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WELCOME TO ABA

Weare pleasedtowelcome youtothe ABAteam. Establishedin 1986, ABAhasdeveloped
longstanding relationships and a strong reputation with many of the Bay Area’s premier
corporations. We look forward to assisting you in your current job search and with your
ongoing career development. This handbook is provided to make you familiar with our policies
andhelp prepare youforworkwith ABA. Withyouonourteam, we hopetoachieve excellence
in the quality we deliver to our clients and in the services we provide toyou.

As an ABA Employee

ABAisyouremployerwhile youare onassignmentwithone ofour clientfirmsor corporations.
Thisrelationshipisimportantto rememberifyouhave any questionsorproblemsregarding
yourjob.Pleasetalktousfirst, notthe client, sowe canhelpfindasolution thatisagreeableto
everyoneinvolved. Sometypicalsituationsrequiring youto call ABAimmediatelyinclude:

. lliness ortardiness

. Job description changes

. Change in assignment hours

. Inadequate supervision or support

. Job interviews

. An offer ofemployment

. An extension to the length of your assignment

. Any question or concern that you have about your schedule, hours or work

environment
Please do not hesitate to call or email us to request or share any information. Open
communication is critical to our mutual success as we make sure thatyour needs and those
ofourclientscontinuetobe met.VVoicemailandemail areavailable atABA24 hoursaday,
sothere isno excuse notto stay in contact. You cannotover-communicate with us!

Our phone number is (650-349-9200). Please memorize it!

We appreciate your keeping us up to date throughout your job assignment. Check in:

. Atthe end of your first day of work
. In the middle of your assignment
. Onthe lastday of your originally scheduled assignment (You mustalwaysinform us

immediately if your job is extended.)
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Justas you expect high quality service from us, we have high expectations of you. Itis also
important to remember that the professionals we do business with have high performance
standards for the individuals working in their office--contract employees included. Please
make a commitment to the following ABA standards of conduct:

. Be on time every day

. Complete your entire assignment

. Respect the client, the work environment, and the client’s policies

. Whenyoucompletetheworkyouare given, promptlyletyour
supervisor know you are ready for the nextassignment

. Dress appropriately for the client's environment. When in doubt, ask us what
is acceptable.

. Clientconfidentiality is essential in the contract environment. Please use
professional discretion.

. Ifyouare anon-exemptemployee, make surethatyoutake allrequired

meal breaks and rest periods. Be sure and arrange all of your breaks with
your client supervisor in advance.

. Never use client telephones or your cell phone for personal calls without
permission. If permitted, call only on your break.
. If you are injured at work, call ABAimmediately.

Professional conductis appreciated,expected, and a condition of your employment with
ABA. Inappropriate behavior or careless work affects you, our clients, and us.

At Will Employment

Allof ABA'semployeesare "atwill." Thus,boththe employee and ABAsharetherightto
terminate employmentatanytime, with orwithout cause, with or withoutnotice, forany
reasonornoreason. Inaddition, ABAmaywarn, reassign, suspend ordischarge any
employee at any time. No one in the firm has the authority to change this "at will"
employmentarrangement except by a written document stating such change, signed by
ABA's CEO and/orPresident.

Trade Secrets and Confidential Information
The protection of confidential information and trade secrets of this firm and those of its

clients and candidates is essential. The clientmay require contracted employeesto signthe
client’s own confidentiality, nondisclosure or proprietary information agreement.
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Duringand afteremploymentwith ABA,anemployee maynotusethesetrade secretsor
confidentialinformation outside his/her duties atthis firm, nor may he/she discuss such
information with any person notemployed by our firm, apart from whatis necessary for
his/herworkat ABA orfor the client, without prior written authority from ABA's CEO and/or
President. Theft, misuse, and/orunauthorized destruction ofdisclosure, of ABA's orthe
client’strade secrets can resultin ABA employees being terminated, being personally liable
for civildamages, and/or being convicted of a crime under State and Federal law.

ABA's trade secret and proprietary information and relationships, includes but is notlimited
tothe followinginformation, which already exists and will come into existence atanytime
while Employee is its employee, even if such information or relationship has been, or will be,
developed or obtained by Employee:

1. ABA’s past, current, and future employer-clients, including but not limited to their
names, addresses, andtelephone numbers, theirbusiness and personnelneeds
andplans,ABA’s feeratesandterms, operations, the paymentpracticesand
history of such ABA clients, and the names, addresses and preferences of ABA’s
contact individuals and hiring authorities at those employers;

2. Allinformation about ABA's or the client’s past, current and future employees,
includingbutnotlimitedto, theirnames,addresses, workhistory, duties,and
compensation;

3. ABA’sorthe client’s training materials and methods, forms and policies, including
employee handbooks, and pay ratestoits employees, tempsand contractor
consultants;

4. Any othertrade secrets, needs, and confidential information and plans of ABA or its
employer-clients.

When using or discarding any of the information described in paragraphs 1-4 above,
Employee willdosoinamannerthatcannotbe used by otherswhowould nothave
authority to know or use such information.

During and after his/heremploymentat ABA, exceptwhen such activity would be forthe
direct benefit of ABA, Employee will not directly, or indirectly through others, use or disclose
ABA’strade secrets (a) to solicitor do any business with anyindividuals, clients or other
entities; (b) to discourage any past, current or future job candidate, temp or contractor
consultant, oremployer-client(or hiringauthority) fromdoing business with ABA; or (c) to
hire, or cause to be hired, any of ABA’s employees, temps or contractor consultants.
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Upon any termination of his/her employmentwith ABA, Employee agreesto return
immediately, to ABA, the originals, aswell as all written and electronic copies, of all
information,trade secrets(includingbutnotlimitedtothetrade secretsdescribedinthis
Agreement), and equipment that he/she obtained from ABA.

Ifan employee violates any of the terms of these trade secret provisions during or after
employmentwith ABA, Employee understandsthathe/shewillbe subjecttodisciplinary
action, up to and includingimmediate termination ifemployed by ABA atthe time, and
possible substantial legal and criminal liability, whether or not still employed by ABA. ABA’s
trade secretsand property are protected under California criminal and civil statutory law,
including but notlimited to California Penal Code §499c, the Uniform Trade Secrets Act, Civil
Code 83426, and Business & Professions Code §16607.

Employeewarrantsthathe/shedid nothave anytrade secretagreementwith his/herprior
employer,whichhasnotbeenshownto ABA,andhe/she hasnottakenandwillnotuseany
proprietary or trade secretdocuments, software, or otherinformation received fromany
prior employer.

Nothinginthis policy, orany other policy in this handbook, is intended or should be
interpretedasinhibitingemployees’rightstoimprove thetermsand conditions oftheir
employment under Section 7 of the National Labor Relations Act.

Policy on Voicemail, Work Areas, Computer Files, Email and Internet Use

The voicemail, work areas, computer files, email, Internet facilities and other technical
resources at the client's site are the property of ABA's clients and should be reviewed,
monitored, and used for business purposes only as instructed by the client. Employees should
have no expectation that any such information is private, even if the information is password-
protected or has been deleted. As a result, computer data, voice mail messages, and e-mail
transmissions are readily available to numerous persons. If during the course of your
assignmentwithan ABAclient,youperformortransmitworkonaclient'scomputersystems
orothertechnicalresources, yourwork may be subjectto the investigation, search,and
reviewofothers.Inaddition,anyelectronically stored communicationsthatyoueithersend
toorreceive fromothersmayberetrievedandreviewed. Anyinappropriate orunauthorized
use of the client's facilities, property, or equipment is grounds for termination.

Outside Employment
Noemployee isallowed to have otheremploymentthatinterferes with their ability to fully
perform their duties for ABA or the client.
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Working Together

Ifwe work together as ateam, we believe we will develop a mutually satisfying and
productive relationship. Factors such as your hard work, cooperation, commitment, and
flexibility are used to determine your eligibility to receive bonuses, more assignments, a
goodreference,and/ornewopportunities. We keeptrack ofallcommentswe receive
about your performance and use them to make future placement decisions.

Butjustaswe gatherfeedback about you, we wantto get feedback from you. Please give us
your thoughts about job assignments, ABA procedures, and our services. Information you
share with us is the bestresource we have for making improvements at ABA.

ABA PAYROLL PROCEDURES

Inordertoreceiveaccurate paymentforyourtimeandservices,youmustenteryourhoursin
our ABA Portal. For payroll purposes, ABA’'s workweek beginsat 12:01 am each Monday and
ends at Midnight the following Sunday. Paychecks are issued each Friday for the work
completed in the prior workweek. It is your responsibility to adhere to the following
guidelines.

Timesheets

Timesheets representingwork in the previous week mustbe received by 10:00 AM each
Monday.IfMondayisaholiday,timesheetsaredueto ABAby10:00 AMonTuesday.

Paychecks

Paychecksare available after 8:00a.m. on Friday. You may have your paycheck held at
ABA’s office for pickup, mailed toyou or transmitted by direct depositif you have
completed a Direct Deposit Authorization form.

Rate of Pay

AtABA, we paythe highestpossible wagesto ouremployeesasdetermined byeach
individual job assignment. Your individual pay rate is based on the skills and experience
requiredtoperformanassignment, thelevel ofresponsibility, and the length oftime you
have worked onthat assignment.
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Overtime

You mustreceive prior authorization from ABA for any overtime work you are asked to
perform.Ifovertimeworkisrequested byour clientandauthorized by ABA, your paywillbe
calculated according to applicable labor laws. Details are summarized on the timecard. If you
have any questions about calculating overtime, please callus.

Non-ExemptEmployeesonly: Meal Breaks and RestPeriods

ABAwill notify youwhen you startwhether you are classified as anonexemptemployee for
overtimeandbreakpurposes. Allnonexemptemployeesare entitledtoand required totake
one 10-minute rest period for every four hours of work (or major fraction thereof, whichis
definedasanyamountoftime overtwo hours). Also, allnonexemptemployees musttake an
uninterrupted unpaid meal break of atleast 30 minutes ifthey work more than five hoursina
workday. If your total work period for the day is more than five hours but no more than six
hoursinaday,youmaywaive the meal periodifyouandyoursupervisoragree inwritingtodo
soinadvance. Youmustrecord all meal breaks and restperiods on your time card.

ABA TIMESHEETS

1. Asanewhire,youwillbe sentalinkto createausername andpasswordtoABA’'sATS
2. Link foryourlog-in page: https://abasearch.bbo.bullhornstaffing.com/Login/

3. Enter your hours for the week prior, noting time in/time out and submit

4. We STRONGLY recommendthatwhen “anyone”finishesan active sessionwith

Bullhorn ATS or BBO, theylog outusingthe appropriate icon (eitheradoorwithan
arrow, or the words Log Out, depending on your view). This prevents cached sessions
that will accumulate and eventually slow down their browser

5. Please contact ABA for assistance if any issues arise

Remember...

Please notify ABA promptly of any change to your telephone number or address. Complete
anew W4 tax format ABAanytime there are changesto your tax status, marital status,
address, or name.

ABAwillsendyour clientsupervisor an Evaluation Card onaroutine basis. Askhimorherto
complete it confidentially and provide ABA with feedback on your performance. Your
gualificationforan Excellence Bonusisbased onthese evaluation cards (see Excellence Bonus
fordetails).

Fromtime to time ABA will also send out candidate/employee surveys. Your feedback will
help us do a better job for you.
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ABA BONUS & BENEFIT PLAN
Birthday Pay

Asaspecialbonusforourlong-termcandidates, ABAwill paytime and ahalfforanywork
you dofor ABAonyourbirthday. You mustcomplete 480 hours before your birthday to

qualify.
Holiday Bonus

ABAispleasedto provide paid holidaystoqualifyingemployees. Recognized holidays are
MemorialDay, Independence Day,LaborDay, Thanksgiving,and ChristmasorNewYear'sDay.
Employees will be awarded halfa day's pay attheir current pay rate. To receive the bonus, you
mustwork atleast 440 hours inthe 13-week period prior to the holiday and work your last
scheduled day before and your first scheduled day after that holiday. Thisbonuswillbe
automatically awarded to those employees who qualify.

Excellence Bonus

ABAwillroutinelyprovide evaluationformstoyourclientsupervisor. Wewillreviewthe
completed evaluations on a quarterly basis and pay a $100 cash Excellence Bonusifyou
receivethree"excellent"evaluations afterworkingatleast 300 hours with ABAinthat
guarter. Excellence bonuses will be calculated and awarded at the end of each quarter.
You are eligible for one bonus per quarter.

Referral Bonus

ABA appreciates you referring other qualified applicants to us. We will pay a $100 Referral
Bonusto active ABAemployeeswho referanother applicantifthat person completes at
least 100 hours on a contract assignment for ABA within 6 months ofthe referral.

For current ABA employees who refer more than three individuals that meet the criteria
above, we’llincrease our Referral Bonusto $150 for each subsequent, qualifiedreferral.

Wewillpay $250ifthe referralis placed by ABAinafull-time positionand completesthe
agreed upon guarantee period (usually 90 working days).

For those individuals referring an attorney or engineer who is placed in a full-time position
by ABA, we will pay a bonus of $500 after the individual completes hisorherguarantee
period.
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Toreceive the bonus, itis your responsibility to notify ABA approximately when the person
you referred starts work or has accepted a full-time position.

Client Referral Bonus

Anytimeyoureferanewclientto ABAandthatcompanyreceivesatleast80hoursofbillable
service from ABA, youwillbe paidacash bonus of $100. Please notify uswhenyourefera
clientcompany sothatwe cantrackits activity. One bonus will be paid per new client. You
will receive your bonus as soon as ABA receives payment from the client.

Employee of the Month

Each month, one or more contractemployees willbe selected and recognized by ABA
staff for outstandingcontributions.

Payroll Services employees arenoteligibleforexcellencebonuses, birthday pay, or
longevity bonuses unless otherwise notified.

Paid Sick Leave

ABAembraces state and local paid sick leave laws, and is proud to offer paid sick leave
benefits to all eligible employees.

ABA employees accrue sick leave ata rate of 1 hour for every 30 hours worked starting
onthefirstday ofemployment. They may beginusing paid sickleave onthe 90n day
of employment. Accrued Paid Sick Leave may be carried forward to the following year
up to amaximum “cap” of 72 hours. Paid Sick Leave is not paid out at termination.

Paid Sick Leave may be used forthe employee, orthe employee’s family members, for
thediagnosis,care,ortreatmentofanexistinghealth conditionorpreventive care, or
foran employee whois a victim of violence, sexual assault or stalking. For purposes of
this policy, “family member” includes an employee’s parent, child, spouse, registered
domestic partner, grandparent, grandchild, or sibling.

Medical Benefits

ABAis leading the way in offering high quality, affordable healthcare coverage to our
contract employees. To qualify you must:

1. Work an average of at least 30 hours perweek

2. Complete 30 calendar days with ABA
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Afterthe aboverequirements have been met, effective the firstday ofthe following month,
ABAwillcover50% oftheindividual on eitherour HMO Benefits Plan or our PPO Benefits
Plan.

Inconjunctionwithourhealth plans, ABAwillopenan FSA(Flexible Spending Account)in
your name, into which you are eligible to make contributions on a pre-tax basis. Additionally,
ABA will pay to maintain the account for as long as you are employed with us.

For more information on these benefits, please requestthe summary plan descriptions from
management.

*Upon termination of employment, your balance of health insurance will be deducted from
your lastcheck

Direct Deposit

ABA s happytooffer Direct Depositto our contractemployees. Ifyou are eligible for, and
choose to take advantage of this service, your weekly compensation will be deposited directly
intoyouraccount,andavailabletoyouonFriday. Please note thatinorderto ensure timely
deposit,youmustsubmityourapprovedtimesheet(s)to ABAbythe stated deadline each
week. Failure to submit your timesheet by the deadline will delay the deposit.

Credit Union

ABA offersmembershipinone ofthelargestcreditunionsinthe State. Itincludesfree
checking, interestpaying checking, ATMs, loans, creditcards, discountpurchasing,anda
variety of other services. Please contact us for more information.

Severance

ABA does not pay severance at termination,

Exceptas expressly provided in this handbook, ABA does not offer benefits to contract
employees.

ALLBENEFITSAREGRANTEDANDELIGIBILITYISDETERMINED ATTHEDISCRETION OF ABA.
BENEFITS MAY BE CHANGED AT ANY TIME WITHOUT NOTICE.
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ABA SAFETY POLICY

ABAcarriesworker'scompensationinsuranceandisdedicatedto providingthe safest
possibleworkingconditionsforourcontractemployees. Ifyouareinjuredonthejob,you
must contact ABAimmediately and inform us of the injury to ensure that you receive
appropriate and timely care.

Because ABAtypically does notsupervise the environmentorthe work atour client's
locations, it is hecessary that you make yourself aware of safety requirements and
emergency procedures atany job site where you work. Please keep the following guidelines

inmind:

. Ask your clientsupervisor abouttheir safety requirements and emergency
procedures (fire, earthquake, etc.).

. Ifyouare askedtoperformanyactivity outside ofthose describedin
your original job description, call ABAimmediately.

. If you are asked to operate any machinery other than normal office equipment, calll
ABA(first.

. If you become aware of any potentially hazardous conditions on the

job, call ABAimmediately.
Ifyouhave any questionsaboutsafety oremergency procedures, please callABA.

Equal Employment Practices

ABAisanequal opportunity employerand makesemploymentdecisionsonthe basisof
merit. In accordance with applicable law, ABA prohibits discrimination based on race, color,
gender, religion, creed, sex, pregnancy, marital status, age, national originorancestry,
physicalormental disability, medicalcondition, veteranstatus, sexual orientationorany
other status protected by federal, state or locallaws. Allsuch discrimination isunlawful.

To comply with applicable laws ensuring equal employment opportunities to individuals with
disabilities, ABA will make reasonable accommodations for the known physical or mental
limitations of an otherwise qualified individual with a disability who isan applicant or an employee
unless undue hardship and/or a direct threat to the health and/or safety of the individual or others
would result. Any applicant or employee who requires an accommodation in order to perform the
essential functions of the job should contact the President and/or CEO to request such an
accommodation. The individual with the disability should specify in writing whataccommodation
he or she needs to perform the job. ABA will then engage in an interactive dialog with the
applicant/employee to identify reasonable accommodations, if any, that will help to eliminate the
limitation or barrier.
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Sexual and Other Unlawful Harassment or Discrimination

Asyouremployer, ABAwantstoensure your safetyandwell-beinginthe workplace, and
therefore will take reasonable steps to preventdiscrimination or harassmentfrom occurring.
ABA’s policy prohibits harassment or discrimination of employees, applicants, and persons
providing services pursuant to contract.

Sexualharassmentincludes unwanted sexual advances, requests for sexual favors orvisual,
verbalorphysicalconductofasexual nature when: (1) submissiontosuchconductismadea
termorconditionofemployment; or (2) submissionto orrejection ofsuch conductisusedas
basis for employment decisions affecting the individual; or (3) such conduct has the purpose or
effect of unreasonably interfering with an employee's work performance or creating an
intimidating, hostile or offensive working environment.

Sexual harassment also includes many other forms of offensive behavior and includes
gender-basedharassmentofapersonofthe same sexastheharasser. Sexualharassment

also can occur when the harasser is not attracted to the person harassed.

The following is a partial list of inappropriate behavior:

. Unwanted sexual advances

. Offering employment benefits in exchange for sexualfavors

. Making or threatening reprisals after a negative response to sexualadvances

. Visualconduct:e.qg., leering, makingsexualgestures, displayingofsexually
suggestive objects or pictures, cartoons or posters

. Verbal conduct: making or using derogatory comments, epithets, slursandjokes

. Physical conduct: touching, assault, impeding or blockingmovements

ABAemployeesmustcontact ABAimmediately theybelieve theyhave beensubjectedto
discrimination or harassment of any kind. ABA will take immediate and appropriate action to
stopanyharassmentordiscrimination andto ameliorate any effects ofthe harassmentor
discrimination.
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EMPLOYEE ACKNOWLEDGMENT (Employer Copy)

I acknowledge that | have been provided with a copy of ABA’s Contractor Employee
Handbook revised effective . lunderstand that this handbook supersedes and
replaces past policies, as well as any inconsistent policies or practices. l understand thatthe
handbook is meant to familiarize me with ABA’s policies, butit cannot and does notaddress
every situation that may arise. | acknowledge that ABA retains sole and complete discretion
to change any of its policies, benefits, practices or other terms and conditions of
employment, fromtime to time with the exception ofthe employment-at- will policy, which
is contractual and binding on ABA and me.

| also understand and agree that the employment relationship is at will and may be
terminated by ABA or me, at any time, either with or without cause and with or without
notice. | recognize that no representative of ABA, other than the CEO or President, has the
authoritytoenterintoanyexpressorimplied contractofemploymentfor a specific period of
time or to restrict in any way my right or ABA'’s right to terminate the employment
relationship atwill. The Presidentor CEO canenterintosuchanagreementonlyifitisina
written document signed both by the officer and by me. Thisis a final and fully binding
integrated agreementwith respect to the at-will nature of the employmentrelationship.

Signed:

Date:
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EMPLOYEE ACKNOWLEDGMENT (Employee Copy)

| acknowledge that | have been provided with a copy of ABA’s Contractor Employee
Handbook revised effective . lunderstand that this handbook supersedes and
replaces pastpolicies, as well as any inconsistent policies or practices. l understand that the
handbook is meant to familiarize me with ABA'’s policies, butit cannot and does notaddress
every situation that may arise. | acknowledge that ABA retains sole and complete discretion
to change any of its policies, benefits, practices or other terms and conditions of
employment, fromtime to time with the exception of the employment-at- will policy, which
is contractual and binding on ABA and me.

| also understand and agree that the employment relationship is at will and may be
terminated by ABA or me, atany time, either with or without cause and with or without
notice. | recognize that no representative of ABA, other than the CEO or President, has the
authoritytoenterintoany expressorimplied contractofemploymentforaspecific period of
time or to restrict in any way my right or ABA’s right to terminate the employment
relationship atwill. The Presidentor CEO canenterintosuchanagreementonlyifitisina
written document signed both by the officer and by me. Thisis a final and fully binding
integrated agreementwith respect to the at-will nature of the employmentrelationship.

Signed:

Date:
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