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OPERATION

HOPE
About the Handbook

This handbook summarizes the policies and practices for volunteers and applies to all Operation HOPE
volunteers.

Volunteers should read this handbook carefully as it is each volunteer’s responsibility to be familiar
with the contents, any amendments to it, and the policies and practices of Operation HOPE (“Company”
or “HOPE").

When this resource is updated, volunteers will be made aware of these updates and will be required to
review and acknowledge respective updates.

This handbook will be interpreted and applied in accordance with all applicable federal, state, and
local laws. Similarly, we expect you to comply with all laws applicable to your position serving Operation
HOPE. If there is or may appear to be a conflict between the wording of this handbook and applicable
law, the law takes precedence, and the language in question will be interpreted and applied in a way
that conforms to the law.

About Operation HOPE

Our Mission: To expand economic opportunity, making free enterprise work for
everyone.

HOPE is a leading non-profit, social investment, banking, and financial literacy empowerment
organization dedicated to poverty eradication worldwide. Through several initiatives and programs,
HOPE is at the forefront of a silver rights movement to make free enterprise and capitalism relevant
to all underserved communities.

We are pleased to have you become a member of the HOPE family. You have joined an organization

with an outstanding reputation for quality and a rich history. Every employee and volunteer can take
credit for the high standard of excellence that has been established.

Our goal is to ensure that you take pride in this important work and find satisfaction in what we are

doing here. As a member of the HOPE team, you will be expected to fully contribute your talents and
energies to help move our ambitious agenda forward. Operation HOPE is a for-purpose organization,
working to disrupt poverty and empower inclusion for work for all.

Operation HOPE Values

. TRUST - Achieve results with integrity.
. HOPE - Optimism and inspiration are the keys to positive change.
. INCLUSION - Embrace diversity and strive for equitable access through influence and education.
. RESILIENCY - Empower members of our community.

. DISRUPTION - Innovate for the future.
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About our Founder and Chairman

John’s vision of creating a whole new approach to community uplift,
rooted in economic empowerment, combating financial illiteracy,
restoring dignity, offering redemption, and addressing the critical
issues facing corporations and financial institutions today, has
driven Operation HOPE since its inception.

“The most dangerous person in the world is one with no HOPE.”

His life work has been to help realize equity of opportunity for all; to
equip people in underserved communities with the financial tools and
training needed to take ownership of their lives and create a secure
financial future.

John’s entrepreneurial journey began with the visit of a well-dressed

banker to his elementary school in Compton, California. The banker came to his class to talk about
financial education for young people. John asked the banker what he did for a living and how one could
getrich legally.

The banker responded that he made loans to entrepreneurs. At that time, John did not know what an
entrepreneur was but decided that he was going to be one.

Since that day, John has been involved in the business. Starting his first venture at the age of 10 with a
modest $10 investment from his mother, John has been a lifelong entrepreneur who has built more than
forty organizations, entities, and companies.

“Persistence and resilience are more powerful than pedigree and raw intelligence.”

John HOPE Bryant is an American entrepreneur, thought leader, and philanthropic leader. Referred to as
the Conscience of Capitalism by the CEOs of Delta Air Lines, Walmart, First Republic Ban, and countless
others, John HOPE Bryant has been named as Atlanta Business Chronicle’s “Most Admired CEQ’s of
2018”7, Georgia Trend’s “100 Most Influential Georgians in 2022", Atlanta Business Chronicle’s “The
Power 100: Most Influential Atlantans in 2020”, American Banker magazine’'s 2016 “Innovator of the
Year”, and one of Time magazine’s “50 Leaders for the Future”. John also contributes as a regular guest
host on CNBC Squawk Box.

Five former U.S. presidents have recognized his work, and he has served as an advisor to three sitting U.S.
presidents from both political parties. He is responsible for financial literacy becoming the official policy of
the U.S. federal government. He has received hundreds of awards and citations for his work, including
Oprah Winfrey’s Use Your Life Award and the John Sherman Award for Excellence in Financial Education
from the U.S. Department of Treasury.

During the onset of the pandemic of 2020, Bryant was called upon by U.S. Treasury officials to help
design, develop, and launch the Payroll Protection Program (otherwise known as the PPP program), which
helped countless American small businesses and entrepreneurs to survive the 2020-2022 pandemic
period.

Bryant is the Founder, Chairman, and Chief Executive Officer of Operation HOPE, Inc., the largest not-for-
profit and best-in-class provider of financial literacy, financial inclusion, and economic empowerment tools
and services in the United States for youth and adults. Operation HOPE is acknowledged as one of (No.
34) “Atlanta’s 75 Largest Nonprofit Organizations” and was included in the 2017-2018 Book of Lists—a
publication of the Atlanta Business Chronicle. Bryant is also chairman and chief executive officer of Bryant
Group Ventures and The Promise Homes Company, the largest for-profit minority-controlled owner of
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institutional-quality, single-family residential rental homes in the U.S.

Operation HOPE and The Promise Homes Company have experienced explosive growth under Bryant’'s
leadership, 553% from 2014-2018 and 303% from 2017-2018 to present, respectively.

In January 2016, Bryant became the only private American citizen to inspire the renaming of a building on
the White House campus in the nation’s history when the U.S. Treasury Annex Building was renamed

the Freedman’s Bank Building in honor of former slaves who put their savings into the Freedman’s Bank
after the American Civil War. The legacy of Freedman’s Bank chartered to ‘teach freed slaves about
money’ and founded by President Abraham Lincoln in 1865, has become the narrative of the continuing
work of Operation HOPE—to help all people in the ‘invisible class’ become fully integrated into our nation’s
economy.

In April 2017, a historical marker, also inspired by Bryant, working alongside friend and HOPE board
member Bryan Jordan, Chief Executive Officer of First Horizon Bank in TN, to honor the final flight of Dr.
Martin Luther King, Jr. to Memphis on April 3, 1968, was installed at the Memphis International Airport 49
years to the day after that Eastern Flight 381 arrived from Atlanta. In April 2017, a historical marker to
honor the final flight of Dr. Martin Luther King, Jr. to Memphis on April 3, 1978, was installed at Memphis
International Airport. This marked 49 years to the day after the Eastern Flight 381 arrived in Atlanta and
was inspired by Bryant and HOPE board member Bryan Jordan, Chief Executive Officer of First Horizon
Bank in Tennessee.

A member of the founding class of The Forum of Young Global Leaders, and founding member of the
Clinton Global Initiative, Bryant is a LinkedIn Influencer, a contributor to Huffington Post, THRIVE Global,
and Black Enterprise, and a member of the World Economic Forum and OECD Expert Networks. He is one
of three co-founders of Global Dignity and co-founder of Just Brothers.

His Facebook Live “Straight Talk with John HOPE Bryant,” which actively promotes the Silver Rights
Movement, has received 40+ million views, and serves as an engaging platform to foster essential
discussion in the digital age around financial inclusion and social uplift. This series led directly to a
Facebook-sponsored episodic streaming series entitled ‘Delivering The Memo,’ inspired by Bryant’s
bestselling book, The MEMO.

He has received hundreds of awards and citations for his work, including Oprah Winfrey's Use Your Life
Award and the John Sherman Award for Excellence in Financial Education from the U.S. Treasury. Bryant
received an honorable mention in Inc. magazine’s “The World’s 10 Top CEOs” article that spotlights global
servant leaders as the visionaries behind some of the most successful organizations. Additionally,
Operation HOPE and Bryant are a permanent part of the Smithsonian African American Museum in DC. On
April 15, 2019, the City of Atlanta City Council and the City of Atlanta (John’s home city) named April 15th
John HOPE Bryant Day.

To download a pdf version of John’s bio, click here.

Diversity and Inclusion

At Operation HOPE, a diverse, inclusive, and equitable workplace is one where all employees and
volunteers, whatever their gender, race, ethnicity, national origin, age, sexual orientation or identity,
education, or disability, feel valued and respected.

We are committed to a nondiscriminatory approach and provide equal employment and advancement
opportunities in all departments, programs, and worksites. We respect and value diverse life experiences
and heritages and ensure that all voices are valued and heard.

We are committed to modeling diversity and inclusion for the entire nonprofit sector and maintaining an
6
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inclusive environment with equitable treatment for all.

To provide informed, authentic leadership for cultural equity, Operation HOPE strives to:

e See diversity, inclusion, and equity interconnected within our mission to ensure the well-being of our
staff and the communities we serve.

¢ Acknowledge and dismantle any inequities within our policies, systems, programs, and services, and
continually update and report organizational progress.

e Explore potential underlying and unquestioned assumptions that interfere with inclusiveness.

¢ Advocate for and support board-level thinking about how systemic inequities impact our organization’s
work and how best to address that in a way consistent with our mission.

¢ Help to challenge assumptions about what it takes to be a strong leader at our organization and who
is well-positioned to provide leadership.

e Practice and encourage transparent communication in all interactions.

e Commit time and resources to expand more diverse leadership within our board, staff, committee, and
advisory bodies.

e Lead with respect and tolerance. We expect all employees and volunteers to embrace this notion and
express it in workplace interactions and everyday practices.
Operation HOPE abides by the following action items to help promote diversity and inclusion in our
workplace:

e Pursue cultural competency throughout our organization by creating substantive learning
opportunities and formal, transparent policies.

e Improve our cultural leadership pipeline by creating and supporting programs and policies that foster
leadership that reflects the diversity of American society.

e Develop a system for being more intentional and conscious of bias during the hiring, promoting,
evaluating process. Train our hiring team in equitable practices.

e Advocate for a public and private-sector policy that promotes diversity, inclusion, and equity.
Dismantle systems and policies that create inequity, oppression, and disparity.

HOPE Volunteers

Definition of an Operation HOPE Volunteer
An Operation HOPE volunteer is an individual who freely assists Operation HOPE with fulfilling its mission
without expecting or receiving monetary compensation.

Volunteer and Employee Roles and Relationships
Volunteers and employees have equal and complementary relationships. Employees and volunteers work
in partnership to deliver best-in-class services to HOPE clients.

What to Expect from Operation HOPE

Volunteers serving with Operation HOPE can expect:

e A meaningful volunteer assignment that aligns with your interests, skills, and availability.
e Orientation, onboarding, and training for your assignment.

e The ability to work as a member of an Operation HOPE team.

e Support, supervision, and resources to be successful.

e The ability to provide feedback on your volunteer experience.

e The chance to learn, grow and develop.

Operation HOPE Volunteer Responsibilities
e Be realistic and transparent about your motivations, interests, and availability.
e Be dependable. Commit to only what you feel confident you can do.
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e Set yourself up for success by attending training, reading policies, and asking questions.
e Follow all Operation HOPE policies.

e Always treat others (employees, volunteers, and clients) respectfully and kindly.

e Always keep client information confidential.

Role of HOPE Corps, Volunteer Services Team

Through strategic business partnership and collaboration HOPE Corps Volunteer Services recruits, inspires
and empowers a diverse and inclusive volunteer workforce to meet ongoing Operation HOPE goals,
properly balancing the needs of volunteers and the needs of the organization.

e We serve as the human resources shop for volunteers and keep the volunteer experience at the
center of all we do.

e We serve as the organizational experts in volunteer engagement and partner with programs and
departments to onboard and engage volunteers to meet the Operation HOPE mission.

e We promote an esprit de corps among all HOPE Corps volunteers through engagement
experiences and a formal volunteer recognition program.

e We oversee the Volunteer Management System (VMS) and are accountable for the recruitment,
intake, screening, and orientation of HOPE volunteers.

Gateway to HOPE: The Operation HOPE Volunteer Management System (VMS)

Operation HOPE maintains an enterprise-wide volunteer management system used to intake, match, train,
and engage volunteers to deliver the Operation HOPE mission. This system offers volunteers an attractive,
interactive registration and an ongoing, rewarding experience.

The VMS allows volunteers to:

e Manage involvement

e Build your volunteer record

e Stay informed

e Learn about volunteer opportunities

e View the calendar of events and sign up for volunteer shifts
e Maintain volunteer Member Profile

e Record volunteer hours

e Communicate with others

To Login to Gateway to HOPE (VMS) visit https://operationHOPE.memberportal.org
Or the site can also be accessed from our national website

Volunteer Profile and Contact Information
Each volunteer is responsible for regularly updating their profile in the VMS to include their personal and
emergency contact information.

Most communication regarding upcoming activities, volunteer opportunities, and other Operation HOPE
businesses is based on the information provided in the VMS. Keeping your contact information up-to-date
es that you don’t miss any information or opportunities.

Basic Requirements for Volunteering
All individuals wishing to volunteer with Operation HOPE must complete the following requirements:

e Embrace Operation HOPE’s mission, vision, and values, and treat all volunteers, employees, and
clients with dignity and respect.
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e Register in the official system of record for volunteers, the Volunteer Management System, and
provide basic contact information, including emergency contact.

e Read and agree to HOPE policies.

e Meet all prescreening and background check requirements as appropriate for the assignment.

Volunteer Screening and Interviewing

The HOPE Corps Volunteer Services team works hard to match volunteers’ availability, skills, and interests
with the needs of the organization and the requirements of the position, project, or event. For some
positions and projects, they screen volunteers based on these criteria, they refer volunteers to the
appropriate team or department for an interview to ensure they meet all position and project
requirements. Throughout a volunteer’s time at HOPE, they are encouraged to explore additional
opportunities that may interest them; other screening requirements may be required at that time.

Background Checks

Operation HOPE strives to maintain a safe

and productive workplace with honest, sden

trustworthy, qualified, reliable, and non- Ve r I fl e d
violent volunteers and employees who do not Vo,l u n tee rs

present a risk of harm to their co-workers or
others. A

Operation HOPE works with a third-party vendor, Verified Volunteers to perform background checks during
the volunteer application and intake. All background checks will be performed in accordance with
applicable federal and/or state law.

Background checks may include, but are not limited to, criminal history, social security number
verification, and sex offender registry review. Additionally, Operation HOPE performs background checks
that ensure compliance with all U.S. and state laws and regulations. Drug testing, fingerprinting,
professional licensure, and motor vehicle record verification and review are also performed if appropriate
to the position.

In conducting background checks and drug testing, Operation HOPE may use consumer reporting
agencies, which may gather and report information in the form of consumer or investigative consumer
reports in accordance with applicable laws.

Potential and current volunteers are expected to cooperate fully with background check requests.
Cooperation includes, among other things, providing consent to conduct a background check and
responding with truthful and complete information to inquiries made by the third-party investigator during
the background check process. Failure to cooperate in these respects or any attempt to interfere with the
implementation of this policy will result in termination of volunteer involvement.

Operation HOPE reserves the right to request a volunteer to submit to a background check at any point
during their volunteer involvement. Refusal to do so may result in termination of volunteer involvement.

Position, Project, and Event-Based Volunteer Descriptions

Every volunteer position, project, or event-based opportunity at Operation HOPE will have an
accompanying position description summarizing the scope of work, principal duties, responsibilities,
gualifications, and essential work functions of the volunteer assignment. Volunteer Descriptions may be
periodically updated to reflect changes in title, assignment, or essential work functions.
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Tracking Volunteer Hours

Operation HOPE tracks volunteer hours through Gateway to HOPE (VMS), the enterprise-wide volunteer
management system. Volunteer hours are an essential tool to help us tell the story of volunteer impact.
The volunteer must ensure that all hours are entered into the VMS by the last day of the month for the
previous month’s service. If you need assistance submitting hours, please contact your supervisor or
the HOPE Corps Volunteer Services team at hope.corps@operationhope.org.

By logging your volunteer hours, you help Operation HOPE

Demonstrate the value of our volunteers’ time in service to our mission, allowing us to dedicate a higher percentage of
our expenses to direct services and programs.

Tell the story of our volunteers by using a quantifiable metric to demonstrate the value volunteers bring to fulfill the
Operation HOPE mission.

Document the monetary amount contributed as volunteer hours on our financial statements and audit.

Monitor the true return on investment in our volunteer programming, which enables us to further invest in volunteer
engagement, thereby enabling more volunteers to support HOPE clients.

Gives Operation HOPE the ability to recognize and celebrate volunteer contributions.

Volunteer Schedules and Attendance

Operation HOPE's regular business hours are 8:30 a.m. to 5:30 p.m., Monday through Friday, or as
assigned by your supervisor. Because of the nature of our business, your volunteer schedule may vary
depending on your role or position.

Operation HOPE establishes the time and duration of working hours as required by workload, customer
service needs, the efficient management of personnel resources, and any applicable laws.

Operation HOPE expects volunteers to follow through on commitments, and if they cannot meet their
commitment (i.e., a volunteer shift, attending a meeting, meeting a project deadline, etc.) Operation
HOPE asks that they communicate with all appropriate supervisors and stakeholders at least two hours
before their scheduled start time. Frequent absenteeism or unexcused or excessive lateness may result
in assignment termination.

Our company typically observes the following holidays during the year:

New Year’s Day

Martin Luther King Jr. Day
Presidents' Day
Memorial Day
Juneteenth
Independence Day
Labor Day

Columbus Day
Veterans Day
Thanksgiving Day

Day after Thanksgiving
Christmas Day
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If one of the above holidays falls on Saturday, it commonly is observed on the preceding Friday. If a
holiday falls on Sunday, it is usually observed the following Monday. There may be opportunities
during holidays to volunteer. Volunteers can check with their supervisor to confirm the holiday
schedule and learn about possible volunteer opportunities.

Volunteer Supervisors

Each volunteer is assigned a supervisor for each position or assignment. These may be different
individuals depending on the assignment. The supervisor is responsible for the direct support and
engagement of that volunteer. The supervisor may be a volunteer or an employee.

This supervisor is responsible for the day-to-day engagement and guidance of the work of the volunteer
and shall be available to the volunteer for ongoing consultation, guidance, and support.

The supervisor is primarily responsible for developing suitable assignments for the volunteer, involving the
volunteer in organizational communication, and providing feedback to the volunteer regarding their
assignment.

Each volunteer should be provided with information for contacting their supervisor regarding queries or
concerns. If a volunteer is unsure who their supervisor is, they should contact HOPE Corps Volunteer
Services through the HOPE Volunteer Services system or emailing hopecorps@operationhope.org.
Volunteers are responsible for keeping their supervisor immediately updated on any personal changes
that may affect any volunteer position requirements, such as expiring driver’s license, arrest, etc.

Volunteer Feedback and Surveys

Volunteers are encouraged to have informal, honest, two-way discussions with their supervisor about
their work to improve their volunteer experience. These discussions can be initiated either by the
volunteer or their supervisor.

In addition to informal discussions, there are additional opportunities each year for volunteers to give
and receive feedback through ongoing surveys and performance reviews.

Volunteer Training
Operation HOPE works to provide training to volunteers specific to their assignment. This training may
be provided in person or online. Training requirements will be listed in the assighnment descriptions.

Separation from HOPE Volunteer Involvement
Although we hope that your relationship with Operation HOPE will be long-term, either you or Operation
HOPE may terminate this relationship at any time, for any legal reason, with or without cause or notice.

Voluntary separation occurs when a volunteer resigns or retires from the organization. If a volunteer
separates from a position or department, they can still be involved with Operation HOPE if they have
active positions and engagement with another position or department.

Volunteers are encouraged to give Operation HOPE notice of intent to resign or take a leave of
absence. Volunteers are expected to report for duty per their assighnment. Failure to report for duty
without contacting a supervisor may be considered voluntarily abandoning the position and voluntarily
separating from Operation HOPE Involuntary separation occurs when a volunteer is discharged from
their volunteer assignment.

Upon separation, volunteers are required to return all Operation HOPE property and physical assets,
such as equipment, intellectual property, identification badges, keys, or computer systems, on or
before the last day of service. A supervisor will ensure the organization’s assets are returned, and the
computer systems access has been disabled.
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When a volunteer leaves the organization for any reason, an exit survey may be sent. The survey is
facilitated by HOPE Corps Volunteer Services and will explore why the volunteer is separating and
suggestions for improving the volunteer experience in the future.

Volunteers Returning to HOPE

Volunteers in good standing who voluntarily separate from the organization may be eligible to return as
a volunteer. Volunteers who return to the organization after more than 12 months will be required to
undergo a background check before returning as a volunteer.

Operation HOPE Policies
Equal Employment Opportunity

Operation HOPE is an Equal Opportunity Employer. We are committed to a workplace environment that
encourages growth and respect for all current and prospective employees and volunteers based on job-
related factors such as their educational background, work experience, and ability to perform the
essential functions of a particular job. It is the policy and practice of Operation HOPE to prohibit any form
of discrimination or harassment based on race; color; age; religion; sex; sexual orientation; gender
identity; pregnancy, childbirth, and related medical conditions; national origin; ancestry; genetic
information; military or veteran status; disability or handicap; citizenship status; or any other status
protected under applicable federal, state or local law. Support of and belief in this principle is a basic
responsibility of all Operation HOPE volunteers.

Operation HOPE strongly urges the reporting of all instances of discrimination and harassment and
prohibits retaliation against any individual who reports discrimination, harassment, or participates in
an investigation of such report. Appropriate disciplinary action, up to and including immediate
termination, will be taken against any volunteer who violates this policy.

We believe that our continued success depends upon our ability to maintain a leadership role in the
attraction, development, and retention of a highly competent workforce and to create a climate for the
effective and productive use of our volunteers. Our management is guided by ethical standards that
comply with legal requirements. These standards will be implemented consistently by the Company to
ensure that equality is afforded to all applicants and volunteers.

Title VII Civil Rights Act of 1964

https://www.dol.gov/agencies/oasam/centers-offices/civil-rights-center/statutes/title-vii-civil-rights-act- of-1964

Operation HOPE adheres to and follows all requirements of equal protection and non- discriminatory
practices as outlined in Title VII of the Civil Rights Act of 1964 and as amended in 2017.

Title VII prohibits discrimination based on race, color, religion, sex, or national origin. Title VIl also prohibits
reprisal or retaliation for taking part in the discrimination complaint process or for opposing any unlawful
employment practice under its authority. If you have any questions or feel that your rights have been
violated, please contact the Human Resources department immediately.

Americans with Disability Act (ADA)

The Americans with Disabilities Act (ADA) prohibits discrimination against people with disabilities in
several areas, including employment, transportation, public accommodations, communications, and
access to state and local government programs and services. As it relates to employment, Title | of the ADA
protects the rights of both employees and job seekers. The ADA also establishes requirements for
telecommunications relay services. Title 1V, which is regulated by the Federal Communications
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Commission (FCC), also requires closed captioning of federally funded public service announcements.

While the U.S. Department of Labor's (DOL) Office of Disability Employment Policy

(ODEP) does not enforce the ADA, it does offer publications and other technical assistance on the basic
requirements of the law, including covered employers’ obligation to provide reasonable accommodations
to qualified job applicants and employees with disabilities. For a quick overview of the ADA read “The_
Americans with Disabilities Act: A Brief Overview.”

In addition to the U.S. Department of Labor, several other federal agencies have a role in enforcing, or
investigating claims involving the ADA:

The U.S. Equal Employment Opportunity Commission (EEOC) enforces Title | of the ADA. Title | prohibits
private employers, state and local governments, employment agencies, and labor unions from
discriminating against qualified individuals with disabilities in applying for jobs, hiring, firing, and job
training.

The U.S. Department of Transportation enforces regulations governing transit, which include ensuring that
recipients of federal aid and state and local entities responsible for roadways and pedestrian facilities do
not discriminate on the basis of disability in highway transportation programs or activities. The department
also issues guidance to transit agencies on how to comply with the ADA to ensure that public transit
vehicles and facilities are accessible.

The Federal Communications Commission (FCC) enforces regulations covering telecommunication
services. Title IV of the ADA covers telephone and television access for people with hearing and speech
disabilities. It requires telephone and Internet companies to provide a nationwide system of
telecommunications relay services that allow people with hearing and speech disabilities to communicate
over the telephone.

The U.S. Department of Justice enforces ADA regulations governing state and local government services
(Title 1) and public accommodations (Title Ill). The U.S. Department of Education, like many other federal
agencies, enforces Title Il of the ADA, which prohibit discrimination in programs or activities that receive
federal financial assistance from the department.

The U.S. Department of Health and Human Services (HHS) also enforces Title Il of the ADA relating to
access to programs, services, and activities receiving HHS federal financial assistance. This includes
ensuring that people who are deaf or hard-of-hearing have access to sign language interpreters and other
auxiliary aids in hospitals and clinics when needed for effective communication.

Another federal agency, the Architectural and Transportation Barriers Compliance Board (ATBCB), also
known as the Access Board, issues guidelines to ensure that buildings, facilities, and transit vehicles are
accessible to people with disabilities. The Guidelines & Standards issued under the ADA and other laws
establish design requirements for the construction and alteration of facilities. These standards apply to
places of public accommodation, commercial facilities, and state and local government facilities.

Two agencies within the U.S. Department of Labor enforce parts of the ADA. The Office of Federal Contract
Compliance Programs (OFCCP) has coordinating authority under the employment-related provisions of the
ADA. The Civil Rights Center (CRC) is responsible for enforcing Title Il of the ADA as it applies to the labor-
and workforce-related practices of state and local governments and other public entities. Visit the Laws &
Regulations subtopic for specific information on these provisions.

Discrimination and Harassment
The Company will not tolerate unlawful discrimination or harassment in the workplace. In connection with
this policy, the Company expressly prohibits discrimination against individuals based on race; color; age;
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religion; sex; sexual orientation; gender identity; pregnancy, childbirth, and related medical conditions;
national origin; ancestry; genetic information; military or veteran status; disability or handicap; citizenship
status; or status in any group protected by state or local law in any aspect of employment, including, but
not limited:

e Hiring and termination

e Pay, retirement plans, and disability leave.

¢ Compensation, assignment, or classification of employees.
e Transfer, promotion, layoff, or recall.

e Job advertisements or recruiting

e Testing

e Use of company facilities.

e Training and apprenticeship programs

¢ Other terms and conditions of employment.

Harassment includes unwelcome verbal, visual, or physical conduct creating an intimidating,
offensive, or hostile environment. Examples of harassment include verbal (including slurs, jokes,
insults, epithets, gestures, or teasing), graphic (including offensive posters, symbols, cartoons,
drawings, computer displays, or e-mails), or physical conduct (including physically threatening
another, blocking someone’s way) that denigrates or shows hostility or aversion towards an individual
because of any protected characteristic.

Generally, such conduct constitutes harassment when: 1) it has the purpose or effect of creating an
intimidating, hostile, or offensive working environment; or 2) it has the purpose or effect of
unreasonably interfering with an individual's work performance, or 3) it otherwise adversely affects
an individual’s employment or volunteer experience.

Sexual harassment is a form of workplace harassment and includes but is not limited to:

¢ Unwelcomed sexual advances, requests for sexual favors, and all other verbal or physical conduct
of a sexual or otherwise offensive nature, including, but not limited to where:

e Submission to such conduct is made either explicitly or implicitly a term or condition of
employment or volunteering.

e Submission to or rejection of such conduct could be used as the basis for decisions
affecting an individual’s employment or ability to volunteer.

e Such conduct has the purpose or effect of creating an intimidating, hostile, or offensive
working environment.

Examples of the types of conduct expressly prohibited by this policy include, but are not limited to, the
following:
e Offensive comments, jokes, innuendoes, and other sexually oriented statements.
¢ Touching, such as rubbing or massaging someone’s neck or shoulders, stroking
someone’s hair, or brushing against another’s body.
e Sexually suggestive touching
e Grabbing, groping, kissing, or fondling
e Whistling
e Lewd, off-color, sexually oriented comments or jokes
e Foul or obscene language
e Leering, staring, or stalking.
e Suggestive or sexually explicit posters, calendars, photographs, graffiti, or cartoons
e Offensive letters or poems
e Sitting or gesturing sexually
e Offensive email, voicemail, or text messages
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e Sexually oriented or explicit remarks, including written or oral references to sexual conduct.

e Gossip regarding one’s sex life, body, sexual activities, deficiencies, or prowess.

¢ Questions about one’s sex life or experiences.

e Repeated requests for dates

e Sexual favors in return for employment rewards (actual or potential), or threats if sexual favors
are not provided.

e Sexual assault or rape

e Abusive or malicious conduct that a reasonable person would find hostile, offensive, and unrelated
to Operation HOPE's legitimate business interests.

e Any other conduct or behavior deemed inappropriate by Operation HOPE

Supervisors, managers and non-employees are covered by this policy and are prohibited from
engaging in any form of harassing, discriminatory, or retaliatory conduct. No supervisor or other
member of management has the authority to suggest to any volunteer that their volunteer engagement
or advancement will be affected by the individual entering (or refusing to enter into) a personal
relationship or engaging in romantic or sexual activity with the supervisor or manager, or for tolerating
(or refusing to tolerate) conduct or communication that might violate this policy. Such conduct is a
direct violation of this policy.

We prohibit harassment, discrimination, or retaliation of our employees and volunteers in connection
with their work by non-employees. Immediately report any harassing or discriminating behavior by non-
employees, including contractors, subcontractors, vendors, customers, clients, or third parties with
whom we work. Any employee or volunteer who experiences or observes harassment, discrimination,
or retaliation should report it using the steps listed below.

Reporting Discrimination and Harassment

It is the responsibility of each employee and volunteer to create an atmosphere free of discrimination and
harassment. In addition, it is the responsibility of each employee and volunteer to respect the rights of their
co- workers. If an employee or volunteer believes that this policy may have been violated by anyone, the
employee must immediately report the matter (orally or in writing) to the HOPE Corps Volunteer Services
team.

Upon receipt of a complaint, the Company will undertake a prompt and thorough investigation of the
allegations. Confidentiality will be maintained concerning the allegations and the investigation to the
extent possible.

Employees and volunteers who fail to cooperate with an investigation conducted pursuant to this policy, or
who breach confidentiality resulting in a threat to the integrity of the investigation, may be subject to
disciplinary action up to and including termination.

If the investigation establishes that a violation of Operation HOPE policy has occurred, disciplinary
action, up to and including termination, will be taken against the offending employee or volunteer.

Operation HOPE prohibits retaliation against those who make a bona fide complaint. You will not be
penalized or retaliated against for reporting improper conduct, harassment, discrimination, retaliation,
or other actions that you believe may violate this policy.

We are serious about enforcing our policy against harassment. Individuals who violate this or any other
Operation HOPE policy are subject to discipline, up to and including immediate termination. We cannot
resolve a potential policy violation unless we know about it. Volunteers are responsible for reporting
possible policy violations to us so that we can take appropriate actions to address your concerns.

Anti-Bullying and Recognizing Abusive Conduct
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Operation HOPE is firmly committed to a workplace free of abusive conduct as defined in this policy.

The Company expects all employees and volunteers will be treated with dignity and respect and will not in
any instance tolerate bullying behavior by any employee or volunteer, including supervisors, managers,
and executives. Employees and volunteers found in violation of this policy will be disciplined, up to and
including termination.

Abusive Conduct includes acts or omissions that could cause a reasonable person to believe that
based on the severity, nature, and frequency of the conduct, an employee was subject to an abusive
work environment, which can include but is not limited to:

Repeated verbal abuse in the workplace, including derogatory remarks, insults, and epithets.
e Verbal, nonverbal, or physical conduct of a threatening, intimidating, or humiliating nature in
the workplace.
e The sabotage or undermining of an employee’s or volunteer's work performance in the workplace.

Abusive conduct does not include disciplinary procedures in the Operation HOPE's Employee and
Volunteer Handbook; routine coaching and counseling; reasonable work assignments; individual
differences in personal expression; passionate, loud expression without intent to harm others;
differences of opinion on work-related concerns; non-abusive exercise of managerial prerogative; etc.

In addition, examples that may constitute or contribute to evidence of bullying in the workplace include,
but are not limited to, the following:
e Persistent singling out of one person

e Shouting, raising voice at an individual in public and/or in private.

e Using verbal or obscene gestures

¢ Not allowing the person to speak or express him/herself (i.e., ignoring or interrupting).

e Personal insults and use of offensive nicknames

e Public humiliation in any form

e Constant criticism on matters unrelated or minimally related to the person’s job performance or
description.

e Ignoring/interrupting an individual at meetings

e Public reprimands

¢ Repeatedly accusing someone of errors that cannot be documented.

e Deliberately interfering with mail and other communications

e Spreading rumors and gossip regarding individuals

e Encouraging others to disregard a supervisor’s instructions.

¢ Manipulating the ability of someone to do their work (e.g. overloading, under loading, withholding

information, setting meaningless tasks, setting deadlines that cannot be met, giving deliberately
ambiguous instructions)
¢ Inflicting menial tasks, not in keeping with the normal responsibilities of the job
e Taking credit for another person’s ideas
¢ Refusing reasonable requests for leave in the absence of work-related reasons not to grant leave
e Deliberately excluding an individual or isolating them from work-related activities (meetings, etc.)
¢ Unwanted physical contact, physical abuse, or threats of abuse to an individual or an individual’s
property (defacing or marking up property)

Child Abuse and Vulnerable Adult Policy

To ensure the safety and well-being of children and vulnerable adults, all Operation HOPE employees,
volunteers, as well as third-party vendors and their employees, representatives, or volunteers that contract
with Operation HOPE, must abide by the following policy regarding reporting known or suspected child or
vulnerable adult abuse.
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This policy applies to the child or vulnerable adult abuse or neglect that occurs at the Operation HOPE
Offices; while participating in an Operation HOPE connected activity; or as a direct result of an affiliation
with an Operation HOPE Program.

Any person who knows or has reasonable cause to suspect that a child or vulnerable adult is abused,
abandoned, or neglected by another individual (whether that be an adult, juvenile, parent, legal custodian,
caregiver, or other another person responsible for the child’s or vulnerable adult’s welfare is required to
immediately report to the appropriate Department of Child and Family Services for the appropriate state
as well as to the Office of Human Resources at Operation HOPE.

When reporting, be prepared to provide specific descriptions of the incident(s), the circumstances
contributing to the risk of harm, including who was involved, what occurred, when and where it occurred,
why it happened, the extent of any injuries sustained, what the victim(s) said happened, and any other
pertinent information are critical.

This Policy should not be viewed as limiting any legal, ethical, and/or professional reporting obligations
any individual mentioned above may have separate and apart from this Policy. If you are subject to
additional reporting obligations, please comply with those obligations and this Policy.

If there are questions about where to file the report, please reach out to HOPE Corps at
hopecorps@operationhope.org.

Complaint and Investigation Response Process

Any volunteer who feels they have been subjected to abusive conduct or who witnesses conduct that
could violate this policy should report the matter to the HOPE Corps Volunteer Services team. Further, any
supervisor made aware of a potential violation of this policy should report the matter to the HOPE Corps
team.

Upon notification of a potential violation, Operation HOPE will investigate the conduct thoroughly,
objectively, and with sensitivity and respect for all parties. Operation HOPE will maintain the confidentiality
of each party involved to the extent it does not interfere with the investigation, and to the extent
allowed/required by law.

Should an investigation substantiate that a violation of this policy has occurred, Operation HOPE will
initiate a decisive and appropriate response.

Volunteers are responsible for making this report regardless of the nature of the relationship between
the individual who initiated the bullying behavior and the person(s) who were bullied or were the focus
of the bullying behavior. All Company volunteers are responsible for notifying their manager or
supervisor of any threats that they have witnessed, received, or have been told that another person
has witnessed or received which is regarded as bullying. Volunteers found in violation of this policy will
be disciplined, up to and including termination. Supervisors or managers who allow abusive conduct to
continue or fail to take appropriate action upon learning of such conduct will also be subject to
corrective action, up to and including immediate termination.

Non-Solicitation/Non-Distribution

Non-Solicitation/Non-Distribution Solicitation of clients, volunteers, and employees, constitutes an
unwanted intrusion. We believe that clients, volunteers, and employees should not be harassed,
disturbed, or disrupted in their experiences at HOPE whether that be while receiving HOPE services or
performing volunteer or job functions. Solicitations of any kind are prohibited. “Solicitation” includes
things like attempting to sell services to clients, volunteers, or employees; asking others to join
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organizations, pools; asking others to buy memberships or subscriptions, or to make pledges or

gifts. Volunteers may not distribute direct soliciting literature i.e. business cards or other material to
clients, volunteers or employees while volunteering at HOPE. Clients receiving volunteer services may
receive non-solicitation information and educational resources. Clients are under no obligation to utilize
the resources they are given. Volunteers serving clients under a HOPE Partner group may receive
additional guidance surrounding solicitation of services and materials shared. Should volunteers have any
questions regarding what is considered solicitation within their volunteer role, they must seek guidance
from their Program Managers or from the HOPE Corps Senior Vice President.

Smoke-Free Workplace

Operation HOPE provides a tobacco and smoke-free environment (including but not limited to cigars,
cigarettes, e-cigarettes, vaporizers, chewing tobacco/snuff, etc.). Operation HOPE adopted this policy
because of a sincere interest in the health of all and in maintaining pleasant working conditions. An
outside smoking area may be provided at work locations.

Smoking and tobacco use are not permitted in company-owned, and/or rented, vehicles. Volunteers
found to be in violation of this policy may be subject to disciplinary action, up to and including
termination.

Drug and Alcohol Use

Operation HOPE is committed to maintaining a safe workplace free from drugs and alcohol and
compliance with all applicable laws, including the Federal Drug-Free Workplace Act. As a condition of
volunteering with Operation HOPE, the Company prohibits you from reporting to the volunteer shift or
performing your duties with any drugs or alcohol in your system. You are also prohibited from using,
possessing, manufacturing, selling, trading, distributing, dispensing or making arrangements or offering to
distribute drugs or alcohol while at work, while performing job duties, off-site at training or meetings, on
Company or customer property (including personal vehicles onsite), during lunch or breaks, or in Company
vehicles. Further, the Company prohibits all drug use, possession, or distribution, whether on or off duty -
drugs can stay in your system and affect work later.

Suspected Abuse: Any volunteer who suspects another of drug or alcohol use, or any violation of this
policy, must report it to the HOPE Corps, Volunteer Services team.

Violation of this Policy: Any violation of the rules outlined in this policy may result in disciplinary action
up to and including immediate termination.

Anti-Bribery

Operation HOPE maintains an Anti-Bribery Policy prohibiting any improper or unethical payment to
government officials or a party to a private commercial transaction anywhere in the world by any
Operation HOPE officer or associate (together, simply “HOPE Associates”) or Agent (as defined below)
of Operation HOPE. This Anti-Bribery Policy is designed to comply with the requirements of the U.S.
Foreign Corrupt Practices Act (the “FCPA”). These laws generally prohibit bribes, kickbacks, or illegal
payments to influence business transactions.

No HOPE Associate or Agent, consultant, representative, contractor, or anyone acting on behalf of
HOPE (collectively “Agent”) has the authority to offer, promise, give, or authorize payments of money
or anything else of value, whether directly or indirectly, to a government official or a participant in a
private commercial transaction to improperly induce that person to affect any act or decision, to do
or omit to do any actin violation of their duty or to secure an improper advantage in a manner that
will assist HOPE or any of its subsidiaries or divisions, or any of its Associates, agents, or anyone
else to obtain or retain business (“Prohibited Payments”).
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Every HOPE associate and agent must record accurately and fairly all of their transactions involving
any expense of HOPE or any other transaction involving the disposal or transfer of HOPE assets,
including submitting and keeping accurate supporting documentation.

In addition to direct payments of money, other examples of Prohibited Payments include the
following made at the direction, or for the benefit, of a government official or a commercial business
partner:

gifts, or travel, meals, entertainment, or other hospitality expenses contributions to any political party,
campaign, candidate for office, or party official employment, whether paid or unpaid (e.g.,
internships); orcharitable contributions and sponsorships.

Other than for gifts with a value of no more than U.S. $50 given or received in the normal course of
business, neither you nor your relatives may give gifts to, or receive gifts from, HOPE’s current or
prospective clients, vendors, or any other commercial partners. Presenting or accepting any other gifts
to or from private commercial parties requires prior written approval from executive management. HOPE
permits accepting or incurring proportionate and reasonable expenditures for travel, meals, and
entertainment expenses legitimately designed to show appreciation to existing business partners,
and/ or to present products and services to, or establish cordial business relations with existing or
prospective business partners, provided that such expenditures:

are not excessive and always appropriate to the nature of the business relationship with, and the
seniority of, the recipient. do not place the recipient under an obligation or expectation to confer any
business advantage in return for such expenditure (quid pro quo), or create an impression that the
recipient’s independence will be affected; and

occur only occasionally.

Before providing or accepting, directly or indirectly, any travel, meals, or entertainment expenditure
reasonably valued at more than U.S. $250 for each recipient, you must first obtain written
permission from executive management.

The Anti-Bribery Policy extends to HOPE's operations anywhere in the world, including all subsidiaries,
divisions, or Agents, as well as to any joint venture, consortium, or other business enterprise in
which HOPE is a participant. The Anti-Bribery Policy applies to HOPE associates and Agents in
performing HOPE's business, as well as in connection with any corporate and business unit
programs, events, campaigns, and other initiatives.

Violations by any HOPE associate of anti-bribery laws or this Policy will result in progressive
discipline, up to and including possible termination of such associate’s employment or an Agent’s
contract with HOPE. Violations by any HOPE associate or agent can also result in severe penalties
for both HOPE and such individuals.

The law specifically prohibits a company from reimbursing an officer, director, stockholder, employee,
agent, or any other person for fines imposed for violations of the FCPA, so any fines for violations
for which you are responsible will be paid from your personal assets. In addition, HOPE will
cooperate fully with law enforcement authorities in the investigation and prosecution of alleged
violations of anti-bribery laws.

Inclement Weather/Emergencies
As always, Operation HOPE is concerned with the safety and well-being of employees and volunteers.

Check with your supervisor if you have questions about your hours of work.

Volunteers should use their best judgment when traveling to and from the office during inclement
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weather. From time to time, extreme weather conditions (i.e., blizzards, hurricanes, flooding, etc.) or
other emergencies (i.e. heightened national/local security measures, etc.) may make getting to work
difficult, impossible, or unlawful.

Should conditions prevent a volunteer from getting to the volunteer location, their manager should be
contacted as soon as possible. Volunteers should also attempt to contact their supervisor/manager at
their cell phone or home phone number if such a number is provided for purposes of inclement
weather/emergencies. Personal Appearance and Grooming Standards

While it is the intent of Operation HOPE that all volunteers dress for their comfort during work hours,
the image of our organization is maintained, in part, by the image that our employees and volunteers
present to customers, vendors, and other visitors. During business hours or when representing
Operation HOPE, volunteers are expected to dress in a clean and neat manner, appropriate for their
respective job responsibilities and business environment.

Under no circumstances may volunteers wear halter tops, strapless tops, spaghetti straps, tank tops,
cropped tops, clothing with offensive wording, clothing that shows undergarments (sheer), torn
clothing, or clothing with holes in it.

Operation HOPE also expects volunteers to maintain good hygiene and grooming while volunteering.
The Company may always determine appropriate dress and in all circumstances and may ask
volunteers to leave a worksite to change clothes should it be determined their dress is not
appropriate.

Operation HOPE understands that in certain situations, it may need to make exceptions to this policy
based on a volunteer’s religion, disability, or other characteristics protected under federal, state, or
local law.

Conflict Resolution and Complaint Procedure
Problems, misunderstandings, and frustrations may arise in any organization. Itis Operation HOPE’s intent
to be responsive to our volunteers and their concerns.

To ensure effective working relations, such matters must be resolved before serious problems develop.
Many incidents resolve themselves naturally; however, if a situation persists, volunteers should follow
the procedure described here for bringing their complaints to management’s attention. Please note,
the Conflict Resolution and Complaint procedure applies to workplace problems, misunderstandings,
and frustrations. Complaints of unlawful discrimination or violations of company policy or federal,
state, or local law should be reported pursuant to the applicable provisions of this handbook.

Step One Step Two

*Volunteers are encouraged to bring
concerns directly to their immediate

* If the problem/concern is not resolved
after discussion with the

supervisor/manager for discussion and
resolution. If, however, you are not
satisfied after speaking with your

supervisor/manager, employees are
encouraged to request a meeting with the
HOPE Corps, Volunteer Services team.

supervisor/manager, or if you feel that you
cannot speak to your supervisor/manager,
volunteers may proceed directly to Step
Two.

It is the responsibility of volunteers who experience any job-related issues to utilize the complaint
procedure established to prevent and correct unacceptable workplace behavior.
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Operation HOPE does not tolerate any form of retaliation against volunteers availing themselves of
this procedure. If volunteers have filed a complaint or have participated in an investigation into any
concerns brought through this procedure, and believe that they are being retaliated against, the
volunteer must immediately report the matter to their supervisor/manager or the HOPE Corps,
Volunteer Services team.

After discussing the matter with you and conducting an appropriate investigation, we will take
prompt, appropriate remedial action, if needed. When you inform us of a concern or problem, we
will try to answer you as soon as practical under the circumstances.

If the Company determines that a volunteer knowingly provided false information in connection with a
complaint or an investigation, disciplinary action may be taken against the individual who filed the
complaint or who gave the knowingly false information up to and including termination.

Whistleblower Protection

Operation HOPE maintains its commitment to integrity and ethical behavior. Additionally, Operation
HOPE is committed to maintaining a workplace where volunteers are free to raise good faith concerns
regarding its business practices. It is the responsibility of every volunteer to immediately report
suspected violations of this policy or federal, state, or local law.

In accordance with Whistleblower Protection regulations, Operation HOPE will not tolerate harassment,
retaliation, or any type of discrimination against any volunteers who:

e Make a good faith complaint regarding the suspected company or violations of the law.

e Make a good faith complaint regarding accounting, internal accounting controls, or auditing
matters that may lead to incorrect, or misrepresentations in, financial accounting.

e Provide information to assist in an investigation regarding violations of the law; or

o File, testify, or participate in proceedings in relation to alleged violations of the law.

Examples of violations include, but are not limited to:

e Theft or other misappropriation of assets

e Billing for services not performed.

e Misstatements and other irregularities in the records of the Company, including the
intentional misstatement of the results of operations.

e Forgery, falsification, or other wrongful alteration of documents

e Fraud and other acts that are in violation of federal, state, or local laws.

If a volunteer has knowledge of or a concern about illegal or dishonest fraudulent activity, the volunteer is
to immediately inform the HOPE Corps, Volunteer Services team.

Anyone violating this policy may be subject to discipline, up to and including termination.

Progressive Discipline Process
The Company generally enforces a progressive discipline for violations of its policies and procedures as
follows:

Verbal Warning

Written Warning

Suspension

Termination

However, please note that Operation HOPE may skip, combine, or modify any of the above steps based on
the individual circumstances of the situation, as determined at its sole discretion. As a reminder, your
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service is voluntary and either the volunteer or Operation HOPE can terminate the relationship at any time,
for any reason or no reason at all, with or without notice. Accordingly, any violation of our policies can
result in immediate termination.

As is true of any group of people working together, from time to time, there are situations when a specific
policy or an obvious rule of common sense is broken. In these cases, Operation HOPE will see that issues
of misconduct are investigated thoroughly, and the application of Company policies is handled in a fair and
consistent manner.

Use of Company Resources

Operation HOPE strives to ensure that each volunteer has access to the resources needed to perform their
job, however, the Company also expects all volunteers to understand that the use of those resources is
limited to the performance of their roles.

Volunteers are responsible for items issued to them by Operation HOPE or in their possession or
control. When material or equipment is used by or assigned to a volunteer for Company business, it is
the volunteer’s responsibility to see that such equipment is used properly for business purposes.
Operation HOPE property and equipment assigned to a volunteer remains the property of the Company
and is subject to reassignment and/or use by the Company without prior notice or approval from the
volunteer. This includes but is not limited to computer equipment and data stored thereon, voicemail,
records, and files.

Additionally, Operation HOPE provides shipping and mailing resources for company use only and does
not provide stamps or allow shipping of personal packages at all. These resources are for Company
use only and are available to meet missions, goals, and initiatives, and must manage them
responsibly to maintain the confidentiality, integrity, and availability of its assets. This policy requires
Operation HOPE volunteers to comply with company policies and protects the company against
damaging legal issues.

Operation HOPE resources may not be used for any unlawful or prohibited purpose. Any unauthorized
use, retention, or disclosure of any Company resources or property will be regarded as theft,
warranting disciplinary action up to and including immediate termination, and may prompt various
civil and/or criminal legal actions.

Operation HOPE does not assume any responsibility for the personal property of volunteers.

Vehicle Use for Business Purposes
The following driving requirements apply to both volunteers who use an Operation HOPE-provided (vehicle
and to volunteers who drive a personal vehicle while performing work for Operation HOPE.

Volunteers must have a valid driver's license and minimum personal insurance limits of $100,000
bodily injury to any one person/ $300,000 bodily injury any one accident/ $50,000 property damage
liability.

Volunteers and employees are responsible for insuring the physical damage to their own vehicles.

If a volunteer’s license is suspended by their state department of motor vehicles for any reason, they
may not drive on Company business or drive a Company provided vehicle. If their driver’s license is
suspended or revoked, they are responsible for notifying Operation HOPE immediately. Likewise, any
volunteer whose insurance expires, is revoked or who becomes uninsurable must report the
expiration, revocation, or uninsured state to their manager immediately, but no later than twenty-four
(24) hours after you, have learned of the lack of insurance.
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For volunteers who drive any vehicle in the course of their duties, the Company will check motor
vehicle records (“MVR”). Operation HOPE conducts MVR checks for volunteers before making
volunteer assignments. If the MVR indicates that a volunteer who is required to operate a motor
vehicle as part of their assignment has operated a Company vehicle with a suspended or revoked
license, the volunteer will be subject to termination.

Drinking alcoholic beverages, or otherwise violating the Drug and Alcohol Policy is prohibited in any
vehicle while on Company business. All volunteers must wear a seatbelt while driving or riding in any
vehicle while going to or from work, and always while performing Company business, as required by
state law.

Volunteers are prohibited from talking or texting on their cell phones or hand-held devices while
driving on Company business (even if the vehicle is stopped at a traffic light or stop sign). Volunteers
are expected to comply with all applicable distracted driving laws regarding the use of cell phones and
electronic devices while driving.

Volunteers must advise their supervisor/manager immediately if they should become involved in an
accident while on Company business. Failure to do so may result in termination.

Personal Vehicle Use

If the use of the volunteer's personal vehicle on Company business is necessary, the volunteer will be
reimbursed in accordance with the current IRS standard mileage rate, with prior approval by management.
This does not include travel to and from the workplace.

Operation HOPE will not be responsible for any losses, accidents, fines, or other liabilities that occur while a
volunteer is driving their own personal vehicle while on Company business.

Company-Owned/Leased Vehicles

Only authorized volunteers may use Company vehicles. Personal use of Company-owned or leased
vehicles is strictly prohibited. Because the Company’s insurance only covers volunteers driving or riding in
Company vehicles while on Company business, no one other than authorized volunteers is allowed to
operate or ride in Company vehicles at any time.

It is the volunteer driver’s responsibility to see that their Company vehicle is properly maintained.
This includes regular washing, cleaning, maintenance, and repair of minor damage. If a Company-
provided vehicle incurs any damage while under the charge of a particular volunteer, that volunteer
must report the damage immediately to your manager and may be responsible for paying for some or
all of the repair costs, to be determined in the Company’s sole discretion.

Electronic Communication and Information Systems

Operation HOPE's communication and information systems consist of both traditional systems (i.e.
telephone system -including voice mails and faxes) and electronic systems (i.e. internet, e-mail, Facetime,
virtual meeting system, and apps), and the software and hardware (which may include smart-phones,
desktop computers, laptop computers, and tablets) by which volunteers’ access and utilize the above
communication and information systems. Given the degree of electronic devices and technology available,
no list of electronic communications will be complete. In the remainder of this policy, all of these
communication devices are collectively referred to as communication and/or information systems.
Volunteers are expected to adhere to the proper use of all communication and information systems. |f
volunteers are permitted use of Company property, they must comply with Company policies and
procedures regarding its use.

The communication and information systems provided by the Company are to be used exclusively for

23
Owner: HOPE Corps, Volunteer Services
Date: May 2023



OPERATION

HOPE

conducting the business of the Company. Volunteers should not expect privacy as to any
correspondence (whether oral or written) transmitted using one of these systems, or information
processed by or contained in one of these systems. Operation HOPE may retain, archive, and monitor
any such information and/or communications. Information systems and communications can be
accessed without advance notice, you should not use our systems for communication or information
that you would not want to be revealed to third parties. Even deleted communications and the use of
our information systems may be retrieved.

All content created, saved, and/or shared using the Company’s traditional and electronic
communication and information systems are a form of corporate correspondence and are subject to
the same internal and external regulation, security, and scrutiny as any other corporate
correspondence. E-mail communications must be written following customary business
communications practices as is used in Company correspondence. E-mail communications are official
internal Company communications, which may be subject to summons in legal proceedings. Also,
remember that messages may be forwarded or distributed outside your control, and your professional
reputation is at stake.

The Company’s communication and information systems should not be used to violate any of our
policies. Transmission of sexually explicit images, messages, cartoons, or other such items, or
messages that may be construed as harassment or disparagement of others based on race; color;
age; religion; sex; sexual orientation; gender identity; pregnancy, childbirth, or related medical
conditions; national origin; ancestry; genetic information; military or veteran status; disability or
handicap; citizenship status or status in any group protected by applicable federal, state or local law,
are also prohibited on the Company’s information systems.

Volunteers should not attempt to gain access to others personal information systems and messages.

Volunteers MUST NEVER share their passwords to any of our information systems (except when
requested by the IT Department). Although you may have an individual password to access our
Systems, the Systems, and Electronic Communications belong to the Company. The Systems and
Electronic Communications are always accessible to the Company, including periodic unannounced
inspections.

Any violation of these guidelines may result in disciplinary action, up to and including termination.

E-Mail, Intranet, and Internet Usage

Operation HOPE's electronic communication and information systems (including e-mail, internet, and
intranet) allow us to be more productive. E-mail, the internet, and intranet are valuable in that they enable
the collection, collaboration, and sharing of information, but they can also cause problems if they are
misused. We all must use good business judgment when using our electronic information systems. Every
member has a responsibility to maintain and enhance the Company’s public image, and to use e-mail and
the Internet productively.

Operation HOPE's electronic information systems are to be used for Company business only. The
Company may review how volunteers are making use of these business tools at any time, without
notice. Misuse, as detailed below, will result in appropriate disciplinary action up to and including
termination.

Computer and E-mail Usage

Operation HOPE strives to maintain a workplace free of harassment and sensitive to the diversity of its
volunteers. Therefore, the Company prohibits the misuse of its computers and the e-mail system.
Misuse includes the display or transmission of sexually explicit images, messages, and cartoons. Other
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such misuse includes but is not limited to, ethnic slurs, racial comments, off-color jokes, or anything
that may be construed as harassment, bullying, or discrimination.

E-mail may not be used to solicit others for commercial ventures, or religious or political causes.

Volunteers should notify their immediate supervisor/manager, HOPE Corps Volunteer Services team,
or any member of management upon learning of violations of this policy. Volunteers who violate this
policy will be subject to disciplinary action, up to and including termination.

Internet Usage

Internet access is provided by Operation HOPE to assist volunteers in obtaining work-related data and
technology. The following guidelines have been established to help ensure responsible and productive
internet usage. While Internet usage is intended for job-related activities, incidental and occasional brief
personal use is permitted within reasonable limits. Volunteers are responsible for seeing that the Internet
is used in an effective, ethical, and lawful manner.

All Internet data that is composed, transmitted, or received via our computer communications
systems is part of the official records of the Company and, as such, is subject to disclosure to law
enforcement or other third parties. Consequently, volunteers should always ensure that the business
information contained in Internet e-mail messages and other transmissions is accurate, appropriate,
ethical, and lawful.

The equipment, services, and technology provided to access the Internet always remain the property of
the Company. As such, the Company may monitor Internet traffic, and retrieve and read any data
composed, sent, or received through our online connections and stored in our computer systems.

Data that is composed, transmitted, accessed, or received via the internet must not contain content
that could be considered discriminatory, offensive, obscene, threatening, harassing, intimidating, or
disruptive to any volunteer or other person. Examples of unacceptable content may include but are not
limited to, sexual comments or images, racial slurs, gender-specific comments, or any other comments
or images that could reasonably offend someone on the basis of race; color; age; religion; sex; sexual
orientation; gender identity; pregnancy, childbirth, or related medical conditions; national origin;
ancestry; genetic information; military or veteran status; disability or handicap; citizenship status; or
status in any group protected by applicable federal, state or local law.

The unauthorized use, installation, copying, or distribution of copyrighted, trademarked, or patented
material on the Internet is expressly prohibited. As a rule, if a volunteer did not create material, does
not own the rights to it, or has not gotten authorization for its use, it should not be put on the internet.
Volunteers are also responsible for ensuring that the person sending any material over the Internet
has the appropriate distribution rights.

Internet users should take the necessary anti-virus precautions before downloading or copying any file
from the Internet. All downloaded files are to be checked for viruses; all compressed files are to be
checked before and after decompression.

Abuse of the Internet access provided by the Company in violation of law or the Company policies will
result in disciplinary action, up to and including termination of employment.

Volunteers may also be held personally liable for any violations of this policy. The following behaviors
are examples of previously stated or additional actions and activities that are prohibited and can result
in disciplinary action:

e Sending or posting discriminatory, harassing, or threatening messages or images
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e Stealing, using, or disclosing someone else's code or password without authorization

e Copying, pirating, or downloading software without permission.

¢ Sending or posting trade secrets, or proprietary information outside of the organization.

o Violating copyright law

¢ Failing to observe licensing agreements.

e Engaging in unauthorized transactions that may incur a cost to the organization or initiate
unwanted Internet services and transmissions.

e Participating in the viewing or exchange of pornography or obscene materials

e Attempting to break into the computer system of another organization or person.

¢ Refusing to cooperate with a security investigation.

¢ Using the Internet for political causes or activities, religious activities, or any sort of gambling

e Jeopardizing the security of the organization's electronic communications systems

e Sending or posting messages that disparage another organization's products or services.
e Passing off personal views as those of the organization
e Engaging in any other illegal activities

Workplace Monitoring

Workplace monitoring may be conducted by Operation HOPE on its systems to ensure quality control,
volunteer safety, security, and customer satisfaction. Because the Company is sensitive to the legitimate
privacy rights of volunteers, every effort will be made to guarantee that workplace monitoring is done
ethically and respectfully.

Social Media

Social media can be a fun and rewarding way to share your life and opinions with family, friends, and co-
workers. However, the use of social media also presents certain risks and carries with it certain
responsibilities. To assist you in making responsible decisions about your use of social media, we have
established the following guidelines for the appropriate use of social media.

Social media includes all means of communicating or posting information or content of any sort on
the internet. This includes your own or someone else’s blog, journal or diary, wiki or personal website,
social network platforms such as Facebook, Twitter, Instagram, YouTube, TikTok, LinkedIn, online
forums or chat rooms, and phone apps, whether or not associated or affiliated with Operation HOPE,
as well as any other form of electronic communications.

The same principles and guidelines found in Operation HOPE's policies apply to a volunteer’s activities
online. Ultimately, a volunteer is solely responsible for what they post online. Before creating online
content, consider some of the risks and rewards that are involved. Keep in mind that any of conduct
that adversely affects your volunteer performance, the performance of others who work on behalf of
the Company, or its legitimate business interests, may result in disciplinary action, up to and including
immediate termination.

e Know and Follow the Rules:
Carefully read these guidelines and Confidential Information, Equal Employment Opportunity,
Electronic Communications, and No Harassment policies, and ensure your postings are consistent
with these policies. Inappropriate postings that may include discriminatory remarks, harassment,
retaliation, threats of violence, or similar inappropriate or unlawful conduct will not be tolerated
and may subject you to disciplinary action, up to and including immediate termination.

e Be Thoughtful:
Always be fair and courteous to fellow volunteers, employees, customers, vendors, suppliers, or
third parties who work on behalf of the Company. Also, keep in mind that you are more likely to
resolve work-related complaints by speaking directly with your co-workers or by using our problem-
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solving procedure, rather than by posting complaints to a social media outlet. Nevertheless, if you
decide to post complaints or criticism, avoid using statements, photographs, video, or audio that
reasonably could be viewed as malicious, obscene, threatening, or intimidating, that disparages
customers, co-workers, vendors, suppliers, or third parties that work on behalf of the Company or
that might constitute harassment or bullying.

Examples of such conduct might include offensive posts meant to intentionally harm someone’s

reputation or posts that could contribute to a hostile work environment on the basis of race, age,
gender, national origin, color, disability, religion, or any other status protected by federal, state or
local law or Company policy.

e Be Honest and Accurate:
Make sure you are always truthful and accurate when posting information or news. If you make a
mistake, correct it quickly. Be open about any previous posts you have altered. Use privacy
settings when appropriate. Remember that the Internet archives almost everything, therefore,
even deleted postings can be searched. The Internet is immediate - nothing that is posted ever
truly expires. Never post any information or rumors that you know to be false.

e Maintain Confidentiality:
Maintain the confidentiality of the Company’s trade secrets and proprietary or confidential
information. Trade secrets may include information regarding the development of systems,
processes, products, know-how, and technology. Do not post internal reports, policies, procedures,
or other internal business-related confidential communications.

e Properly Identify Yourself:
Do not create a link from your blog, website, or other social networking sites to the Company’s
website without identifying yourself as an employee. Do not use any of the Company’s email
addresses to register on social networks, blogs, or other online tools used for personal use.

e You Are Not Authorized to Speak on Behalf of the Company:
You are not authorized to speak on behalf of the Company. Express only your personal opinions.
Never represent yourself as a spokesperson for the Company. If the Company is a subject of the
content you are creating, be clear and open about the fact that you are an employee and make it
clear that your views do not represent those of the Company, fellow volunteers, employees,
customers, vendors, suppliers or third parties who work on behalf of the Company. If you do
publish a blog or post online comments related to the work you do or subjects associated with the
Company, make it clear that you are not speaking on behalf of the Company. It is best to include a
disclaimer such as, “The postings on this site are my own and do not necessarily reflect the views
of the Company.”

You should not speak to the media on the Company’s behalf but should instead direct all media
inquiries to the HOPE Corps Volunteer Services team. Then, the Company will designate a
spokesperson to respond to the media, so that no misinformation is provided.

¢ Using social media while Volunteering:
You should not use social media while volunteering unless it is related to your volunteer role as
authorized by your manager, or another member of management, or consistent with the Electronic
Communications Policy.

e Violations:
You are encouraged to report violations of this policy. The Company prohibits retaliation against
any employee for reporting a possible deviation from this policy or for cooperating in an
investigation. Any volunteer who retaliates against another for reporting a possible deviation from
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this policy or for cooperating in an investigation will be subject to disciplinary action, up to and
including immediate termination.

Software Usage

Software usage at Operation HOPE must be a legally licensed copy. Volunteers must not duplicate
copyrighted software for any reason without written authorization from the software company. Any
volunteer who knowingly or unknowingly duplicates copyrighted software material is subjecting the
Company, and themselves, to substantial penalties under the law.

The only software that is authorized for use on Company computers is that which has been
purchased or developed by the Company or the public domain software which has been certified
virus-free by the LAN administrator responsible for security at this location. The download or use of
any other software on any Company computer is a violation of this policy.

Telephone Use

Telephones play an important role in Operation HOPE’s business. While phone usage is intended for job-
related activities, incidental and occasional brief personal use of the office telephone is permitted within
reasonable limits. The Company's policies prohibiting harassment apply to the use of the Company’s
telephone systems. Volunteers are prohibited from using the Company’s telephone systems in a manner
that would violate our No Harassment policy. Telephone records are subject to periodic review by
management.

Personal Cell Phones
Personal calls during work hours can interfere with productivity and can be distracting to others.

Volunteers are expected to exercise discretion when using their personal devices as is expected for
the use of company devices. Company policies on harassment, discrimination, retaliation, trade
secrets, confidential information, and ethics apply to the use of personal devices for work-related
activities.

All volunteers are expected to follow applicable state or federal laws or regulations regarding the use
of cell phones or PDAs at all times.

Operation HOPE will not be responsible for the loss or damage of personal applications or data
resulting from the use of company applications.

Failure to follow policies and procedures may result in disciplinary action up to and including termination.

Information Security/Confidentiality

You may, by virtue of your volunteer role with Operation HOPE, obtain access to sensitive, confidential,
restricted, and proprietary information about Operation HOPE that is not generally known or made
available to the public or competitors. Confidential information may include but is not limited to computer
records (including screenshots); passwords and access codes; client information; social security numbers;
phone numbers; account numbers; financial records, customer or vendor records and files, referral or
mailing lists, credit card numbers, and similar proprietary information whether stored electronically or in
paper format.

Such confidential information will be used solely by you in the performance of your job duties for the
Company and will not be used in any other manner whatsoever during your

employment. Confidential information must be protected from disclosure to competitors and those
who misuse it. You will not, without the prior written consent of Operation HOPE, use, disclose, divulge,
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or publish to others any such confidential information acquired during your assignment. This
prohibition expressly includes such information in electronic form. Such confidential information is the
exclusive property of the Company, and under no circumstances whatsoever will you have any right to
use, disclose or publish to others such confidential information, after the termination of your
assignment. This policy does not limit the common law and statutory rights of the Company.

Remember these rules when handling confidential information:

1. Do not disclose to anyone outside Operation HOPE any business-related information relating to
the Company that has not been disclosed to the public, without appropriate management
approval or as required by law.

2. Routinely take precautions to keep confidential information from being disclosed. This includes
making sure such information is not displayed where it can be seen by anyone.

3. Require third-party recipients of restricted Operation HOPE information to keep such
information confidential.

4. Do not reveal Operation HOPE trade secrets or the trade secrets of a current or previous
company where you volunteered or was employed or accept improperly obtained proprietary
information about another company.

5. Maintain the confidentiality of private information and proprietary information from
customers, suppliers, and other third parties that come to our attention under an
understanding of confidentiality. Maintain the proprietary nature of such information and
not use or disclose it without proper written authority.

6. Make sure that hard copies of member, employee, volunteer, or applicant information are kept in
a secure area.

7. Always shred any paperwork that includes any confidential information, unless otherwise required
by law. Do not throw this into the regular trash cans or bins.

8. Be mindful of clearing items from office equipment (fax/copier) and mail stations.

Volunteers should never ask others for their computer passwords and sensitive information, in person,
over the phone, or via email. Unusual requests should be verified in dual with the requestor’'s manager
and the volunteer’s manager.

Upon separation, you must immediately deliver to Operation HOPE any and all confidential
information, whether stored electronically or in paper format, including, but not limited to all copies of
such documents prepared or produced in connection with your volunteer position with the Company
that pertains to the Company’s business or your services for the Company, whether made or compiled
by you or furnished to you in connection with such services to the Company. In addition, at separation,
you must return all the Company’s non-confidential property, documents, or electronic information.

Security of Company Property
Operation HOPE property and equipment identified for a specific job, such as computers, should be stored
in a secured area with controlled access to prevent theft of such equipment.

Laptops and electronic devices issued by the Company can be stolen or lost, therefore these devices
must always remain in the volunteer’s possession or be secured in a locked office or cabinet if
volunteers leave them unattended. If volunteers must leave their laptops or cell phone in a vehicle,
lock them in the trunk and out of plain sight; never leave them overnight in a vehicle. Do not check a
laptop or cell phone as baggage on any form of transportation or leave it in a hotel luggage storage
area.

Every time volunteers leave their workspace; they must lock their computers. Volunteers must log off
the computer when they leave work for the day.
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All volunteers are required to follow the established procedures for removing Company property-- whether
equipment, tools, or scrap -- from the workplace.

Volunteers who observe anyone removing the property from Company premises without proper
authorization must report it to their supervisor/manager.

Use of Personal Electronic Devices

Use of cell phones, smartphones, tablets, or other electronic devices during work time including texting,
emailing, taking pictures, playing music, watching videos, playing games, and accessing the internet during
work hours can interfere with volunteer productivity and can be distracting to others. Incidental and
occasional brief personal use of cell phones, smartphones, tablets, or other electronic devices during work
time is permitted within reasonable limits. Abuse of this policy may subject a volunteer to disciplinary
action, up to and including termination.

Workplace Safety

Personal Security
Operation HOPE is committed to providing a secure environment for all. That requires not only everyone’s
support and cooperation but also the commitment to take personal responsibility for security.

Volunteers are expected to obey all safety rules and be careful at work. Volunteers must immediately
report any unsafe conditions to the appropriate supervisor/manager. Violation of Company safety
standards may subject a volunteer to disciplinary action, up to and including termination.

Workplace Searches

To safeguard the property of our employees, our customers, volunteers, and the Company, and to help
prevent the possession, sale, and use of illegal drugs on Operation HOPE’s premises, in keeping with the
spirit and intent of the Company’s drug-free workplace policy, the Company may question volunteers and
all other persons entering and leaving our premises, and inspect any packages, parcels, purses,
handbags, briefcases, lunch boxes, or any other possessions or articles carried onto the Company’s
property. You are reminded that permission to bring items, such as bags, onto the Company property is
conditioned on agreeing to inspection by the Company upon request.

In addition, the Company may search any volunteer’s office, desk, files, locker, or any other area or
article on our premises. All offices, desks, files, lockers, and so forth, are the property of the Company.
Inspections may be conducted at any time, without notice, and at the discretion of the Company.

Persons entering the premises who refuse to cooperate in an inspection conducted pursuant to this
policy will not be permitted to enter the premises. Volunteers working on or entering or leaving the
premises who refuse to cooperate in an inspection, as well as volunteers who after the inspection are
believed to be in possession of stolen property or illegal drugs, will be sent immediately to HOPE Corps
Volunteer Services team and may be subject to disciplinary action up to and including termination.

Workplace Violence and Weapons

Operation HOPE strives to maintain a safe, productive work environment that is free from violence and/or
the threat of violence. This commitment is extended to our employees, volunteers, vendors, customers,
and visitors. Threats or acts of violence against Company property or the property of any employee,
volunteer, vendor, customer, or visitor will be taken seriously and not tolerated.

Weapons are not permitted on Company property at any time unless applicable state or local law

requires otherwise. The term “weapon” includes a gun, knife, or any other instrument which may inflict
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bodily injury.

Any person who makes substantial threats, exhibits threatening behavior, engages in violent acts, or
other such unacceptable behavior on Company property shall be removed from the premises as
quickly as safety permits and shall remain off the premises pending the outcome of an investigation.

All volunteers are responsible for notifying a supervisor/manager of any threats that they have
witnessed, received, or have been told that another person has witnessed or received. Even without
an actual threat, volunteers should also alert appropriate individuals to any behavior they have
witnessed that they regard as threatening or violent when that behavior is job-related or might be
carried out on a Company-controlled site or is connected to Company employment.

Volunteers are responsible for making this report regardless of the nature of the relationship between
the individual who initiated the threat or threatening behavior and the person(s) who were threatened
or were the focus of the threatening behavior. The supervisor/manager is required to notify the HOPE
Corps, Volunteer Services team of all security concerns.

If an investigation substantiates that violations of this policy have occurred, the Company will initiate a
decisive and appropriate response. This response may include but is not limited to, suspension
and/or termination of any business relationship, reassignment, suspension, or termination, and/or
seeking the arrest or prosecution of the person or persons involved. Where appropriate, the Company
will report the transfer, sale, or use of weapons or dangerous instruments to the local law
enforcement authorities.

Safety Practices

Volunteers must follow common-sense safety practices. You must also correct or report any unsafe
condition, defective or malfunctioning tool or equipment to your manager. Notify your supervisor/manager
of any emergency. If you are injured or become sick at work, no matter how slight, you must inform your
supervisor/manager as soon as reasonably possible. All volunteers must cooperate with Operation HOPE
in maintaining safe working conditions.

All volunteers are required to adhere completely to all Company and OSHA safety requirements, as well

as state and federal laws and insurance company requirements. Failure to comply with safety
requirements may result in termination.

Injuries while Volunteering

A volunteer who is injured while volunteering should report the injury immediately to their supervisor.
Volunteers are expected to follow appropriate safety guidelines while volunteering. When the volunteer
informs their supervisor about the incident, the supervisor must report the injury to HOPE Corps
Volunteer Services team. If the volunteer is unable to reach the supervisor, then the volunteer must
contact HOPE Corps, Volunteer Services team.

Injury and lliness Prevention

It is the goal of Operation HOPE to strive to operate effectively and ensure that all essential services are
continuously provided and that everyone is safe within the workplace. Safety and health in our business
must be part of every operation. Without question, it is every volunteer’s responsibility at all levels.

It is the intent of this Company to comply with all laws. To do this, we must constantly be aware of
conditions in all work areas that can produce injury or illness. No volunteer is required to work at a
location they know is not safe or healthy. Your cooperation in detecting hazards and, in turn,
controlling them, is extremely important. Inform your supervisor immediately of any situation beyond
your ability or authority to correct.
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The personal safety and health of each volunteer are of primary importance. Prevention of
occupationally induced injuries and communicable diseases is of such consequence that it will be
given precedence over operating productivity, whenever necessary. To the greatest degree possible,
management will provide all mechanical and physical activities required for personal safety and health,
in keeping with the highest standards.

Operation HOPE requires cooperation in all safety matters, not only between supervisor and volunteer
but also between each volunteer and their peers. Volunteers should follow safe practice rules, render
every possible aid to safe operations, and report all unsafe conditions or practices. Horseplay,
scuffling, and other acts that tend to have an adverse influence on the safety or well-being of the
volunteers are prohibited. Assignments should be well planned and supervised to prevent injuries in
the handling of materials and in working together with equipment. No volunteer will knowingly be
permitted or required to work while the volunteer’s ability or alertness is so impaired by fatigue, illness,
or other causes that it might expose the volunteer or others to injury. Volunteers should ensure that all
guards and other protective devices are in the proper places and adjusted. When lifting heavy objects,
the large muscles of the leg instead of the smaller muscles of the back shall be used. Materials, tools,
or other objects shall not be thrown from buildings or structures until proper precautions are taken to
protect others from falling objects.

The Company will also take proactive steps to protect the workplace in the event of an iliness or
communicable disease. A communicable disease is one that is spread from one person to another or
from an animal to a person. The spread often happens via airborne viruses or bacteria, but also
through blood or other bodily fluids. The terms infectious and contagious are also used to describe
communicable diseases.

Volunteers are encouraged to engage in good hygiene practices while volunteering, especially
handwashing with soap and water or, if water is not available, using alcohol-based disposable hand
wipes or gel sanitizers. Volunteers should use good judgment when deciding whether to come to work
with cold, flu, or other communicable diseases (including lice, bedbugs, MRSA, measles, chickenpox,
etc.).

To prevent the spread of an airborne communicable disease, sneeze or cough into your elbow, not your
hands, or consider wearing a respiratory mask. Sterilize office equipment such as phones, keyboards,
and computer mice. Talk to your healthcare provider about vaccination recommendations such as the
flu vaccine to help ward off epidemics.

If a volunteer is suffering from a communicable disease (regardless of severity), they may be asked to
leave a work location to protect the health and well-being of others and asked to present a medical
release from their healthcare provider indicating they are fit for duty, before returning to the place of
work.

Further, in the event of a public health emergency, the Company may modify or suspend its policies in
accordance with applicable law and guidance from local health authorities. To the extent applicable,
the Company will provide you with information on any such policies separate from this handbook.

State Law Addendum

Please note that policies found within the handbook are written to comply with federal law guidelines. In
the case where state laws differ from federal laws, the more favorable law will take precedence. All
policies in this handbook will be interpreted and enforced consistent with applicable law. You will be
provided with a state law addendum for your state.
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