Leave Law 
 
Employees may be eligible for certain salary continuation insurance benefits and certain leave 
guarantees under the New York Paid Family Leave Law when they take the following extended 
family leaves: 
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• NON-BIRTH PARENT BABY BONDING LEAVE: employees can become parents 
through many means other than, themselves, being the birthmother.  For example, 
through adoption, surrogacy, your spouse/partner giving birth, or becoming a foster 
parent.   
 

• LEAVE TO CARE FOR AN ILL FAMILY MEMBER: employees may be eligible to take an 
extended leave to care for an ill family member.  
  

Full-time employees who work a regular schedule of 20 or more hours per week become eligible 
for these insurance benefits after 26 consecutive weeks of employment.  Part-time employees 
who work a regular schedule of less than 20 hours per week are eligible after working 175 days, 
which do not need to be consecutive.  Paid Family Leave provides eligible employees with up to 
12 weeks of benefits.  Please speak with the Benefits Manager or Human Resources if you have 
any questions about these benefits and see the New York Paid Family Leave Policy attached as 
Appendix C. 
 
Leave for non-birth parents and to care for an ill family member may also be covered by the FMLA.  
Employees become eligible for FMLA leave after you have worked twelve months for the 
Company (not necessarily consecutively), have worked at least 1,250 hours in the 12 months 
before your leave starts, and work within 75 miles of 50 other Company employees when you 
request leave. The FMLA provides you with up to 12 weeks of job-protected leave in a 12-month 
period to care for ill family members. See the full FMLA policy attached as Appendix D, or speak 
with the Benefits Manager or Human Resources for more information about this leave. 
 
As with all leaves provided by the Company, to the extent you are eligible for leave under more 
than one policy or statute for the same purpose, the leaves will run concurrently.  To the extent 
permitted by law, employees will be required to utilize any accrued and unused paid time off. If 
you are not eligible for any statutorily provided leave, leave may be granted in the Company’s 
discretion.  Failure to return at the end of any leave granted, or to request an extension of your 
leave BEFORE your leave expires, may be considered a voluntary resignation.     
  
If you need an extended leave because you are becoming a parent or need to care for an ill family 
member, please see the Benefits Manager or Human Resources for information regarding how 
these policies apply to you. Please provide information regarding the date you expect your leave 
to start and how much leave you intend to take.  We understand these plans can change, but it is 
helpful to have a general idea so plans can be made to cover for you while you are out.  
  
Family and Medical Leave Act Leave (“FMLA”)   
 
Employees who have been with the Company for at least 12 months, and worked 1,250 hours in 
the 12 months prior to the need for leave, and who satisfy certain other criteria, may be eligible 
for 12 weeks of job-protected leave in a 12-month period in certain situations.  This leave is 
available for, among other reasons, an employee’s serious health condition; for childbirth or 
adoption; to care for a seriously ill child, parent, or spouse; and in certain military-related 
situations.  For further information regarding FMLA leave, see Appendix D. 
 
Other Types of Leave 
 
Bereavement Leave   

 
A full-time regular employee who has completed 3 months of employment with the Company may 
take up to 3 days off with pay for the death of an immediate family member. Immediate family 
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members are defined as an employee’s spouse or partner, parents (including in-laws) siblings 
(including in-laws), children (including adopted or stepchildren) and grandchildren, and 
grandparents (including in-laws). Dynarex may request documentation of the death. A “paid day” 
is considered to be the employee’s usual base pay for the day (taken into account normal 
scheduled hours for an hourly employee), without considering overtime hours or other 
compensation subsidies. 
 
Jury Duty 

 
Dynarex encourages employees to fulfill their civic responsibilities by serving jury duty when 
required. Employees must provide a copy of the jury duty summons to their supervisor as soon 
as possible after receipt, and before appearance is required, so arrangements can be made to 
accommodate their absence.    
 
Based on the Company’s staffing needs, the Company may, at its discretion, request that 
employees seek a postponement of jury duty to the extent that one may be available if, in the 
Company’s judgment, the employee’s absence at that time would create operational difficulties.  
 
Regular employees who have been with the Company for 3 months are eligible for three paid 
days off for jury duty.  
 
Employees who are not eligible for paid jury duty will be paid as required by applicable law or will 
otherwise be provided with unpaid time off to serve.  In that case, employees who are non-exempt 
will be paid at least $40.00 per day for each of the first 3 days of their service, if their service is to 
a New York court, but will not otherwise be paid for their time spent on jury service, unless the 
employee opts to use available paid time off. Exempt salaried employees who have not yet 
completed 3 months with the Company may be paid $40.00 per day for each of the first 3 full days 
of their service, if their service is to a New York court, or as otherwise required by law. Exempt 
employees will not incur any reduction in pay for a partial week's absence due to jury duty. 
 
Exempt salaried employees are to coordinate with their supervisors as to whether they are 
permitted to engage in any work (including checking and returning voice mails and email) during 
their jury service. 
 
If the jury does not convene on the employee's regularly scheduled workday, the employee is 
expected to report to work. If excused or dismissed from jury service before the end of the 
workday, employees are expected to telephone their immediate supervisor to determine whether 
it is necessary to report to the office.  Once jury duty has been served, a copy of the clerk’s 
verification of service should be submitted for Company files. The Company, in its discretion, may 
ask the employee to postpone jury service based on company needs. 
 
Voting Leave 
 
The Company provides New York employees who are registered voters with up to 2 hours of paid 
time-off to vote in an election should the employee have insufficient time to vote before or after 
working hours. An employee is considered to have “sufficient time to vote” if there are 4 
consecutive non-working hours in which to vote, either from the opening of the polls until the start 
of the employee’s shift, or from the end of the employee’s shift to the close of the polls.  Time off 
to vote must be taken at the beginning or end of the employee’s work shift, as designated by the 
Company, unless otherwise agreed to by the Company and employee.  An employee who needs 
time off to vote must notify their supervisor at least 2, but not more than 10, working days before 
Election Day that time off is required for voting. Proof of having voted may be required.  
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Military Leave (USERRA) 
 
Dynarex complies with all state and federal laws regarding leave of absence for military service, 
including the Uniformed Services Employment and Re-employment Act (“USERRA”).  Contact your 
immediate supervisor or the Benefits Manager if you have any questions regarding military leave. 
 
Military Spouse Leave  
 
Employees who work an average of 20 or more hours per week, who are the spouse of a member 
of the United States armed forces, national guard, or reserves who has been deployed during a 
period of military conflict (to a combat zone of operations or a combat theater) may be allowed up 
to 10 days of unpaid leave to use when their spouse is on leave. Employees who seek leave 
under this policy may be required to provide documentation to support their request. 
 
For purposes of this policy, "period of military conflict" means a period of war declared by the 
United States Congress, or in which a member of a reserve component of the armed forces is 
ordered to active duty. 
 
Miscellaneous Leaves of Absence 
 
The Company provides other leaves of absence as required by applicable law which include, but 
are not limited to: leave for victims of domestic violence to attend to court and medical matters leave 
for blood and/or bone marrow donations; and leave for crime victims to attend to court proceedings.  
You must give reasonable notice of your need for such leave.  Contact your immediate supervisor, 
Human Resources, or the Benefits Manager if you have any questions regarding these leaves. 
 
If you would like to take an unpaid leave of absence for reasons unrelated to a personal medical 
condition (which is addressed under the Company’s disability leave policy), or a situation covered 
under the Paid Family Leave policy, or one of the other situations addressed above, please contact 
Benefits Manager or Human Resources and the Company will consider your request.  Should an 
unpaid leave be granted, all available paid vacation days must be exhausted concurrent with your 
unpaid leave.  Use of paid days will not necessarily extend the amount of leave granted but will 
provide partial pay for your leave. If you are currently on the Company’s health insurance plan, 
depending on the nature of your leave, you may be responsible for 100% of any health insurance 
premium owed during all or a portion of your leave. 
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ENDING EMPLOYMENT 
 
Employment with the Company may be ended voluntarily by the employee (such as when the 
employee resigns or is deemed to have voluntarily quit under the no-call-no-show policy), or the 
employee’s employment may be ended by the Company, such as for business reasons or reasons 
due to the employee’s performance or conduct. The Company has no policy of providing 
severance pay or other similar benefits upon the termination of employment, although it may do 
so in its discretion. 
 
Final Paychecks 
 
Final paychecks will be payable on the next regular pay date subsequent to termination, or as 
otherwise required by applicable law, and will be mailed to the employee's home address on file 
or deposited in the employee’s account.  It is the employee’s obligation to carefully review the 
final paycheck to ensure that it is complete and accurate. 
 
Exit Interviews 
 
Dynarex may schedule an exit interview for a departing employee at the time of termination.  The 
exit interview affords an opportunity to discuss such issues as employee benefits, conversion 
privileges, repayment of outstanding debts to the Company, if any, and return of Company 
property.  Suggestions, complaints and questions can also be voiced at that time.  
 
Requests for Employment Verification and Reference Checks 
 
It is the Company’s policy to provide prospective employers of the Company’s former employees 
with only dates of employment, job title and compensation verification, provided the potential 
employer’s request for wage information is in writing and is accompanied by a written, signed 
authorization from the former employee permitting the disclosure of such information.  All requests 
for references and compensation verifications should be directed to Human Resources for 
handling. 
 
Return of Equipment, Keys and Passwords 
 
Employees are expected to treat the Company’s property with due care.  All Company equipment, 
property, documents (including this Handbook and any customer-related documents or files) and 
any keys or keycards must be returned to the Company in good condition, taking into account 
usual wear and tear, no later than a departing employee’s last day of work, unless other 
arrangements are made.  Passwords used by the employee to access any computer program, 
application or other Company-related digital site(s) must also be turned in. 
 
Resignation-Notice/Pay out of Paid Time Off  
 
Although all Company employees are employed “at will” and are not required to give notice of 
resignation, we would appreciate at least 2 weeks written notice of any resignation to allow for an 
orderly transition of your job duties.  During that 2-week period, you will be expected to provide 
the Company with a written list of any outstanding or ongoing projects and to assist in any 
necessary turnover. The Company in its discretion, however, may opt to accept any resignation 
as of the date given, or another date sooner than the end of the notice period. 
 
Employees are not permitted to take paid vacation or paid time off for personal reasons not 
permitted by an applicable paid sick and safe leave law following notice of any resignation. PSL 
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will continue to accrue (or be allotted) during the notice period but may only be used for reasons 
permitted under the applicable sick leave law.   
 
The Company does not pay out PSL on separation.  Employees discharged by the Company will 
generally be paid their available but unused vacation time, unless the employee is discharged for 
misconduct, as such is determined in the Company’s discretion, including but not limited to 
violation of policies in this Handbook, such as the Harassment Policy, Workplace Violence Policy, 
theft of Company equipment, etc. 
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APPENDIX A: 
 

DISCRIMINATION, HARASSMENT, AND RETALIATION 
PREVENTION POLICY AND REPORTING AND INVESTIGATION PROCEDURE 

 
POLICY 
 
Discrimination, sexual and other harassment, and retaliation are against the law.  This policy 
sets out the Company’s commitment to creating a discrimination, harassment, and 
retaliation-free workplace for all who provide services to us.   
 
This policy and the information below apply to all employees, applicants for employment, interns, 
and non-employees1 conducting business with our Company. Conduct that violates this policy may 
subject not only the Company but also any individual who engages in such conduct to liability.  
 
1) No Discrimination:  It has been and will continue to be the Company’s policy to ensure equal 

employment opportunity without discrimination on the basis of any characteristic protected by 
the jurisdiction in which an employee works,  such as the individual’s race (including natural 
hair and hair texture), color, creed, religion, age, national origin, citizenship status, mental or 
physical disability (including registered certified medical marijuana users), sex or gender 
(including gender identity and transgender status), pregnancy, marital status, familial status, 
sexual orientation, reproductive health decision making or such decision making of an 
employee’s dependent, military status, status as a victim of domestic violence, genetic 
information, prior arrest or conviction record or any other protected characteristic as 
established by applicable federal, state or local law.  
 

2) No Harassment:  We prohibit sexual or other harassment on the basis of any category listed 
above, which are forms of discrimination.  We also expect everyone in our company to treat 
each other and those you come in contact with through your employment with the Company, 
with professionalism, courtesy, dignity and respect.  Harassment based on a protected 
category makes those who work here feel uncomfortable, disrespected and/or unwanted, and 
is prohibited.  The Company will take action to investigate and address reports of harassment 
whether the alleged harasser is a supervisor, co-worker, client/customer, visitor, contractor, 
or other individual who is employed by or providing services to the Company.  

 
3) No Retaliation: The Company similarly prohibits retaliation against employees who report 

concerns under this policy in good faith.  Retaliation against an individual who reports 
concerns about discrimination or sexual or other harassment or who engages in other 
protected activities is unacceptable. 

 
4) Concerns Will Be Investigated:  As outlined in more detail below, the Company will conduct 

a prompt investigation whenever management receives a report of harassment, discrimination 
or retaliation, or otherwise knows of possible harassment, discrimination or retaliation 

 
1 A non-employee is someone who is (or is employed by) a contractor, subcontractor, vendor, consultant, 
or anyone providing services in the workplace. Protected non-employees under New York law include 
persons commonly referred to as independent contractors, “gig” workers and temporary workers.  Also 
included are persons providing equipment repair, cleaning services or any other services provided pursuant 
to a contract with our company.  Whether a non-employee is protected in this regard outside of New York 
depends on applicable law.  
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occurring. All employees, including managers and supervisors, are required to cooperate with 
any internal investigation.  

 
We take claims of discrimination, harassment, and retaliation very seriously.  A violation of this policy, 
whether it be engaging in or condoning discrimination, harassment, or retaliation, is considered 
misconduct.  Such behavior, whether carried out by our employees, customers/clients, business 
partners, visitors, or other business associates, has no place in our business. 
 
Definitions/Descriptions: 
 
Discrimination is any action taken against an employee, intern or applicant because of the 
individual’s protected characteristic (i.e., one of the categories listed above) or because that person 
associates with another person with a protected characteristic, which action affects the terms or 
conditions of employment.  Forms of discrimination on the basis of a protected characteristic can 
include improper discipline, discriminatory hiring or promotion decisions, as well as any other action 
or inaction by a company representative which adversely affects the terms or conditions of 
employment.  
  
Harassment is a form of discrimination on the basis of one of the above protected characteristics, in 
which an individual’s work environment is made hostile by, for example, epithets, slurs or negative 
stereotyping; derogatory comments; threatening, intimidating or hostile acts; denigrating jokes; or 
display or circulation in the workplace of written or graphic material that denigrates or shows hostility 
or aversion toward an individual or group. Those actions are contrary to the culture we have 
established. 
 
Sexual Harassment is a specific type of harassment which can take many forms – what may 
constitute such harassment depends on the specific facts of each situation.  In general terms, sexual 
harassment is unwanted sexual attention or conduct of a persistent or offensive nature made by a 
person who knows, or reasonably should know, that such attention or conduct is unwelcome or 
sexually offensive.  Such conduct is either of a sexual nature or directed to a person because of the 
individual’s sex or gender.  Sexual harassment is considered a form of misconduct and the Company 
will take appropriate remedial and/or disciplinary action to address it.  Sexual harassment in New 
York includes harassment on the basis of sex, sexual orientation, self-identified or perceived sex, 
gender expression, gender identity and the status of being transgender.  
 
Sexual harassment includes unwelcome conduct which is either of a sexual nature, or which is 
directed at an individual because of that individual’s sex when: 
 

• Such conduct has the purpose or effect of unreasonably interfering with an individual’s 
work performance or creating an intimidating, hostile or offensive work environment, 
even if the complaining individual is not the intended target of the sexual harassment; 

• Such conduct is made either explicitly or implicitly a term or condition of employment; 
or 

• Submission to or rejection of such conduct is used as the basis for employment 
decisions affecting an individual’s employment. 

 
Sexual harassment may occur without regard to the gender of the victim and alleged harasser. In 
other words, a person of any gender could be engaging in sexual harassment against another 
individual of any gender, as long as the harassment is because of the victim’s gender or is 
generally sexual in nature. 
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Examples of sexual harassment may include, but are not limited to, the following: 
 

• conversations about your own or someone else’s sex life; 

• obscene or sexually explicit or suggestive language or gestures; 

• sexual or lewd remarks, jokes, pranks, signs or comments; 

• displaying pornographic or sexually oriented posters, photography, cartoons or drawings, 
as well as objects or other physical items, whether physically present or on a computer 
screen, or sending emails, text messages, or other such communications containing such 
content; 

• unwanted touching of any kind from brushing against another’s body, hugs or kisses, to 
patting or grabbing, to rape or other sexual assault, or attempts at these actions; 

• comments about, or repeated compliments regarding, a person's physical appearance or 
body; 

• sexual advances or requests for sexual favors;  

• hostile actions taken against an individual because of that individual’s sex, sexual 
orientation, gender identity and the status of being transgender, such as: 

o interfering with, destroying or damaging a person’s workstation, tools or 
equipment, or otherwise interfering with the individual’s ability to perform the job; 

o blocking their way; 

o sabotaging an individual’s work; or 

o bullying, yelling, or name-calling. 
 
Sexual harassment also occurs when a person in authority tries to trade job benefits for sexual 
favors. These job benefits can include hiring, promotion, continued employment or any other terms, 
conditions or privileges of employment. This is also called “quid pro quo” harassment. 
 

Another form of sexual harassment is “sex stereotyping.”  This occurs when conduct or personality 
traits are considered inappropriate simply because they may not conform to other people’s ideas or 
perceptions about how individuals of a particular sex should act or look. 
 
Sexual harassment is not limited to the physical workplace itself.  It can occur while employees are 
traveling for business or at employer-sponsored events or parties.  Calls, texts, emails, and social 
media usage by employees can constitute workplace harassment that violates this policy, even if 
they occur away from the workplace premises or not during work hours. 
 
Inappropriate behavior experienced by anyone covered by this policy should be immediately 
reported as provided in this policy so effective corrective action can be promptly addressed by the 
Company. Employees are encouraged to report any inappropriate conduct, even a single incident, 
so it can be addressed under this policy. 
 
Retaliation occurs when an adverse employment action or other unwanted or improper action is 
taken against an employee because the employee engaged in an activity protected under the 
discrimination and harassment laws.  
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Examples of such protected activities include: 
 

• making an internal discrimination or sexual or other harassment complaint under this 
policy, including bringing a situation to management’s attention, or filing such a complaint 
with any anti-discrimination agency or with a court, on behalf of the employee or someone 
else; 

• encouraging another to make such a complaint; 
• participating in the investigation of such a complaint; or  
• participating in a court or agency proceeding regarding an employee’s own or another’s 

harassment or discrimination complaint.  
 

Retaliation can be any action that would keep an individual from coming forward to make or support 
(or continue to proceed with or support) a complaint under this policy. Examples of potentially 
retaliatory conduct include demotions, schedule or work changes, compensation changes, 
terminations, or other similar actions (even if they are not job-related or do not occur in the 
workplace).  
 
Retaliation against anyone who, in good faith, reports or provides information about suspected 
discrimination or sexual or other harassment or who otherwise engages in one of the protected 
activities listed above, is a violation of this policy.  The Company therefore will take appropriate 
action to remedy the situation and counsel/discipline anyone who engages in retaliation, taking 
appropriate actions determined in the Company’s discretion.  
 
Non-Employees.  New York State law also protects “non-employees” (defined above).  It is Company 
policy that Company employees and managers are to treat everyone they deal with in connection 
with the Company with professionalism, respect, and courtesy and to report any concerns about 
treatment of non-employees in accordance with this policy. Moreover, please be mindful that non-
employees could engage in harassment or other inappropriate conduct that affects our employees.  
Such conduct should be reported as required by this policy. 
 
If you have any questions about these definitions or descriptions, please contact Human Resources. 
 
COMPANY’S REPORTING AND INVESTIGATION PROCEDURE 
 
The Company has enacted the following procedure to provide a means for employees to report and 
for the Company to investigate any concerns about inappropriate behavior in the workplace. 
    
Report the Concern Immediately: All Company employees are responsible for helping us promote a 
positive working environment.  The Company cannot remedy or address situations it does not know 
about. Therefore, the Company requires the immediate reporting of all incidents of inappropriate 
behavior by another person related to our business, regardless of that person’s identity or position 
with the Company.   
 
Instructions for Reporting Concerns:  If you believe you have experienced or observed, or become 
aware of, conduct that violates these Company policies, it is important to speak up right away. This 
is so even if someone asks you not to report it. The Company cannot address what it does not know 
about. 
 
Here are the steps to take: 
 

• If you are comfortable doing so, talk to the person whose behavior is bothering you and ask 
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that person to stop. While we can understand a reluctance to report a single incident if it 
seems that the conversation resolved it, should the situation continue or reoccur, please 
report it. 

 
• If you are not comfortable talking to that person, or if doing so doesn’t work, you should talk 

to your immediate supervisor or Human Resources. You may also raise this with any 
Company manager. 

 
Initial reports regarding conduct believed to violate this policy can be made verbally or in writing, but 
verbal reports must be memorialized in writing.  Initial reports of harassment may also be made on 
the Company’s Harassment Complaint Form which is attached to this policy and which can be 
obtained from Human Resources and then provided to your immediate supervisor, Human 
Resources or any Company manager.    
 
When you report your concerns, we expect that you will provide any and all relevant information to 
us, including specific details regarding the inappropriate behavior. You will also be expected to 
provide us with all documents or other material that either you or other individuals may have 
supporting the concerns as soon as possible after making the report.  Additionally, you are expected 
to identify all known witnesses who may have information relating to the situation.  Failure to do so 
will adversely affect the investigative process.  
 
Of course, the availability of this reporting procedure does not preclude individuals who believe they 
are being subjected to inappropriate conduct by another person from promptly telling that person 
that the behavior is unwelcome and requesting that it be discontinued, as mentioned above.  It 
similarly does not preclude, and indeed, encourages, “bystander intervention.”  This means that if 
you observe inappropriate behavior, you can interrupt the conversation or situation, or insert yourself 
in a way that protects the potential victim if such can be done without endangering yourself—and 
then promptly report the situation as provided in this policy. 
 
Investigative Procedures:  Reported concerns about inappropriate behavior will be investigated 
promptly and appropriately based on the circumstances.  The investigation will usually include 
individual interviews with the parties involved and, where necessary, with any witnesses who may 
have knowledge relevant to the situation.  It may also include review of relevant documents (such 
as emails or text messages) or other steps deemed appropriate by the investigator at the time.  The 
Company will endeavor to complete the investigation as soon as possible, given the situation at the 
time a report is made.   
 
Should the complaint involve improper action by a non-employee, the Company will conduct an 
investigation to the extent deemed appropriate and will then determine how and whether to bring the 
complaint to the attention of the alleged wrongdoer’s employer. While the Company cannot discipline 
or otherwise manage the non-employee, it can, and will, take whatever steps it deems appropriate 
to address and resolve the complained-of situation, should such complaint be found to be credible. 
 
All decisions regarding the nature of the investigation, including but not limited to, the scope and 
duration of the investigation, who is interviewed, what materials are reviewed, etc., are in the sole 
discretion of the Company. However, efforts will be made to provide to all persons involved in 
harassment allegations, including complainants, witnesses and alleged perpetrators, an opportunity 
to be heard and a fair and impartial investigation.  This includes making efforts to ensure that all 
parties (those reporting and those whose behavior is being scrutinized) have the opportunity to tell 
their side of the story and to provide any information and documents they would like the Company 
to consider.  Confidentiality will be maintained throughout the investigatory process to the extent 
feasible, consistent with an adequate investigation, appropriate corrective action and applicable law.  
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All employees are expected to cooperate fully with any investigation or inquiry into these matters. 
Retaliation against those who participate in an investigation is prohibited by this policy. Reports of 
other conduct believed to violate this policy will be similarly investigated and addressed. 
 
Determination:  After a concern is investigated, the investigator(s) will make a determination and 
suggest a resolution to any concern found to be credible.  A determination may include remedial 
action, discipline up to and including termination, job reassignment, or other solutions to resolve the 
credible concerns regarding a company employee.  Based on the investigator’s determination and 
suggestions, and various factors related to the situation, the Company, in its discretion, will 
determine how to proceed.  There are certain situations where the actions taken as a result of the 
determination, as are most personnel decisions, must be kept confidential.  Any actions taken as a 
result of a complaint made under this policy are at the Company’s discretion. 
 
Responsive Action:  Misconduct that the Company believes violates this policy will be dealt with 
appropriately at the Company’s discretion.  Responsive action for Company employees may include, 
for example, training, referral to counseling and/or disciplinary action such as warning, reprimand, 
withholding of a promotion or pay increase, reassignment, temporary disciplinary suspension without 
pay, termination, or other such action as the Company believes may be appropriate under the 
circumstances.  To protect the privacy of everyone involved, the Company has a policy of generally 
not disclosing the specific nature of any disciplinary action taken as a result of an investigation but 
may do so in appropriate circumstances. The Company will endeavor to ensure the investigation 
process is fair to all concerned, keeping in mind the Company’s legal obligations outlined in this 
policy.  Alleged wrong doers who believe they have been improperly targeted or treated unfairly 
either during the course of or as a result of an internal investigation, may, and should, advise the 
investigator and/or the individual implementing any responsive action.  However, given the multiple 
issues raised in situations involving concerns about inappropriate behavior, the Company may take 
whatever action it deems appropriate in any given situation. 
 
Retaliation Not Tolerated: The Company will not tolerate retaliation of any kind against any individual 
who, in good faith, reports or complains about any perceived violation of this policy or participates in 
any investigation of any such report.  Concerns may be raised and reports may be made without 
fear of reprisal or retaliation.  Any employee, paid or unpaid intern, or non-employee who believes 
they have been subject to retaliation should inform a supervisor, Human Resources or any Company 
manager.  
 

Individuals who believe they have been retaliated against in violation of this policy should utilize the 
reporting mechanism discussed, above. The Company will not tolerate any actions of retaliation for 
reporting concerns in good faith. However, any reporting the Company determines was raised other 
than in good faith will also be dealt with accordingly.   
 
Any person engaged in retaliatory conduct will be subject to remedial action and/or discipline up to 
and including immediate termination, at the Company’s discretion.  Nothing in this policy changes 
the “at-will” nature of employment.  
 
As required by the New York State law, the Company provides periodic training to managers and 
employees in how to identify, prevent, and address sexual and other harassment and discrimination 
at work. 
    
An employee’s failure to promptly take advantage of this reporting procedure could adversely 
affect their legal rights in the future.     
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Supervisory Responsibilities:   
 
In addition to being bound by the requirements of this policy to refrain from inappropriate behavior, 
all supervisors and managers who receive a report or information about potentially inappropriate 
behavior or who observe inappropriate behavior are required to report this to Human Resources so 
the situation can be investigated and addressed.  
 
If an employee reports concerns regarding staff with Human Resources, a supervisor or manager 
who receives the report should direct it to the CEO. Please note that supervisors and managers who 
receive reports “in confidence” are obligated to advise the individual raising the concern that 
appropriate management individuals must be told about the concern, so the situation can be 
addressed. In such a situation, the individual receiving the report should inquire regarding the 
concerns about disclosure, so they can be addressed.   
 
Supervisors and managers are expected to be especially vigilant to ensure that all who work in their 
areas are being treated properly without discrimination, and with dignity and respect, and that this 
policy is not being violated.  Any supervisor or manager who observes inappropriate behavior is 
expected to promptly report it as outlined above.  Supervisory and managerial employees who 
knowingly allow such behavior to continue without reporting it or addressing it will also be subject to 
remedial action and/or discipline, up to and including termination of employment. 
 

LAWS GOVERNING DISCRIMINATION AND HARASSMENT 
 
A number of laws prohibit workplace discrimination, as well as sexual and other harassment, and 
retaliation.  Please note that your rights under these laws may be affected if you did not first utilize 
the Company’s internal reporting procedure as outlined in this policy to let the Company know about 
the discrimination or harassment.  The below avenues are available to you in addition to the internal 
reporting procedure outlined above. 
 
Employees may file a complaint with the federal Equal Employment Opportunity Commission 
(EEOC), the New York State Division of Human Rights, another enforcement agency (if applicable) 
or in certain courts of law. Agencies accept and investigate charges of harassment. The EEOC has 
district, area and regional offices and may be contacted by visiting www.eeoc.gov, emailing 
info@eeoc.gov or by telephone at 1-800-669-4000 (TTY 1-800-669-6820). The New York State 
Division of Human Rights may be contacted by visiting www.dhr.ny.gov, by telephone at 718-741-
8400, or by mail to One Fordham Plaza, Fourth Floor, Bronx, New York 10458.  
 
Employees working in other states will have similar avenues available. 
 
Employees found to be subjected to unlawful harassment or discrimination may be entitled to certain 
remedies, including monetary damages, civil penalties, and injunctive relief (such as an order that 
certain action be taken or certain behavior stop). There also may be other local laws that apply and 
other local agencies may be able to receive complaints. 
 

Additionally, if the harassment involves physical touching, coerced physical confinement or coerced 
sex acts, the conduct may constitute a crime.  Contact the Company right away so the situation can 
be addressed immediately, and you may also contact the local police department. 
 
The Company takes its obligations under this policy seriously, and expects all employees, managers 
and supervisors to do the same. 
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Harassment Complaint Form  
 

Employees who believe they have been or are being subjected to sexual or other harassment by a 
Company employee, manager, customer/client, contractor, visitor or other individual in violation of 
our Company policy may use this form to report the situation.  No employee will be retaliated against 
for making a report or bringing such a situation to our attention.  Please deliver the form to your 
immediate supervisor, Human Resources, or any Company manager.  (If you need more space, 
please feel free to use the back or additional sheets.)   
 
Today’s date: _______________________________________________________________  
 
Your name: _________________________________________________________________  
 

Your job title: ________________________________________________________________ 
 
Your direct supervisor’s name: __________________________________________________ 
 
and job title: _________________________________________________________________ 
 
Address of your work location: ___________________________________________________ 
 
How do you prefer that we contact you: ____________________________________________ 
 
Name and job title of person(s) who engaged in the inappropriate behavior:  
 
___________________________________________________________________________  
 
Is this person a:   
 
supervisor/manager     co-worker       customer/client     other  (specify) _____________ 
 
(If more than one person, identify the others here:  ___________________________________) 
 
Date(s) of inappropriate behavior or actions (can be approximate): 
____________________________________________________________________________ 
 

Please describe what happened: 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
____________________________________________________________________________ 
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When did the unwanted/inappropriate behavior/actions start?  ___________________________ 

Is it still going on? Yes �   No �   If it stopped – when did it stop?  ________________________ 

If it stopped, why do you think it stopped?  _________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

Check any that apply.  It occurred:  at work �  during an off-site work activity � 
   outside of working time at an event not related to work � 

Did anyone witness any of the behavior/activities?  Yes �   No �  If so, please identify the 
witnesses and events by indicating their name and job title and the event they witnessed: 

____________________________________________________________________________ 

____________________________________________________________________________ 

Do you have any documents (emails, texts, pictures, etc.) that support your complaint?  

Yes �   No �  If so, please identify what you have and provide copies along with this complaint 
form.  If not provided at this time, you will have an opportunity to provide them to the person 
who will investigate the complaint.  Please retain any such documents:  

____________________________________________________________________________ 
____________________________________________________________________________ 
 
Why do you believe this is occurring? ____________________________________________ 

____________________________________________________________________________  

What would you like to see as an end result to resolve the situation? (Please note that the 
Company will make a determination as to how to resolve the situation after an investigation but 
will take your desires into consideration.) 

____________________________________________________________________________ 

____________________________________________________________________________ 

Have you previously complained or provided information (verbal or written) about this or other 
discrimination or harassment at our company? 

Yes �   No �  If yes, when and to whom did you complain or provide information? 

____________________________________________________________________________ 

____________________________________________________________________________ 

Is there anything else you would like to tell us regarding this situation? 

____________________________________________________________________________ 

____________________________________________________________________________ 
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I attest that the information provided above is true and accurate to the best of my 
recollection.  I further understand that this complaint will be kept as confidential as 
possible while the Company conducts an appropriate investigation.  I understand that if I 
believe I am subjected to any retaliation as a result of bringing this complaint, I am to bring 
it to the Company’s attention. 

 

_______________________________________ _________________________________ 
Signature        Date 
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DISCRIMINATION, HARASSMENT, AND RETALIATION 
PREVENTION POLICY AND REPORTING AND INVESTIGATION PROCEDURE 

 
ACKNOWLEDGMENT OF RECEIPT 

 
I HAVE READ AND UNDERSTOOD THE ABOVE POLICY AND PROCEDURE IN ITS 
ENTIRETY, AND AGREE TO COMPLY WITH IT.  I ALSO ACKNOWLEDGE RECEIPT OF THE 
CORRESPONDING COMPLAINT FORM. I UNDERSTAND I AM OBLIGATED BOTH TO 
REFRAIN FROM ENGAGING IN ANY PROHIBITED ACTIONS AND TO REPORT ANY 
VIOLATIONS OF THE POLICY. 
 
 
 
Signature:   ______________________________________   Date:  _______________  
 
 
Print Name:  _____________________________________ 
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APPENDIX B: 
 

COMPUTER, ELECTRONIC MAIL AND COMMUNICATIONS 
INFORMATION SYSTEMS POLICY 

 
POLICY 
 
The Company’s communications and information systems, including its computers (desktop, lap 
top, tablet etc.), computer systems, devices with internet access, databases, electronic files and 
stored information, software, applications (including but not limited to word processing, email, 
spreadsheet creation etc.) and its telephones (office and cell phones) and voice mail systems are 
part of the Company’s most valuable assets.  They represent a tremendous investment of time, 
effort and money.  The Company will take all steps necessary to prevent any misuse or 
misappropriation of, or damage to, its communications and information systems.  Towards this 
end, employees should be fully familiar with the following points concerning the Company’s 
communications and information systems. 
 
Please read this policy carefully, and sign and return the attached acknowledgment form after you 
have done so.  
 
1. Communications and information systems and devices are the property of the Company.  

Although the Company permits employees limited personal use of these systems, they are 
provided mainly for Company business use.  Because these systems are the Company’s 
property, the Company may monitor or inspect the contents of these systems (including 
anything sent, received, uploaded, downloaded, saved, etc., as well as any activities on these 
systems and devices) at any time and without notice to employees.  Employees thus should 
have no expectation of privacy regarding their use of, or communications relayed on or 
through, or activities conducted on or through, these systems. 
 

2. Any information, whether personal or business, for which you utilize the Company’s 
communications and information systems, is also Company property and is subject to 
monitoring and inspection at any time and without notice.  The Company may monitor, inspect, 
record, access and disclose information, messages and files stored in or communicated 
through its communications and information systems. 

 
3. Misuse of the Company’s communications and information systems, including access for an 

unauthorized purpose as well as misappropriation of stored information, will not be tolerated.  
Employees should realize that the Company’s communications and information systems 
contain confidential business and proprietary information, trade secrets, financial information 
of the Company and its customers, and personnel information all of which is confidential.  
Unauthorized access or use of the Company’s systems or dissemination of information stored 
there or dissemination of access methods such as passwords in violation of this policy is a 
serious violation of the Company policy, and of the terms and conditions of your employment 
and may result in discipline up to and including termination.  In addition, an employee’s 
unauthorized access or use of the Company’s computer systems may subject the employee 
to civil and criminal penalties under the applicable law. 

 
4. Any personal use of the Company’s communications and information systems must be limited 

and must not interfere with an employee’s work, or be distracting to others.  Excessive 
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personal use of the Company’s communications and information systems may be grounds for 
discipline.  For avoidance of doubt, this includes excessive use of the Company’s telephones 
for personal purposes. 

 
5. Installation of applications, files and/or patches downloaded via the internet on Company-

owned equipment is prohibited, unless the employee obtains authorization from Company 
management.  Any information downloaded must be for internal use only and program 
downloads must be approved in advance.  This includes but is not limited to games, chat 
programs, weather monitors and screen savers. 

 
6. The Company’s communication and information systems may not be used to download or 

distribute pirated software or data.  Employees may not copy, download, or distribute 
copyrighted materials whether in text files, program files, image files, database files, sound 
files, or music files through the Company’s system.  

 
7. The Company’s communication and information systems may not be used for commercial 

purpose at any time, other than for Company business.  Permitted occasional “personal” use 
of our systems by employees does not include use for outside commercial endeavors or other 
jobs. 

 
8. Employees may not knowingly disable or overload any computer system or network, or 

circumvent any system intended to protect the privacy or security of the system or another 
user.  Nor may employees delete any Company or customer data files, programs, applications 
or other system components unless expressly permitted to do so. 

 
9. Employees may not access the internet or email through the Company’s systems or a 

Company device to use, view, access, upload, post, mail, display, or otherwise transmit in any 
manner, any communication or website that, among other inappropriate uses: 

 
• is hateful, harassing, threatening, defamatory, pornographic, profane or sexually explicit 

• solicits or conducts any personal commercial activity, or is for personal gain or profit 

• involves personal web sites, dating web sites, or any internet bulletin boards for personal 
ads or solicitations 

• may be offensive to any person based on race, color, creed, religion, sex, or gender. 
(including gender identity and transgender status) age, national origin, nationality, 
ancestry, citizenship status, mental or physical disability, pregnancy, marital status, 
sexual orientation, military status, status as a victim of domestic violence, genetic 
information, prior arrest or conviction record, or any other characteristic protected by 
applicable state or federal law civil rights laws. 

• describes or refers to Company’s employees and/or customers in an adverse or negative 
light 

• discloses to unauthorized persons confidential or proprietary information related to the 
Company and/or its employees 

• discloses to unauthorized persons confidential or proprietary information related to the 
Company’s customers 
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• constitutes or furthers any criminal offense or gives rise to civil liability 

• contains a virus, Trojan Horse, malware, logic bomb, worm or other harmful component 
or malicious program 

• constitutes a chain letter or an email list, or any auto-response program or service 

• makes statements on behalf of the Company without the Company’s express authorization  
 

Engaging in any of the above can result in disciplinary action, up to and including discharge. 
  
Computer Software 
 
All employees must use software only in accordance with its license agreement.  Unless otherwise 
provided in the license, any duplication of copyrighted software, except for backup and archival 
purposes, is a violation of the law.  Any unauthorized duplication of copyrighted computer software 
violates the law and is contrary to the Company’s standards of conduct.  The following points are 
to be followed to comply with the Company’s software licensing agreement(s): 
 
1. We will use all software in accordance with their license agreement(s). 

2. Legitimate software deemed necessary by the Company will be provided to all employees 
who need it.  No employee will make any unauthorized copies of any software under any 
circumstances. Anyone found copying software other than for backup purposes is subject to 
termination. 

3. We will not tolerate the use of unauthorized copies of software.  Any person illegally 
reproducing software can be subject to civil and criminal penalties, including fines and 
imprisonment.  We do not condone illegal copying of software under any circumstance and 
anyone who makes, uses, or otherwise acquires unauthorized software in connection with 
performing work for the Company will be appropriately disciplined. 

4. No employee may give software to outsiders including customers/clients and others. 

5. Any employee who determines that there may be a misuse of software within the Company 
must notify the IT Department. 

6. All software used by the Company on the Company computers will be properly purchased 
through appropriate procedures. 
 

Monitoring 
 
The Company may monitor its computer systems and telephonic and other equipment, and may 
record, store or otherwise utilize materials sent, received, uploaded or downloaded on its 
equipment.  Use of this equipment constitutes consent to such monitoring.  Employees should 
have no expectation of privacy with regard to their use of the Company’s computer systems and 
telephonic and other equipment. 
 
Note for Telecommuting Employees 
 
Employees who are telecommuting and accessing the Company’s network and systems remotely 
must be mindful of both system and data security issues and maintaining the confidentiality of the 
Company’s information.  The Company’s policies on monitoring apply to the use of personal 
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equipment to access the Company’s network and systems.  The Company may arrange for its IT 
professionals to remotely inspect an employee’s personal computer equipment to ensure that 
sufficient virus protections, firewalls, etc. as necessary to protect the Company are installed on 
the employee’s computer, or for other business-related purposes. 
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COMPUTER, ELECTRONIC MAIL AND COMMUNICATIONS  
INFORMATION SYSTEMS POLICY 

 
 

ACKNOWLEDGMENT OF RECEIPT 
 

I HAVE READ AND UNDERSTOOD THE ABOVE POLICY IN ITS ENTIRETY, AND AGREE TO 
ABIDE BY ITS TERMS. 
 
I understand that the computers, computer systems, equipment with Internet access, and 
telephones provided by the Company are owned by the Company and that anything sent, 
received, uploaded, downloaded, or stored on the Company’s equipment may be accessed 
and/or monitored by the Company at any time in its sole discretion.  I understand that I am 
to have no expectation of privacy with regard to any use I may make of the Company’s 
equipment and systems and that my use of these systems constitutes consent to such 
monitoring.  
 
 
 
Signature:   ________________________________________   Date:  _______________  
 
 
Print Name:  _______________________________________ 
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APPENDIX C: 
 

NEW YORK PAID FAMILY LEAVE BENEFITS POLICY 
 
The Company provides eligible New York employees with a certain amount of paid family leave, 
under New York State’s Paid Family Leave Benefits Law, as set forth below.  Employees working 
in other location may have similar benefits available, depending on applicable local laws. 
 
 Employee Eligibility for Leave  
 
Employees whose regular employment schedule is twenty (20) or more hours per week become 
eligible for paid family leave when they work for the Company for twenty-six (26) or more weeks, 
as delineated by the law.  Employees whose regular employment schedule is less than twenty 
(20) hours per week become eligible for this leave after they have worked 175 or more days for 
the Company in a consecutive 52-week period.  Please contact the Benefits Manager if you have 
questions about eligibility for paid family leave. 
 
 Amount of Leave Time and Pay Under the Paid Family Leave Benefits Law 
 
Eligible New York employees are entitled to take up to twelve (12) weeks of paid family leave per 
calendar year, and to receive up to 67% of their average weekly wage, which amount will be 
capped at 67% of the statewide average weekly wage. 
 
A “week” is an employee’s usual workweek. For example, a part-time employee who usually works 
3 days per week is entitled to up to 12, three-day weeks (or 36 days), of paid family leave. 
 
Paid Family leave may be taken in consecutive blocks or intermittently on individual days, 
however, employees wishing to take paid family leave on an intermittent basis must provide the 
required notice to the Benefits Manager as soon as is practicable before each day of intermittent 
leave. 
 

Reasons Paid Family Leave May Be Taken 
 

Eligible employees may utilize family leave under the Paid Family Leave Benefits Law for any of 
the following purposes: 
 

• To provide care, including physical or psychological care, to the employee’s family 
member due to a family member’s serious health condition; 
 

• To bond with an employee’s newborn child during the first year of the child’s life, or, in 
the case of adoption or foster care placement, for the first year after the placement of a 
child with the employee (or possibly earlier if an absence from work is required for the 
placement for adoption or foster care to proceed);  

 
• For any qualifying reason as provided for under the federal Family and Medical Leave 

Act arising from the employee’s spouse, domestic partner, child, or parent being on 
active military duty, or, alternatively, being notified of an impending call or order to active 
military duty; 

 
• If the employee is subject to a mandatory or precautionary order of quarantine or 

isolation issued by the state of New York, the department of health, local board of health, 
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or any governmental entity duly authorized to issue such order due to COVID-19, and 
cannot work; and 
  

• If an employee cannot work because a minor dependent child is under a mandatory or 
precautionary order of quarantine or isolation due to COVID-19. 
  

A “family member” under this law includes a child, parent, grandparent, grandchild, spouse, or 
domestic partner. “Child” includes a biological, adopted, or foster child; a stepson or stepdaughter; 
a legal ward; a son or daughter of a domestic partner; or a person for which the employee stands 
“in loco parentis,” which means in “place of a parent.” “Parent” includes a biological, adoptive, or 
foster parent, a parent-in-law, a stepparent, a legal guardian, or other person who stood “in loco 
parentis,” which means in “place of a parent,” when the employee was a child.  
 
 Process to Obtain New York Paid Family Leave/Benefits 
 
In the case of foreseeable events, employees seeking to utilize paid family leave must make a 
request for leave in writing to the Benefits Manager at least 30 days in advance of the need for 
leave. If an employee’s need for paid family leave is unforeseeable, the employee must give 
notice of the need for the leave in writing to the Benefits Manager as soon as is practicable.  When 
providing this notice to the Company, you are required to make the Company aware of the 
qualifying event, what type of family leave is being requested, and the anticipated timing and 
length of the leave needed.  Failure to provide the requisite notice in the absence of unusual 
circumstances may result in the delay or denial of paid family leave benefits.   
 
This salary continuation insurance benefit is fully funded by employees through payroll 
deductions.  
 
An employee wishing to receive paid family leave benefits must make a claim for paid family leave 
to the Paid Family Leave insurance carrier for the Company.  The insurance carrier will receive 
and process claims for paid family leave benefits and will make benefit payments to eligible 
employees.   
 
Employees making a claim for paid family leave must file a Request for Paid Family Leave form 
and certain required documentation to support the employee’s Paid Family Leave request.  For 
information about the documentation required to obtain benefits, please see 
https://paidfamilyleave.ny.gov/forms or contact the Benefits Manager. You are responsible for the 
completion and proper submission of any paperwork and/or documentation needed for you to 
obtain benefits. Decisions regarding the payment of benefits while an employee is on a paid family 
leave of absence are up to the Company’s insurance carrier. 
 
 Leave for Birth or Placement of a Child 
 
In general, pursuant to the Paid Family Leave Benefits Law, employees may take their leave any 
time in the twelve (12) months following the child’s birth or placement with the employee. 
Employees should consult with the Benefits Manager to identify an appropriate start-date for each 
situation. 
 
Paid family leave taken for the birth or placement of a new child is available to all employees, 
regardless of gender. If both parents are employed by the Company, the parents may each take 
the full amount of allotted leave. However, such leave must be taken consecutively, not 
simultaneously. 
 

https://paidfamilyleave.ny.gov/forms
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Use of Available Paid Time Off While on Paid Family Leave 

 
Employees may, but are not required to, use available unused paid time off days while on paid 
family leave.  These paid days will run concurrently with any paid family leave for which you are 
entitled and the use of paid time off will not serve to extend the paid family leave period.  You may 
not use any paid time off days you are not yet entitled to take.  Use of paid time off may allow 
employees to receive their full salary during all or part of a leave.  However, an employee may 
not collect the monetary Paid Family Leave benefits while also being paid full salary by using paid 
time off.  During this leave, an employee may not receive more than 100% of the employee’s 
salary.   
  

Maintenance of Health Benefits  
 

The Company will continue to maintain coverage under its health benefits plan for eligible 
employees on paid family leave.  Coverage while an employee is taking paid family leave will be 
continued under the same conditions as if the employee had continued to work.  Employees on 
leave are responsible for their contribution for health coverage, and it is each employee’s 
responsibility to make arrangements to pay the usual contribution amount while out on leave. 
Employees should speak with the Benefits Manager to establish this payment plan. If an 
employee’s payment of health insurance premiums is more than 30 days late, the Company may 
discontinue health insurance coverage following notice to the employee.   
 
 Use of Paid Family Leave & Interaction with Other Benefits 
 
An employee may take no more than the maximum amount of paid family leave permitted under 
the law in a twelve (12) month period (counted from the first day of the employee’s first paid family 
leave), even if the employee needs more time to take care of a seriously ill family member, or 
gives birth to or adopts additional children in that period of time. This does not affect the amount 
of unpaid leave to which an employee may be entitled under other laws.  
 
Employees may not collect short-term disability benefits and Paid Family Leave benefits 
concurrently, unless otherwise permitted by law.  Employees who are eligible for disability benefits 
may receive only a combined amount of 26 weeks of disability benefits and Paid Family Leave 
benefits in a consecutive 52-week period.  
 
Paid Family Leave will not be available to employees in certain situations, including when an 
employee is collecting total workers’ compensation, volunteer firefighters’ or volunteer ambulance 
workers’ benefits, or when an employee is not working/is on administrative leave.  In accordance 
with applicable law, employees cannot receive paid family leave benefits for days when they 
perform paid work for any employer. 
 
To the extent permitted by law, Paid Family Leave runs concurrently with other leaves taken for 
the same purpose. 
 
 Reinstatement 
 
Upon expiration of leave, the Company will reinstate eligible employees, except those who would 
have been affected by a reduction in force or layoff had they not taken leave, to the same or a 
comparable position, with no loss of salary, benefits, or other terms and conditions of employment 
that existed prior to the leave. 
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 No Discrimination/Retaliation 
 
The Company prohibits discrimination or retaliation against any employee who uses paid family 
leave, or who otherwise exercises rights under the New York Paid Family Leave Benefits Law. 
 

Employee Obligations While on Leave/Return to Work  
 
Employees are required to keep the Company apprised as soon as possible of any changes in 
the amount of leave they need/plan to take.  The Company may also request periodic reports 
during leave regarding an employee’s status and return to work.   
 
If you do not return to work from a leave of absence on the agreed-upon date or do not contact 
the Benefits Manager advising that you need to extend your leave and provide any supporting 
documentation regarding extending the leave prior to the end of your approved leave, the 
Company may consider that you have voluntarily resigned your employment.    
 
If the Company grants additional leave time beyond the Paid Family Leave entitlement provided 
by law, to the extent that such additional leave is not otherwise considered job-protected leave 
under applicable law, the Company may not be able to guarantee reinstatement to the same or a 
comparable position upon return from the additional leave.  
 
Please note that this policy is not intended to cover all issues that may arise in individual 
situations.  The regulations and applicable statues detail how this leave is administered. Other 
laws may also govern issues related to an employee’s leave.   
 
For more information regarding this benefit, please contact Human Resources or the Benefits 
Manager.   
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APPENDIX D: 
 

DYNAREX CORPORATION 
FAMILY AND MEDICAL LEAVE ACT POLICY (FMLA) 

 
There are certain situations when Company employees may be eligible to take unpaid job-
protected leaves under a federal law called the Family and Medical Leave Act (“FMLA”). This 
unpaid job-protected leave may be taken for certain family-related or personal medical reasons, 
as discussed below.  To the extent permitted by law, FMLA leave runs concurrently with any other 
similar leave to which the employee may be entitled based on the same reason. 
 
This policy is intended to be an overview of your rights and obligations under the FMLA.  This 
policy is not intended to cover all the issues that may arise in individual situations. The FMLA and 
its accompanying regulations detail how this leave is to be administered.   
 
Generally, when you return from a qualifying FMLA leave you will be entitled to be reinstated to 
your old job, or to an equivalent position.  Should you feel you are entitled to a family or medical 
leave, please see the Benefits Manager to discuss how these leaves apply to you.  The Company 
complies with all applicable laws and regulations regarding Family and Medical Leave.   

 
Medical Leave  

 
Medical Leave is leave taken due to an employee’s personal serious health condition. 

 
Family Leave  

 
Family Leave is leave taken for certain situations regarding an employee’s need to provide 
care for certain family members.  

 
Who is Eligible?    
 
You are eligible for leave under the FMLA if: 
 

• you have been employed at the Company for at least 12 months prior to the date leave 
starts; AND 

• you have worked 1,250 hours during the 12-month period preceding the first day of leave; 
AND 

• you are employed at a worksite where 50 or more employees are employed by the 
employer within 75 miles of that worksite when you give notice of the need for leave.   
 

Employees who do not meet these legal eligibility requirements and who are not otherwise entitled 
to leave in accordance with applicable law may be granted unpaid leave in the Company’s sole 
discretion, and should discuss any request for leave with Human Resources or the Benefits 
Manager. 
 
How much leave is provided?   
 
The FMLA provides eligible employees with:  
 

• Up to 12 workweeks of unpaid leave for certain family and medical reasons (including 
military exigency leave described, below) during a 12 month period computed on a rolling 
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year basis measured backward from the first day of leave (for example, if your leave 
begins on April 1, 2021, your available FMLA leave amount is computed based on the 
amount of FMLA leave you have taken since April 1, 2020); and 
 

• Up to 26 weeks during a single 12-month period to care for a covered service member 
family member who incurred a serious injury or illness in the line of duty while on active 
duty or to care for a covered veteran (Military Caregiver Family Leave).   
 

o During the single 12-month period that an employee takes Military Caregiver Family 
Leave, the eligible employee is entitled to a combined total of 26 weeks of FMLA 
leave.  In other words, the employee is not entitled to 26 weeks of Military Caregiver 
Family Leave, and then another 12 weeks of medical leave for the employee’s own 
health condition, during that 12-month period.  For the purpose of Military Caregiver 
Family Leave, only, the “12-month period” starts on the day the employee takes 
leave and is measured forward for 12 months.  For example, if an employee took 4 
weeks of Military Caregiver Family Leave (starting the 12 month period), and then 
needed 10 weeks for the employee’s own medical condition, the employee would 
have an additional 12 weeks to care for the service member if needed, for a total of 
26 weeks during that 12-month period. However, only 12 of these 26 weeks may be 
used for another FMLA reason.  
 

In most cases, if an employee is also eligible for leave under a similar state law, the state and 
federal leaves will run concurrently.  This includes leaves under the New York Paid Family Leave 
Benefits Law.  Under certain circumstances, however, an employee may be entitled to separate 
leaves under each statute.  
 
For What Reasons Can Leave Be Taken?   
 
Eligible employees may take leave under the FMLA for the following reasons: 
 

1) for your own serious health condition that makes you unable to perform the essential 
functions of your job, (referred to as "Medical Leave"); 
 

2) to care for your new-born child, for the adoption of a child, or the foster care placement of 
a child with you (such leave must conclude within twelve months of the birth or adoption 
or placement); to care for your spouse, parent, or minor or disabled child with a serious 
illness (collectively referred to as "Family Leave"); 
 

3) to care for a family member or next-of-kin who is a service member injured while on active 
duty in the line of duty or a covered veteran (“Military Caregiver Leave”); 
 

4) because of a “qualifying exigency” arising out of the fact that an employee’s spouse, son, 
daughter, or parent is a covered “military member” (which is defined to include active duty 
members of the Regular Armed Forces, members of the Reserves members of the 
National Guard, and certain retired members of the Regular Armed Forces and retired 
Reserves ) who has been notified of an impending call or order to active duty, or who is 
on covered active duty, in a foreign country or in support of a contingency operation 
(“Military Exigency Leave”).  Qualifying exigencies include: 

 
a. Short-notice deployment, and a necessity to address issues that may arise; 
b. Attendance at military events and related activities; 
c. Arranging for or addressing child care and school activities; 
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d. Making financial and legal arrangements; 
e. Attending counseling (other than that provided by a Health Care Provider for 

oneself); 
f. Rest and recuperation with a military member who is on short-term, temporary, 

rest and recuperation leave during the period of deployment;  
g. Arranging/attending to care for a parent who is incapable of self-care; and 
h. Attending to post-deployment activities. 

 
What Is a Serious Health Condition?   
 
A “serious health condition” is an injury, illness, impairment, or physical or mental condition that 
involves inpatient care or continuing treatment by a Health Care Provider. The period of incapacity 
must be more than three (3) consecutive full calendar days and involve treatment by a health care 
provider.  If the employee or family member is under treatment by a health care provider, the first 
(or only) in-person visit must take place within seven days of the first day of incapacity.   
 
A “serious health condition” includes any period of incapacity due to pregnancy, or for prenatal 
care.   
 
Substance abuse may be a serious health condition, however employee leave under this policy 
must be an absence to obtain treatment, and not an absence necessitated because of the 
employee’s own substance use. 
 
A “serious injury or illness” related to Military Caregiver Family Leave for a covered service 
member or a covered veteran means an injury or illness incurred in the line of duty on active duty 
in the armed forces (or existed before the beginning of the service member's active duty and was 
aggravated by service in line of duty on active duty in the Armed Forces) that may render the 
service member medically unfit to perform required duties, and/or which results in the service 
member being otherwise listed on the temporary disability retired list, or which satisfies other 
requirements for a covered veteran. 
 
Potential Compensation While on Leave    
 
If you require medical leave as a result of your own illness or pregnancy, you may be eligible to 
receive Short Term Disability insurance benefits during that period for which you are medically 
unable to work, if such insurance is available to you.  If you are disabled as a result of a job-
related illness or injury, you may be eligible for salary continuation under the Workers’ 
Compensation Statute.  You may also be able to use available Paid-Time-Off (“PTO”) days (e.g., 
paid vacation days), as discussed below. 
 
Receipt of short-term disability insurance benefits or Workers’ Compensation Benefits does not 
serve to extend or otherwise affect your 12-weeks of FMLA leave.  Entitlement to insurance 
benefits and FMLA leave is determined separately.  Additionally, use of paid time off during your 
leave will not serve to extend your FMLA leave entitlement. 
 
If you require family leave, you may be eligible to receive Paid Family Leave benefits in 
accordance with the New York Paid Family Leave Benefits Law. Otherwise, this leave is unpaid 
unless accumulated paid time off days are used, as discussed below. 
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Use of Available Paid Time Off    
 
When you are taking unpaid FMLA Leave (which means leave when you are not receiving paid 
benefits such as disability, paid family leave or workers’ compensation insurance), you must first 
exhaust all accrued (or allotted) and unused PTO days, to the extent permitted by law.  The paid 
days will run concurrently with any FMLA leave for which you are entitled, and the use of paid 
time will not serve to extend the FMLA leave period. You may not use any paid time off days you 
are not yet entitled to take.   
 
Employees on unpaid Family/Medical leave will not accrue any additional benefits (including but 
not limited to paid time off) while on leave although such leave will not constitute a break in 
service.  The period of leave will be counted in the calculation of an employee’s seniority. 
 
Notice and Procedures    
 
When planning a foreseeable family or medical leave, you must make all reasonable efforts to 
minimize the disruption of the Company’s operations.  For this reason, employees seeking leave 
for situations that are predictable are required to provide advance notice to the Benefits Manager  
by submitting a completed Family/Medical Leave Request form 30 days prior to your leave, for 
foreseeable leave, and as soon as possible if leave is not foreseeable.  These forms are available 
from Human Resources or the Benefits Manager.  In the case of an emergency, either you, a 
family member, or someone else so designated, needs to call Human Resources or the Benefits 
Manager to provide notice of your need for leave.  The Benefits Manager will notify you as to 
whether you are eligible for FMLA leave and whether your leave will be designated as FMLA 
leave.  The Benefits Manager will also provide you with written notice detailing your specific rights 
and responsibilities under the FMLA, your obligations while on leave, and the consequences 
should you fail to meet those obligations. 
 
Certification    
 
Employees requesting leave to care for a seriously ill family member, or for their own serious 
health condition, or for a qualifying exigency, must provide the Company with a Certification from 
a health care provider or military issued documentation to support their need for leave within the 
time frame required.  Health Care Provider Certification Forms for different types of leave, and 
Certification for Qualifying Exigency, are available from the Human Resources or the Benefits 
Manager, and in the case of Medical Certification may also be available from your health care 
provider.  Failure to provide the certification required by the Company, or providing incomplete or 
insufficient information on the form, may result in the delay of leave, denial of leave protections, 
or in some circumstances, denial of reinstatement.  If the requested certification is never provided, 
the leave may not be certified as FMLA leave in which case job protections for reinstatement may 
not be provided and the employee may be put on COBRA benefits for health insurance. 
 
How Can Leaves be Taken?   
 
Unless otherwise noted, FMLA leaves can be taken: 
 

• Consecutively; 
• Intermittently (leave taken in separate blocks of time); 
• Or on a reduced schedule (leave taken by the employee working fewer hours in a 

day or days in a week) 
 

Intermittent and reduced scheduled leave may require that they be medically necessary. 
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Intermittent or Reduced Schedule Leave    
 
Unless otherwise prohibited by applicable law, if an employee requires intermittent or reduced 
schedule leave for the purpose of receiving personal medical treatment or providing care related 
to medical treatment for a seriously ill family member or service member, employees are expected 
to consult with their immediate supervisor and the Benefits Manager  prior to scheduling medical 
treatment where possible in order to work out a treatment schedule (subject to the approval of the 
health care provider) that best suits the needs of both the Company and the employee.  
Additionally, there must be a medical need for such intermittent or reduced schedule leave and it 
must be that such medical need can be best accommodated through an intermittent or reduced 
leave schedule. 
 
The Company may require the employee to transfer temporarily to an available alternative 
position with equivalent pay and benefits for which the employee is qualified, or to have some of 
the employee’s assignments reassigned, in order to better accommodate recurring leave or 
reduced periods of working time.  This leave may be unpaid, in which case the employee’s 
compensation will be reduced based on the amount of time actually worked. 
 
When leave is taken after the birth or placement of a child with you for adoption or foster care, 
leave may be taken intermittently or on a reduced schedule under the FMLA only if the Company 
agrees, or otherwise in accordance with applicable law.  Please speak with the Benefits Manager 
should you wish to take such leave. 
 
Maintenance of Health Benefits    
 
The Company will continue to maintain coverage under its health benefits plan for eligible 
employees on leave under the FMLA for up to their maximum leave entitlement.  Coverage will 
be continued under the same conditions as if the employee had continued to work.  Employees 
on leave are responsible for their contribution for health coverage.  If any portion of leave under 
this policy is paid, the employee’s contribution will continue to be made through the usual payroll 
deduction.  For any portion of leave under this policy that is unpaid, the employee is responsible 
for making arrangements to pay the usual contribution amount.   If an employee’s payment of 
health insurance premiums is more than 30 days late, the Company may discontinue health 
insurance coverage following notice to the employee.  Should an employee require, and be 
granted, additional leave beyond the 12 or 26-week FMLA leave entitlement, the Company may 
not continue health benefit coverage unless otherwise required by applicable law.  Any leave 
beyond the statutory leave entitlement is Company-provided leave.  In such situations, employees 
may be provided with the opportunity to continue their benefits on a self-pay basis. 
 
Both Spouses working for the Company    
 
If both spouses work for the Company, under the FMLA they may take a combined total of 12 
weeks of FMLA leave for the birth of a child, or placement with you of a child for adoption or foster 
care, or to care for the employee’s parent with a serious health condition.  Employees may be 
entitled to additional leave under applicable law. 
 
They may also take a combined 26 workweeks of leave during the relevant 12-month period to 
care for a covered service member.  If both spouses working for the Company also need leave 
for the birth of a child, or placement of a child for adoption or foster care, or to care for one of the 
employee’s parent with a serious health condition, their combined FMLA leave total during this 
12-month period is 26 weeks. 
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Holidays    
 
Holidays occurring during a leave period will be counted against the employee’s leave entitlement.   
Employees on leave are not entitled to Holiday Pay. 
 
Designation of Leave    
 
The Company will notify the employee that leave has been designated as FMLA leave within 5 
days of obtaining sufficient information to make a determination.  If the employee takes a leave 
which might qualify as FMLA leave, and has not put the Company on notice of the reason for the 
leave but desires that the leave be counted as FMLA leave, the employee must notify the Benefits 
Manager  that the employee desires the leave to be so counted, and must submit an FMLA Leave 
Request Form as soon as possible. 
 
Notice on Return/Fitness to Return   
  
You may be required to present a certification of fitness to return to work prior to your return-to-
work date, when the absence is due to your own serious health condition.   
Reinstatement    
 
Upon expiration of FMLA leave, the Company will reinstate eligible employees, except those who 
would have been affected by a reduction in force or layoff had they not taken leave, to the same 
or an equivalent position, with no loss in salary, benefits, or other terms and conditions of 
employment.   
 
Limitations on Leave and Reinstatement   
 
Certain high-salaried employees under some circumstances may be denied reinstatement from 
leave. 
 
Return to Work    
 
If you do not return to work from a leave of absence on the agreed-upon date or do not contact 
your Manager or the Benefits Manager advising that you need to extend your leave and provide 
any supporting documentation regarding extending the leave prior to the end of your approved 
leave, you will be considered to have voluntarily resigned your employment.    
 
If the Company grants additional leave time beyond the FMLA entitlement provided by law, this 
leave is no longer statutorily protected FMLA leave and the Company may not be able to 
guarantee reinstatement to the same or a similar position upon return from the additional leave. 
  
Please contact the Benefits Manager for further information about FMLA leave. 
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FAMILY MEDICAL AND LEAVE POLICY 
 
 

ACKNOWLEDGMENT OF RECEIPT 
 

I HAVE READ AND UNDERSTOOD THE ABOVE POLICY IN ITS ENTIRETY, AND AGREE TO 
ABIDE BY ITS TERMS. 
 
 
 
Signature:   ________________________________________   Date:  _______________  
 
 
Print Name:  _______________________________________ 
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APPENDIX E: 
 

TELECOMMUTING/WORK-FROM-HOME POLICY AND PROCEDURES 
 
I. Overview 
 
At Dynarex, other than our remote sales force, we expect our employees to work on site at our 
office or warehouses. As such, the Company generally does not provide telecommuting as an 
option for any particular job, category of jobs or for any specific employee. In some cases, the 
Company may hire remote employees who would be considered to be working on a 
“telecommuting” arrangement. In those cases, it is understood that the employee lives a distance 
from the Company’s office and coming to work there would not be reasonable.  In addition, under 
extreme circumstances (e.g., inclement weather etc.) and/or upon good cause shown (e.g., in the 
case of an accommodation for a disability, etc.), the Company may in its sole discretion, and in 
consideration of the nature of an employee’s job, permit a particular employee to work from 
home/work remotely for all or part of the workweek.  
 
Any potential telecommuting arrangement is reviewed on a case-by-case basis prior to being 
approved. All telecommuting arrangements, like all terms and conditions of employment, may be 
reevaluated, discontinued, modified or suspended at any time, at the sole discretion of the 
Company, without any advance notice to employees.   
 
This telecommuting/work-from-home policy and procedures (the “Policy”) outlines procedures 
and expectations when employees are working remotely (long-term or otherwise). It supersedes 
any other policies or arrangements, whether written or verbal, regarding telecommuting.  
 
II. Request for Telecommuting 
 
Except if otherwise hired as a remote employee or required to telecommute by the Company, 
employees who wish to telecommute for all or part of the workweek (including on a particular work 
day) must make a written request to the Company and obtain its prior approval to do so. If the 
requested remote work arrangement is for one day or less, employees should submit the request 
to their manager. Request for remote work that exceeds one day shall be made to both the 
manager and Human Resources. All requests must be made at least five (5) business days prior 
to the requested telecommuting day(s) if the need for the arrangement is foreseeable. Otherwise, 
the request must be made as soon as possible. The request must set forth the situation gives (or 
gave) rise to the need for a telecommuting arrangement and the length of the arrangement 
requested, and must explain the reason the employee cannot work on site.  
 
In all situations where an unexpected situation keeps an employee home instead of working 
onsite, and the employee advises that he or she will be working from home (if the job functions 
permit), the employee will be expected to be working. Telecommuting is not designed to be a 
replacement for appropriate childcare or to be used to attend to other personal activities during 
work time.  All employees are expected to be working during their scheduled working time and to 
be performing tasks and duties as assigned and as are otherwise required by their jobs. 
 
If an employee who usually works in the office is kept home for an unexpected situation and the 
employee is unable to work from home, the employee may elect to use an available vacation or 
PSL, depending on the situation.  Otherwise, the day may be unpaid. 
 
 
 



 
 

 
87 

III. Telecommuting as a Reasonable Accommodation 
 
Telecommuting may be a reasonable accommodation for a disabled employee’s limitations, or in 
certain other situations.  Should telecommuting be requested as an accommodation, the 
Company will apply the accommodation policies as outlined in the Company Handbook to 
determine what accommodation, if any, may be provided that does not impose an undue hardship 
on the Company.  Telecommuting arrangements provided as a reasonable accommodation, as 
with all telecommuting arrangements, may be re-evaluated and potentially discontinued. 
 

IV. Work Expectations When Telecommuting 
 

Employees who are telecommuting are expected to satisfactorily perform all of the duties and 
responsibilities of their job. Unless a flexible schedule is agreed to, employees are expected to 
be available and able to respond to emails, instant messages, and phone calls as they would 
while working in the office or on-site, during their normal business hours  
 
For example, telecommuting employees are expected to participate in all scheduled conference 
calls/virtual meetings, unless their absence has been approved in advance, and are expected to 
be prompt, available during scheduled working hours, responsive and able to complete work 
assignments with the similar quality and efficiency as when working in the workplace. 
Telecommuting employees should not permit non-work-related events and activities to disrupt or 
interfere with scheduled work time. 
 
Open and ongoing communication between telecommuting employees and their supervisors is 
key to a successful remote work arrangement.  It is expected that a remote-working employee 
will have a scheduled check-in with their supervisor, which should be arranged at the start of a 
telecommuting arrangement (long-term or otherwise). Generally, the frequency, time and mean(s) 
by which the employee and supervisor conduct the check-in is left for them to work out. The 
employee and supervisor are also expected to keep each other appraised of events or information 
obtained throughout the working day that the other may need to know, including but not limited to 
discussing job functions that may not be able to be done remotely, or personal circumstances 
interfering with the employee’s ability to fully perform required job duties.   
 
The telecommuter is expected to complete assigned work according to required procedures and 
time frames. Employee failure to satisfy these expectations may lead to the revocation of a 
telecommuting arrangement or, depending on the situation, termination of employment. 
 
V. Time Worked 
 
The Company’s time keeping, attendance, work schedule and other related policies apply to 
telecommuting employees. Consistent with the Company’s policy on meal breaks, non-exempt 
telecommuting employees are permitted to take, and track, a 30-minute unpaid meal break each 
day, and they must be completely relieved of duty during their break time.  Exempt employees 
are similarly permitted, and expected, to take their meal breaks. 
 

VI. Working Time 
 
Because employees are expected to be working during working time, employees working from 
home should not be transitioning from work projects to personal projects and back again 
indiscriminately during working hours.  Rather, as noted, during designated working time, 
employees are expected to be working. 
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The Company’s policies on breaks applies to telecommuting employees.  Meal breaks are of 
course permitted and expected, as are other necessary personal breaks which are expected to 
be short and infrequent.  Employees may not start working later, or end working earlier, and skip 
a meal break. 
 

VII. Requests for Sick/Vacation days 
 

Telecommuting employees (i.e., those hired to work remotely), must submit requests to use 
sick/vacation or other leave as would other employees, and these requests must be approved in 
the same manner as an employee who does not telecommute. If an employee becomes ill while 
working remotely, and needs time off for sick time purposes, the employee should promptly notify 
their supervisor and Human Resources of the need to use sick time and to advise that the 
employee will not be working.  

 
VIII. Telecommuting Work Sites and Security/Confidentiality of Company Information   

 
It is the responsibility of any telecommuting employee, regardless of whether the telework 
arrangement is long-term/short-term or only for part of the workweek, to establish an appropriate 
work location within their home or other space, including establishing a designated space where 
the employee can work uninterrupted and can maintain the security and confidentiality of 
Company information.  
 
Consistent with the Company's expectations of information security for employees working onsite, 
telecommuting employees are expected to ensure the protection of proprietary Company and 
customer and/or supplier/vendor information accessible from a home office. Depending on the 
nature of others who may have access to the employee’s workspace, security steps 
telecommuting employees should take may include the use of locked file cabinets and desks, 
regular password maintenance, not leaving computer screens with documents open where they 
could be accessed by others and not leaving applications open with access to Company files and 
records.  Other measures appropriate for the job and the environment, or that are required by 
other Company policies, may also be applicable.    
 
Employees who are telecommuting, whether on a regular basis or as a short-term situation, are 
required to comply with all Company policies and protocols regarding secure remote access 
procedures, establishment of firewalls, VPNs, virus protections or other requirements to preserve 
the integrity and security of the Company’s computer systems and data records, without regard 
to whether the employee is working from home using Company-provided computer equipment, 
or the employee’s own equipment. Once any telework arrangement is in place, we may ask you 
to work with the IT Department to ensure that your telecommuting device(s) satisfies all Company 
minimum specifications and is appropriately set up, so our systems remain secure.  
 
The Company will generally not be responsible for costs associated with the setup of the 
employee's home office, such as remodeling, furniture or lighting, nor for repairs or modifications 
to the home office space.   
 

IX. Telecommuting Equipment and Supplies 
 
As part of a telecommuting arrangement, employees who work remotely may be provided with 
certain Company equipment (e.g., computer, laptop, or other applicable equipment), and all 
policies regarding the use of Company equipment will apply, including policies regarding 
monitoring and employees having no expectation of privacy when using Company equipment. 
Even if employees are using their own computer equipment to access Company systems and 
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records, they should have no expectation of privacy regarding that access and their work-related 
activities on the Company’s systems. 

Employees must comply with any Company request to make their telecommuting equipment 
available at any time, for any reason, including for upgrades, replacement or inspection. Upon 
receiving such a request, employees must provide the Company with any relevant password used 
to access such device(s). 

If telecommuting employees have been provided with Company-provided equipment, they are 
expected to use any Company provided equipment/device(s) for business purposes only, 
except in limited circumstances keeping in mind the Company’s ability to monitor use on its 
equipment. Employees who are provided with Company computers and related equipment should 
not be using personal or unauthorized devices/equipment to perform Company work  

Although the Company will be responsible for maintaining equipment provided to employees for 
telework purposes, telecommuters must agree to take appropriate action to protect the 
equipment/device(s) from damage or theft. In the event of any damage or theft of Company 
equipment/device(s), employees must contact their supervisor immediately. If an employee 
experiences any technical difficulties, the employee must advise their supervisor immediately and 
reach out to our IT support at IT@Dynarex.com. 

The Company may supply employees with appropriate office supplies (pens, paper, etc.) as 
requested and/or deemed necessary.  Employees who believe business-related costs need to be 
incurred to facilitate their working remotely should speak with their manager in advance of making 
any purchase or expenditure to determine how best to address the situation. 

Unless other arrangements have been made, upon termination of the telecommuting arrangement 
or employment, whichever is first, the employee must return all Company equipment to the 
Company in good working order, less any normal wear and tear. 

X. Safety of Working Space

Telecommuting employees are expected to establish a space from which to perform their job and 
to maintain their home workspace in a safe manner, free from hazards to people and equipment, 
and are responsible for endeavoring to prevent accidents and injuries to themselves and others. 
Employees must ensure that the home workspace complies with all applicable building, fire and 
other codes; has appropriate safety equipment (e.g., smoke alarms, fire extinguishers, etc.) and 
first aid supplies; is maintained free of tripping hazards (e.g., extension cords) and other 
conditions that could risk injuries; is free from safety hazards such as frayed wires, cluttered floors, 
unstable furniture, improperly placed high objects, etc.; is free from electrical hazards and that 
proper surge protectors, extension cords, and the like are being used; and is generally free from 
other hazards that could injure the employee or others.   

Any work-related accident or injury that occurs at employees’ home offices must be reported to 
the employee’s supervisor or Human Resources immediately (or as soon as is otherwise 
practicable).   

XI. Tax Implications

Employees are generally responsible for determining any personal tax or legal implications and/or 
restrictions of working out of a home-based office. Responsibility for fulfilling all obligations in this 
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area rests solely with the employee. Employees are encouraged to consult a tax professional on 
these issues.  

XII. Other Company Policies Apply

Telecommuting employees must continue to abide by all other Company policies and procedures, 
including but not limited to those regarding computer use, social media and confidentiality.  
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Employee Acknowledgement 
Telecommuting Policy 

The undersigned employee acknowledges that the employee has read and understands the 
telecommuting policy and procedure and agrees to comply with all of its terms.  

_______________________________________ 
Employee Printed Name  

_______________________________________ ___________________________ 
Employee Signature  Date 
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APPENDIX F: 

HERO ACT PLAN 
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ACKNOWLEDGMENT OF RECEIPT OF 
DYNAREX CORPORATION EMPLOYEE HANDBOOK 

I hereby acknowledge that I have received a copy of Dynarex’s Employee Handbook (the 
“Handbook”) describing the Company’s policies and the benefits being offered when the 
Handbook was distributed.  I understand that I am to read and understand the Handbook in its 
entirety, and I am aware of my obligations to comply with the policies and procedures contained 
in the Handbook as a condition of my employment.   

I specifically and expressly acknowledge that the Handbook contains policies and notification 
procedures regarding equal employment opportunity, discrimination, sexual and other 
harassment and retaliation.  I understand and agree that if I subject others to any of the conduct 
prohibited by these policies, I may be discharged.  I also agree and understand that if I believe 
that I am subjected to any of the prohibited conduct, I am expected to avail myself of the multiple 
avenues described in this Handbook by which to complain.   

I also expressly acknowledge that the Handbook contains the Company’s policy regarding 
Computers, Telephones and Electronic Devices, including the section regarding monitoring.  I 
understand that the Company may monitor and/or record any telephone calls, emails and internet 
usage on Company-owned or leased equipment, and therefore I have no expectation of privacy 
with regard to any of these devices or communications.  I hereby freely and voluntarily consent to 
this monitoring and/or recording.   

I also expressly acknowledge that the Handbook contains a Drug-Free Workplace policy and 
understand that employees may not perform work for the Company under the influence of illegal 
drugs, alcohol or other substances that impair an individual’s ability. I consent to drug testing as 
performed by the Company, as described in this Handbook. 

I understand that this Handbook is intended to inform employees of the Company’s personnel 
policies.  This Handbook is not an employment contract, express or implied, or a guarantee of 
employment of any kind or for any duration whatsoever.  Employment with the Company is “at 
will,” which means that either the Company or I can end the employment relationship at any time, 
for any reason, or for no reason, with or without prior notice.   I understand that the Company may 
revise these policies and benefits at any time, at its discretion, without prior notice to me in order 
to retain necessary flexibility in the administration of policies and procedures.  The Company will 
issue revised policies should such revisions occur.  Revised policies are effective only when 
issued by an authorized Company representative.    

I have read and understood the above. 

____________________________ _______________________ 
SIGNATURE  DATE 

____________________________ 
NAME (Please Print) 

PLEASE SIGN AND RETURN THIS ACKNOWLEDGMENT TO HUMAN RESOURCES. 
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