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We are pleased with your decision to join the New Lines Institute for
Strategy and Policy (“NLI") and extend our warmest welcome.

This Employee Handbook is general in nature and is designed to explain
important NLI policies, procedures, and benefits and to serve as a
reference tool for you in your employment with NLI. The Handbook is not
exhaustive of all policies and procedures governing NLI. If there is
anything in the Handbook that you do not understand, please request
clarification from your supervisor or Human Resources.

This Employee Handbook will grow and change with NLI. In anticipation
of changes in circumstances and situations, NLI reserves the right to
deviate from the policies, procedures, and benefits described in this
Handbook. Furthermore, NLI reserves the right to withdraw or change the
policies, procedures, and benefits described in this handbook at any time,
for any reason, and without prior notice. NLI will make every effort to
notify employees when an official change in policy or procedure has been
made, but notice of any such changes is not required to make the change
effective. Employees are responsible for their own up-to-date knowledge
about policies, procedures, and benefits.

No provision in this Employee Handbook can be waived without written
permission from NLI's President, or designee. Such a waiver, if granted,
applies only to the employee for whom the waiver was granted at the time
of the waiver.

Employment at NLI is on an at-will basis, which means that either you, the
employee, or NLI, may terminate the employment relationship at any time,
for any reason, with or without cause and with or without notice. Only a
written agreement, signed by the President of NLI, can change the at will
nature of the employment of any individual. This Employee Handbook is
not a contract of employment nor is it intended to create contractual
obligations for NLI of any kind.

NLI values the talents and abilities of our employees and seeks to foster
an open, cooperative, and dynamic environment in which employees and
NLI alike can thrive. We extend our best wishes for your success and
happiness at NLI.
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About NLI

The New Lines Institute for Strategy and Policy (NLI) is a nonpartisan think tank
in Washington D.C., working to enhance U.S. foreign policy based on a deep
understanding of the geopolitics of the different regions of the world and their
value systems.

Our Mission

Our mission is to provoke principled and transformative leadership based on
peace and security, global communities, character, stewardship, and
development.

Our Principles
Our work is guided by five core principles:
e Peace: the foundations on which we build prosperity and human
fulfilment.
o Development: the process by which we reach our potential as human
beings and societies.
e Community and Citizenship: a sense of belonging to something bigger
than ourselves - be it global, national or local.
o Character: the expectation that all leaders should make brave decisions
in good faith and in a principled way.
o Stewardship: a sense of responsibility and care towards all people and
things that depend on us.

Equal Employment Opportunity

NLI prohibits discrimination and harassment and provides equal employment
opportunity without regard to an individual’s age, color, physical or mental
disability, gender, gender expression, gender identity, genetic information,
national origin, race, religion, sex, sexual orientation, marital status, citizenship
status, veteran status, political affiliation, childbirth or related conditions, or any
other factor protected by federal, state, and/or local laws.

Equal employment opportunity notices are posted appropriately. These notices
summarize the rights of employees to equal opportunity in employment and list
the names and addresses of the various government agencies that may be
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contacted in the event that any person believes that they have been
discriminated against.

Although not an exhaustive list, below are examples of conduct that could constitute
a violation of this policy:

e Harassment on the basis of race, color, religion, sex, national origin, disability,
genetic information, age or any other factor protected by federal, state, and/or
local laws;

e Retaliation against an individual for filing a charge of discrimination, participating
in an investigation or opposing discriminatory practices;

¢ Employment decisions based on stereotypes or assumptions about the abilities,
traits or performance of individuals of a certain sex, race, age, religion or ethnic
group, or individuals with disabilities, or based on myths or assumptions about
an individual's genetic information; and

e Denying employment opportunities to an individual because of the individual's
race, religion, national origin or disability, or because of their participation in
schools or places of worship associated with a particular racial, ethnic or
religious group.

Any employee who learns of, observes, or has reason to be concerned about conduct
in violation of this policy must immediately inform any member of leadership or
Human Resources. Complaints do not need to be made in writing.

NLI takes violations of this EEO policy very seriously. As a result, all complaints made
pursuant to this policy will be thoroughly and promptly investigated.

In the course of any such investigation, NLI will take appropriate measures to
maintain the confidentiality of the participants to the extent possible. Although it may
be necessary to divulge some information to ensure that a fair investigation is
conducted, NLI will limit information to only those individuals with a need to know of
the complaint or of the investigation.

All parties contacted in the course of an EEO investigation will be expressly reminded
that NLI will not tolerate retaliation in any form against any employee who believes or
is concerned that a violation of the EEO policy has occurred and reports such
conduct pursuant to this policy. Moreover, NLI will protect any employee who
participates in any such investigation from any resulting retaliatory conduct. If an
employee believes that they are experiencing retaliation as a result of having made a
complaint pursuant to this policy or having participated in an EEO investigation, they
must promptly report the facts and names of the individuals involved to any member
of leadership or Human Resources.

If an investigator concludes that conduct in violation of this policy has occurred, the
offending individual(s) will be subject to corrective action, including formal discipline,
up to and including termination of employment.
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To ensure that NLI's employees remain educated about their obligations under this
policy, NLI will require all employees to periodically receive training regarding our
commitment to equal employment opportunities in the workplace.

Harassment & Discrimination

NLI is committed to providing a workplace free from sexual harassment. As
such, NLI will not tolerate harassment of any of our employees or
independent contractors by supervisors, co-workers, customers, vendors,
agents and any other third parties.

Sexual harassment is unwelcome sexual conduct that is a term or condition
of employment. Unwelcome sexual advances, requests for sexual favors,
and other verbal or physical conduct of a sexual nature constitute sexual
harassment when: (1) submission to such conduct is made either explicitly
or implicitly a term or condition of an individual's employment; (2)
submission to or rejection of such conduct by an individual is used as the
basis for employment decisions affecting such individual; or (3) the conduct
has the purpose or effect of unreasonably interfering with an individual's
work performance or creating an intimidating, hostile, or offensive working
environment. Any of the following could, if part of a pervasive pattern of
abuse, constitute sexual harassment:

Jokes, innuendos or gestures of a sexual nature;

Sexually-charged computer programs, emails or messages;
Demeaning language or behavior that is based on sex;

Compliments about a person's body of a sexual nature;

Repeated requests for a date despite refusals;

Unwelcome sexual advances;

Requests for sexual favors;

Questions or comments about personal or intimate sexual matters;
Hugs, kisses, neck rubs, or back rubs;

Deliberately brushing up against someone else;

Sexual epithets or name-calling;

Sexually intimidating behavior or ridicule;

Objects, pictures, photographs, or cartoons of a sexual nature;

Other verbal or physical harassment of a sexual nature.

If an employee believes that they or any other individual has been subjected
to harassment in violation of this policy, whether by an employee or a third
party, the employee must promptly report the facts and names of the
individuals involved to any member of leadership or Human Resources. Any
employee who learns of, observes, or has reason to be concerned about
sexually harassing conduct in violation of this policy must immediately
inform any member of leadership or Human Resources. Complaints do not
need to be made in writing.
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NLI takes complaints of sexual harassment very seriously. As a result, all
complaints of sexual harassment made pursuant to this policy will be
thoroughly and promptly investigated.

In the course of any such investigation, NLI will take appropriate measures
to maintain the confidentiality of the participants to the extent possible.
Although it may be necessary to divulge some information to ensure that a
fair investigation is conducted, NLI will limit information to only those
persons with a need to know of the complaint or of the investigation.

All parties contacted in the course of a sexual harassment investigation will
be expressly reminded that NLI will not tolerate retaliation in any form
against any employee who believes or is concerned that sexual harassment
has occurred and reports such conduct pursuant to this policy. Moreover,
NLI will protect any employee who participates in any sexual harassment
investigation from any resulting retaliatory conduct. If an employee believes
that they are experiencing retaliation as a result of having made a complaint
pursuant to this policy or having participated in a sexual harassment
investigation, the employee must promptly report the facts and names of the
individuals involved to any member of leadership or Human Resources.

If an investigator concludes that conduct in violation of this policy has
occurred, the offending individual(s) will be subject to corrective action,
including formal discipline, up to and including termination of employment.
Please note that NLI Sexual Harassment Policy may be construed to be
more protective of employees than the law requires. Regardless, NLI will
discipline any individual who violates this policy even if such conduct does
not rise to the level of a violation of the law.

To ensure that NLI's employees remain educated about their obligations
under this policy, NLI will require all employees to periodically receive
training regarding our zero tolerance for sexual harassment at work.

Americans with Disabilities Act & Rehabilitation Act

NLI is committed to providing equal opportunity employment opportunities and
reasonable accommodations for qualified individuals. NLI acts in accordance
with the Americans with Disabilities Act (ADA) and the Rehabilitation Act which
prohibit discrimination against a qualified person with a disability in employment
practices such as job application procedures, hiring, promotion, termination,
compensation, training, benefits, and other conditions of employment. These
acts also require that employers provide reasonable accommodations to
qualified individuals with disabilities.
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Requesting Reasonable Accommodations

NLI will provide reasonable accommodations for all employees with disabilities,
religious beliefs, pregnancy, childbirth and related medical issues or
breastfeeding, provided that the individual is otherwise qualified to safely
perform the essential duties and assignments connected with the job and
provided that any accommodations made do not impose an undue hardship on
NLI.

The following steps outline the process involved in considering requests for
reasonable accommodations:

e Any employee who anticipates needing any type of reasonable
accommodation should submit a completed Reasonable Request for
Accommodation Form to the Human Resources department.

e Arepresentative from the Human Resources department will meet with the
employee to review the documentation and determine if impairment rises to
the level of disability.

e If the impairment rises to the level of a disability, the HR representative will
request an Essential Job Function Analysis Form from the employee’s
supervisor.

e The Human Resources department will contact the employee’s supervisor to
discuss recommended accommodations and to determine if the employee’s
department is able to implement the requested accommodations.

e If the department is able to implement the requested accommodations, the
employee and supervisor should meet to discuss how the accommodations
will be implemented.

e If the department is not able to implement the requested accommodations,
the supervisor must give a detailed description of the business necessity
that prevents them from implementing the accommodations.

If the employee’s requested accommodation is not able to be implemented due
to business necessity, NLI will work to reassign the employee to a vacant
position that is equivalent in terms of pay, status, or other relevant factors if the
employee is qualified for the position. If there is no vacant equivalent position,
NLI will reassign the employee to a vacant lower-level position for which they are
qualified, if a vacant lower-level position exists and the employee is qualified for
the position.

Safety Accommodations and Protections for Victims of Domestic

Violence, Sexual Offenses and Stalking

Reasonable Accommodations

NLI will provide reasonable safety accommodations for employees who are the
victim or family member of a victim of domestic violence, a sexual offense or
stalking when such accommodation is necessary to ensure that person's
security and safety, unless providing the accommodation would impose an
undue hardship on the Company's business operations.
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For purposes of this policy, a covered family member includes a spouse or
domestic partner; the parents of a spouse; children, including foster children and
grandchildren; spouses of children; parents; brothers and sisters; the spouses of
brothers and sisters; a child who lives with the employee and for whom the
employee permanently assumes and discharges parental responsibility; and a
person with whom the employee shares or has shared, for not less than the
preceding 12 months, a mutual residence and with whom the employee
maintains a committed relationship as defined in the Health Care Benefits
Expansion Act of 1992.

Confidentiality

The Company will maintain the confidentiality of all information that is provided
by the employee and related to an employee's status as a victim or family
member of a victim of domestic violence, a sexual offense or stalking. The
Company will not disclose such information unless it is:

e Requested or voluntarily authorized in writing by the employee;

e Ordered by a court or administrative agency or otherwise required by
applicable federal or state law;

e Provided to a law enforcement agency;

e Necessary to protect other employees from imminent harm; or

e Necessary to provide a reasonable accommodation for the victim (and then,
only to the extent necessary).

The Company will notify the employee in the event of a disclosure made for one
of the reasons described above.

No Retaliation or Discrimination

The Company will not retaliate or otherwise take unlawful discriminatory action

against an employee because the employee:

e Attended, participated in, prepared for or requested leave to attend,
participate in or prepare for a criminal, civil or administrative proceeding
relating to domestic violence, stalking or a sexual offense of which the
employee or employee's family member was a victim, including meeting
with an attorney or law enforcement officials;

e Sought physical or mental health treatment or counseling for domestic
violence, a sexual offense or stalking of which the employee or employee's
family member was a victim; or

e Experienced a disruption at the workplace or a threat to employment related
to domestic violence, a sexual offense or stalking of which the employee or
employee's family member was a victim.

Employees may also be entitled paid time off for reasons related to being a
victim or family member of a victim of domestic violence, sexual offense or
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stalking under the Company's Sick and Safe Leave incorporated into the NLI
PTO policy and should consult the PTO policy and/or Human Resources or any
member of leadership for additional information.

Employees who have questions about this policy or who wish to request a
reasonable accommodation under this policy should contact their Human
Resources representative or any member of leadership.

Employment Eligibility and Work Authorization

NLI is committed to employing only individuals who are authorized to work in the
United States and who comply with applicable immigration and employment law. As a
condition of employment, every individual must provide satisfactory evidence of their
identity and legal authority to work in the United States within three business days of
commencing employment. If the employee cannot verify their right to work in the
United States within three business days of employment, NLI will be required to
terminate their employment immediately.

Criminal Background Check

NLI requires a criminal background check for all employees upon hire once a
conditional offer of employment has been extended. The employee must
authorize this background investigation prior to a background check being
conducted.

Although disqualification is possible, in accordance with federal and state laws,
a previous conviction does not automatically disqualify an applicant from
consideration for employment with NLI. Depending on a variety of factors (e.g.,
the nature of the position, the nature of the conviction, age of the candidate
when the illegal activity occurred), the candidate may still be eligible for
employment with NLI.

However, if an applicant attempts to withhold information or falsify information
pertaining to previous convictions, the employee will be disqualified from further
employment consideration in any position with NLI due to falsification of an
application.

An offer of employment may be extended to an applicant prior to the completion
of the criminal background check. However, the applicant’s first day of work in
the position must not be prior to the satisfactory completion of the criminal
background check.

Employee Categories

Employees are divided into the following categories for the purpose of
compensation and benefit eligibility. NLI policies apply to all categories of
employment.

Page 13 of 72



¢ Regular Full-Time Employee: Employees who are regularly
scheduled to work 40 hours a week. This category also includes an
employee who is currently in their 90-day trial period following a
transfer or promotion.

¢ Probationary Employee: Employees who are in the first 90 calendar
days of employment.

e Employee on Leave of Absence: Eligible employees with an
extended period of paid or unpaid time off from work for health,
personal, educational, or military reasons.

FLSA Classification

NLI employees are designated as Exempt from federal and state wage and hour
laws in accordance with the Fair Labor Standards Act (FLSA). Exempt
employees are excluded from specific provisions of federal and state wage and
hour laws and do not receive overtime pay.

Exempt Employees are paid a base salary for their work and may be required to
work extra hours or days to complete a project or task to perform work in a
professional and acceptable manner. No additional compensation or paid time
off is provided to an exempt employee for additional hours or days of work.

Probationary Period

Upon hire, as an employee with NLI, employees will participate in a 90-day
probationary period during which time both the employee and their supervisor
will have a chance to determine the employee’s suitability for the position.
Probationary evaluations may be conducted throughout this period. A
probationary period may be extended up to six months (in one-month
increments), if necessary.

Job Postings

NLI provides employees an opportunity to indicate their interest in open
positions and advance within the organization according to their skills and
experience. Job openings are posted on NLI's careers web site (Careers - New
Lines Institute). To apply for an open position, employees must apply online.
Though every effort may be made to try to accommodate internal applicants,
other recruiting sources may also be used to fill open positions, with internal
and external candidates being evaluated based on knowledge, skills, education,
experience and other position-related factors.

Promotions and Transfers

NLI encourages promotion from within whenever practical. It is NLI's
expectation, whenever possible, that employees will remain in their position for 6
months prior to requesting or applying for a position or department
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change. Where appropriate, an employee may be promoted to a more
responsible position in their current department, or another department, without
the position being posted. Employee eligibility for promotion will be determined
by the requirements of the position, as well as by the employee’s performance
evaluations. In addition, to be considered, employees must have a satisfactory
performance record, have no corrective actions during the last six months, and
have no outstanding obligations with regard to compliance.

Any employee who has been transferred or promoted into a new position will
serve a 90-day trial period. During this time, a new 90-day probationary period
evaluation may be completed by the supervisor.

Nepotism

If NLI employs you and members of your family, one may not supervise the
other. Family members include the employee's spouse, child, parent, parent-in-
law, grandparent, grandparent-in-law, granddaughter, grandson, daughter-in-law,
son-in-law, step-parent, domestic partner (a person with whom the employee's
life is interdependent and with whom the employee shares a mutual residence),
brother, sister, brother-in-law, sister-in-law, daughter or son of the employee's
spouse or domestic partner, and any relative living in the household of the
employee or domestic partner.

Should two employees who work together or supervise each other enter into a
personal, non-work related relationship, NLI will attempt to reassign one of the
employees to another position for which he or she is qualified if such a position
is available. If no such position is available, the employees will be permitted to
determine which one of them will resign from NLI.

Compensation

It is the policy of NLI to maintain and administer a formal salary program that
recognizes the relative value of each staff position when compared with other
positions and that compensates employees in each position at a salary
commensurate with their experience and performance. NLI will attempt to
maintain pay rates that are competitive in the appropriate local and national
markets, taking into consideration NLI's fiscal position and its geographic
location. Any salary figures provided to an employee in annual or monthly terms
are stated for the sake of convenience or to facilitate comparisons and are not
intended and do not create an employment contract for any specific period of
time.
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Workweek

Our payroll work week begins on Monday 12:01am and ends on Sunday at
12:00am. NLI will compute your time based on a 40-hour workweek.

Paycheck & Pay Periods

All staff members are paid on a semi-monthly basis. The semi-monthly payment
for time worked through the 15~ of each month is made on the 15+ of that
month. Payment for the balance of the month is made on the last day of the
month. When a payday falls on a holiday or weekend, paychecks will be issued
on the preceding workday.

The first paycheck for employees who start work between the 9" and 15" of the
month will be issued on the last day of the month. The first paycheck for
employees starting between the 24™ and last day of the month will be issued on
the 15th of the following month.

Mandatory Deductions from Paycheck

NLI is required by law to make certain deductions from your paycheck each time
one is prepared. Among these are your federal, state, and local income taxes,
and your contribution to Social Security as required by law. These deductions
will be itemized on your check stub.

Paycheck Distribution & Direct Deposit

Direct deposit provides the convenience of having paychecks electronically
deposited into checking or savings accounts and pay stubs electronically
available at any time via the HRIS system. All employees are required to provide
accurate routing and account numbers as all employees will be paid via direct
deposit. If you change banks and/or account numbers, you must log in to the
HRIS system self-service portal and update your direct deposit information. If
you fail to update your information, all funds already submitted to the bank will
not become available until such funds are returned to NLI by the bank. Any fees
associated with the return of funds will be the employee’s responsibility.

If you decide not to use direct deposit for your paycheck, please address this
with the Payroll department so that NLI can make alternate arrangements.

Newly hired employees will receive their first paycheck as a live paper check.

Error in Pay

In the event of an error in payment or an improper deduction, you should contact
the Payroll department as soon as possible. A Payroll representative will
investigate the matter and make any necessary corrections in a timely

manner. Any questions concerning how or when corrections will be made
should be directed to the Payroll department.
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Time & Attendance
The purpose of time and attendance is to record hours worked.

If an employee is going to be late to work or absent for the day, they are
responsible for notifying their supervisor. If an employee is absent for the day,
they should also enter the appropriate leave type for the day in the HRIS system.

Employees will have ownership and accountability for inputting work time and
PTO hours via the HRIS system. Supervisors will be able to override the system
and make any necessary corrections, as needed. All employees are able to log in
to the HRIS system to view their own timecards or to review PTO balances.

Recording & Reporting Paid Time

Employees are responsible for recording and reporting accurate and complete
work time to ensure the timely and accurate payment of salaries and wages and
the processing of all NLI payroll disbursements and related deductions. The
Payroll department ensures that payroll transactions comply with generally
accepted accounting principles and that all withholdings for taxes, benefits,
wage attachments, and voluntary deductions are reported accurately.

When applicable, timesheets must be updated and submitted at the end of each
pay cycle in which paid time off and/or leave benefits are utilized.

When applicable, an NLI employee is responsible for accurately recording and
submitting their time. No one may record hours worked on another employee's
timesheet. Tampering with another employee's time record is cause for
corrective action, up to and including possible termination, of both employees.

Planned leave or holiday time may be entered in advance.

You should review your timesheet for accuracy before submitting. In the event of
an error in recording your time, please report the matter to the Payroll
Department immediately to have it modified. Falsifying timekeeping records and
failing to record time accurately are very serious matters and may result in
corrective action, up to and including termination.
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Performance Evaluations & Performance Improvement Plans
Rather than administering the traditional annual performance review framework,
NLI has adopted an agile performance management framework which requires
regular feedback from supervisors and your performance is assessed through
more regular and casual exchanges between you and your supervisor via regular
check-in meetings. Check-in meetings between supervisors and employees may
occur as frequently as needed, but no less than on a quarterly basis. These
check-in meetings are designed for supervisors and employees to articulate
clear expectations, performance feedback, and career growth.

Annual performance reviews summarize past check-ins and are based on your
achievement of pre- determined goals and metrics and ratings congruent with
agile values and principles. The approach is focused more on employee
development and assessment for future improvements rather than evaluation of
past performance. Similar to regular departmental assessments, the concept is
one that encourages your continuous development and improvement.

NLI has implemented an Agile performance management system for goal
setting, check-ins, and feedback between supervisors and employees, and all
regular employees are required to participate.

Any employee who is struggling with performance will be put on a Performance
Improvement Plan (PIP). The PIP is designed to help an employee understand
when their performance is out of alignment with the expectations of their
position and to create a documented plan for improvement within a set period of
time. Follow-up evaluations will be scheduled to evaluate the performance
improvement. Employees who fail to improve their performance and/or conduct
in this time frame will be subject to corrective action, up to and including
termination.

Both paid and unpaid time off may be granted to eligible employees, according to the
following leave policies. Please consult your supervisor or the Human Resources
Department for further information.
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Holidays
All regular full-time employees are eligible for holiday pay. Holiday pay shall be at
the employee’s regular straight-time rate times regularly scheduled hours (not to
exceed 8 hours). NLI typically observes the same paid holidays as the U.S. Office
of Personnel Management and permits two additional floating holidays annually
as follows:

New Year's Day

Martin Luther King Jr. Day

Inauguration Day (each fourth year a President is inaugurated)
Washington's Birthday

Memorial Day

Juneteenth National Independence Day
Independence Day

Labor Day

Columbus Day

Veterans Day

Thanksgiving Day

Christmas Day

Floating Holidays (2)

Employees asked to work on a scheduled holiday will receive a floating holiday
to use at a later date. An employee who is not asked to work on a scheduled
holiday may request to work, but this must be approved by the employee’s
supervisor.

When a holiday falls on a Sunday, the following Monday will be observed. When
a holiday falls on a Saturday, the preceding Friday will be observed.

Floating holidays do not carry over from year to year and are not paid out if an
employee separates from employment prior to use.

Paid Time Off

NLI provides Paid Time Off (PTO) as one of the many ways in which we show
our appreciation to our employees. PTO may be taken as vacation time to allow
you to rest and relax, as extra time around the holidays to spend time with
friends and family, as time to pursue special interests, or as time off due to
illness and/or medical appointments. PTO may also be used to comply with
paid sick and safe leave in accordance with the requirements of the DC Accrued
Sick and Safe Leave Act (ASSLA) and the Earned Sick and Safe Leave
Amendment Act (ESSLA).
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Only full-time employees are eligible to accrue PTO. PTO hours begin accruing
immediately and are carried over from year to year, with a maximum of 240
hours carried over each year. Newly hired employees who are in their 90-day
probationary period may start accruing PTO hours immediately, but are not
eligible to use PTO until after the completion of their probationary period.

The following schedule shows the amount of PTO earned for full-time
employees during a period of continuous service.

Years of Employment Vacation Hours Annual Benefit
Earned Per Pay
Period
0-3 Years 5.00 15 Days (or 120 hours)
3-5 Years 6.00 18 Days (or 144 hours)
5+ Years 7.00 21 Days (or 168 hours)

Except in the instance of illness or unforeseeable absences, all leave must be
scheduled in advance with your supervisor. Earned hours must be used before
submitting a request for an unpaid leave of absence, unless federal or state law
dictates otherwise. Every effort will be made to grant your request for leave at
the time you desire. However, leave cannot interfere with your department’s
operation and, therefore, must be approved by your supervisor in advance. If any
conflicts arise with regard to requests for leave, preference will be given to the
first employee who requests the time off. Supervisors may decline a request for
leave if it will leave the department without sufficient operational coverage.

Employees are encouraged to use their PTO hours throughout the year, but NLI
has the authority to determine when and to what extent leave requests will be
granted. To prevent excessive operational gaps and delays, employees are not
permitted to take more than 15 consecutive business days of PTO at one time.
Any employee planning to take three (3) or more consecutive days of leave is
expected to wrap up open assignments and/or transfer them to another
employee prior to their departure. Additionally, any e-mail and voicemail
accounts should be updated to indicate the Out of Office timeframe and
alternative contact information.

Exempt employees who miss less than four hours will not be charged time off,
but they will be expected to make up missed hours for late arrivals and outside
appointments.

Only accrued leave may be taken. You may not receive advanced leave pay (for
time off taken in excess of your leave accrual balance) for any full day.
Advanced leave less than eight hours may be extended, but if termination of
employment occurs prior to repayment by leave accrual earnings,
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reimbursement shall be affected by deduction from salaries due at the time of
termination as permitted by law.

Upon termination, employees will be paid out their accrued PTO earned with a
maximum amount of 240 accrued hours provided two weeks' notice is given.

Volunteer Time Off (VTO)

In order to create community engagement opportunities for NLI employees that
are meaningful, purposeful, and help those in need (and, of course, to enrich and
inspire the lives of our employees), NLI offers its employees paid time off to
volunteer.

Eligibility

All regular employees of NLI who meet the criteria below are eligible to
participate in this program after successful completion of the probationary
period.
e The employee must be in good standing. An employee may not be
on a PIP at the time of request.
e The employee must provide reasonable notice to their supervisor
and work demands can take priority over the VTO request.

Amount of Time & Compensation

All regular full-time employees can volunteer up to eight (8) hours per calendar
year with a 501(c)(3) nonprofit or its U.S. equivalent in accordance with NLI's
giving and volunteering guidelines.

e Employees will be paid at their normal rate of pay for the volunteer
hours taken.

e Time off can be taken in whole for a day or in one-hour increments
spread across multiple efforts.

e VTO is refreshed at the beginning of each calendar year and cannot
be accrued or carried-over into the following year.

e Unused VTO is not paid out upon an employee’s termination

e Usage of this time does not affect PTO accrual or usage.

Approval Process

Requests for VTO must be made and approved in advance of an employee
taking the time off. To request VTO, use the following procedure:

e Step 1 — Put arequest for VTO in the HRIS system for your
supervisor’'s approval at least one week before the requested time
off.
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Step 2 —~Complete the VTO Request Form and submit to your
supervisor.

Disclaimers

Employees participating in NLI-sponsored events do not need to use VTO
hours to participate in these events.

VTO may not be used for organizations that discriminate based on race,
color, age, gender, religious creed, veteran status, marital status, sexual
orientation, pregnancy, childbirth, national origin or ancestry, physical or
mental disability, medical condition or genetic information, or political
affiliation.

NLI reserves the right to revoke approval if it is felt that the employee is
misusing the program.

This policy may be modified, suspended, or terminated at the sole
discretion of NLI at any time, for any reason.

Bereavement Leave
NLI provides between one to five days off with pay to regular full-time employees to
handle matters related to a death in the family. The amount of time provided is based

on the relat

ionship to the family member. The chart below outlines the amount of

leave based on relationship.

Leave Relationship Definition

5 Child Any child, step-child, or child for whom the employee was a legal guardian
days Spouse Any legal spouse or registered same-sex partner
4 Parent Any parent, step-parent, or legal guardian to the employee (or in-law
days equivalent)
Grandchild Any grandchild as set by the definition of child
3 Grandparent | Any grandparent (or in-law equivalent)
days | sibling Any sibling, step-sibling, half-sibling, (or in-law equivalent)
2 Aunts/Uncles| Any aunt or uncle of the employee
days Cousins Any child of the aunt or uncle of the employee
1day | Friend Any friend, boyfriend, girlfriend, or classmate of the employee
Colleague Any colleague of the employee

To verify the relationship of the deceased to the employee, a funeral program or
obituary may be required by the employee’s supervisor or by the Human
Resources department.

Voting Leave & Election Day
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We encourage you to exercise your voting privileges in local, state, and national
elections. However, since the polls are open for long periods, you are
encouraged to vote before or after regular working hours. When this is not
possible, employees who are registered voters may be granted up to two hours
of paid time off either at the beginning or the end of the workday/shift. Any
requests for time off to vote must be made at least two working days in
advance. An employee’s supervisor has the discretion to decide when
employees may take time off to vote. Voting leave will be separate from and in
addition to any other accrued, available leave.

Any election inspector, clerk, or returning officer will be granted unpaid leave on
the day of an election. Proper documentation of the appointment and the dates
of the required service must be furnished to your supervisor at least seven (7)
days before the election.

Jury Duty

It is your civic duty as a citizen to report for jury duty whenever called. If you are called
for jury duty, you must notify your supervisor as soon as possible after receipt of the
jury summons. NLI will permit full- time employees to take the necessary time off, and
we wish to help you avoid any financial loss because of such service. NLI will
reimburse full-time employees for the difference between your jury pay and your
regular pay, not to exceed eight hours per day, for a maximum of five (5) business
days or, where other state laws are applicable, will provide compensation in
accordance with state law. On any day you are not required to serve, you will be
expected to return to work. In order to receive jury duty pay, you must present a
statement of jury service and pay to the Payroll and Human Resources departments.

Any additional or other time off under this policy will be without pay, except that
exempt employees will not incur any reduction in pay for a partial week's absence due
to jury duty.

Birthday Leave

As a gift to employees and to celebrate their birthdays, NLI provides one (1) paid
day of Birthday Leave each year to all full-time employees. Newly hired
employees who start working at NLI on a date that is after their birthday are not
eligible for Birthday Leave in that particular year.

Birthday Leave should be taken during the month of the employee’s birthday. If
an employee’s birthday falls during a busy period and the employee is unable to
schedule Birthday Leave for that month, the employee must receive approval
from their supervisor to use the leave during the month immediately following
their birthday.

Maternity/Paternity Leave
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Employees working primarily in DC may be eligible for DC FMLA and/or DC
Parental Leave Act benefits and may find more information here. See also the
Family and Medical Leave section of this handbook. Employees working
primarily in other states should reach out to Human Resources for more
information on location specific leave benefits.

Meal and Break Periods
NLI complies with all laws regarding meal and rest breaks.

NLI will provide break time as appropriate, subject to operational needs and
supervisor discretion.

Rest breaks of short duration (lasting between five and fifteen minutes) will be
counted as "hours worked" and paid accordingly. Meal breaks lasting 30
minutes or more are not considered "hours worked" for purposes of federal law
and will not be paid for nonexempt employees.

Employees must be completely relieved from work duties during any unpaid
meal breaks.

Like breaks, meal periods are not to be used to offset late arrivals to work, early
departures, or other absences.

Lactation Breaks

NLI will accommodate employees who desire to express breast milk during
working hours by providing a reasonable amount of break time to be used for
this purpose as well as make a reasonable effort to provide a location where an
employee can express her breast milk in privacy and security. In the event that
an employee requires additional time, other than the regular rest or meal
periods, NLI will provide additional time off for this purpose. Where these
additional breaks are required, employees should work with their supervisor
regarding scheduling.

The Company strictly prohibits discrimination against or harassment of
employees because they are breastfeeding mothers and/or request or take
breaks in accordance with this policy.

NLI will not discriminate against any employee who exercises rights provided
by federal and state law.
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Unpaid Leaves

Occasionally, for medical, personal, or other reasons, you may need to be
temporarily released from the duties of your job with NLI. It is the policy of NLI to
allow its eligible employees to apply for, and be considered for, certain specific
leaves of absence.

For exempt employees, time off from an entire day of work will count first
against your allotted PTO hours and then without pay. Failure to return to work
as scheduled from an approved leave of absence or to inform your supervisor of
an acceptable reason for not returning as scheduled will be considered a
voluntary resignation of employment.

All requests for leaves of absence shall be submitted in writing to your
supervisor and to Human Resources. Each request shall provide sufficient detail
such as the reason for the leave, the expected duration of the leave, and the
relationship of family members, if applicable.

An employee on an unpaid leave of absence will not continue to accrue PTO
past the first 30 days of unpaid leave.

Disability (Including Pregnancy) Leave of Absence

NLI may grant an unpaid leave of absence for iliness, disability, or pregnancy. To
request a disability leave of absence from your supervisor, you should submit, or
have someone submit for you, a statement of ill health or disability from your
doctor. (Pregnancy is treated, for the purposes of this policy, the same as an
illness or disability.) You are required to give as much notice as possible of your
pending need for a disability leave of absence.

In the case of a disability, please inform your supervisor as soon as possible of
the date you and your doctor anticipate that you will begin your leave. Similarly,
please inform your supervisor as soon as possible of the date you and your
doctor anticipate that you will return to work (this may be updated if/when
circumstances surrounding your disability change). To the extent required by
law, we will make every effort to hold your position open, or return you to a
similar position if one is available for which you may be qualified.

PTO benefits do not continue to accrue during a leave of more than 30 days.
This policy applies to all employees. Your group insurance booklet should be
reviewed to determine your insurance coverage during a leave of absence.

Employees who develop an illness or physical condition which requires medical
treatment or restrictions and precautions will be required to submit a physician's
statement. This statement must give approval that continued full-time
employment in their present position would not jeopardize their health or the
safety of others, in the event they continue to work. A similar statement is
required upon return from a disability leave.
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If an employee qualifies as disabled under the Americans with Disabilities Act
(ADA), they may request any necessary accommodations for their return to
work. Employees who must remain away from work for more than the period of
time certified by a physician or for more than the allowed FMLA leave period
may be considered terminated from employment. In such cases, these
employees are welcome to re-apply subject to NLI's usual hiring policies.

Military Leave of Absence

Employees who are required to fulfill military obligations in any branch of the
Armed Forces of the United States or in state military service will be given the
necessary time off and reinstated in accordance with federal and state law.

The time off will be unpaid, except where state law dictates otherwise. Exempt
employees may be paid their regular salary less military pay for temporary
military leave absences during a week in which they have performed work.
Accrued PTO may be used for this leave if the employee chooses.

Military orders should be presented and arrangements for leave made as early
as possible before departure. Employees are required to give advance notice of
their service obligations to NLI unless military necessity makes this impossible.
An employee on military leave for up to 30 days must return to work on the first
regularly scheduled work period after their service ends. If an employee is on
military leave for more than 30 days, they must apply for reinstatement in
accordance with USERRA and applicable state laws. When an employee returns
from military leave (depending on the length of the military service in
accordance with USERRA), they will be placed either in the position they would
have attained if they have stayed continuously employed or in a comparable
position. For the purpose of determining benefits that are based on length of
service, an employee returning from military leave will be treated as if they have
been continuously employed.

Continuation of health insurance benefits is available as required by USERRA
based on the length of the leave and subject to the terms, conditions, and
limitations of the applicable plans for which you are otherwise eligible. PTO will
not accrue during a military leave. When you return from leave, the benefits will
start accruing again.

Personal Leave of Absence

In special circumstances, NLI may grant leave for a personal reason, but never
for taking employment elsewhere or going into business for oneself. An
employee should request an unpaid personal leave of absence from their NLI
supervisor and the Human Resources department. All requests will be given
individual consideration. A personal leave of absence must not interfere with the
operations of your department or NLI.

A personal leave of absence may be granted for up to 30 calendar days. If leave
is extended for more than 30 days, PTO and other benefits will no longer
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continue to accrue. Consult the group insurance booklet to determine insurance
coverage during a leave of absence.

When a personal leave of absence ends, NLI will make every reasonable effort to
return the employee to the same position if it is available, or to an available
similar position for which the employee is qualified. However, NLI cannot
guarantee reinstatement in all cases. Failure to return from a leave at the time
agreed will result in termination of employment.

If an employee accepts any employment or goes into business while on a leave
of absence from NLI, they will be considered to have voluntarily resigned from
employment with NLI as of the day on which they began the leave of absence.

Witness Duty

If an employee receives a subpoena for a court appearance as a witness in
cases related to employment at NLI, they will not suffer loss of pay for
performing any such duties. Proof of appearance must be submitted to Human
Resources upon completion of such service.

If an employee has to go to court to be a witness for someone other than NLI,
we will give them a maximum of eight (8) hours of unpaid time off or as required
by state law. Employees are welcome to use PTO hours to cover any unpaid
time off that is needed.

Any employee requesting time off to be a withess must show the subpoena to
their NLI supervisor and submit a copy to Human Resources as soon as they
receive it. Employees are expected to report for work whenever they are not
needed in court.

Victims of Crime

NLI will grant reasonable and necessary leave from work, without pay, or as
required by state law, to employees who are victims of a crime (including
domestic abuse), as well as the spouse or child of any victim of a crime or the
parent of a minor child who is a victim of a crime, to exercise their rights to be
present at a proceeding pertaining to the crime.

Prior to taking leave under this policy, eligible employees must provide NLI with
reasonable notice of the need for leave including a copy of the form provided to
the employee by the law- enforcement agency and, if applicable, notice of each
scheduled proceeding. However, NLI may limit the leave provided under this
section if the employee’s leave creates an undue hardship to NLI's business.

Parental Leave for School-Related Activities

Parents may want and/or need to attend school events and activities during
working hours. NLI allows employees up to 24 hours of unpaid leave during any
12-month period, or as required by state law, for school related activities.
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The following individuals are eligible for leave under this policy: (1) a parent,
legal guardian or individual with legal custody of a child; (2) an aunt, uncle or
grandparent of a child; or (3) a person married to, or in a domestic partnership
with, a parent, legal guardian, individual with legal custody, aunt, uncle or
grandparent of a child.

To qualify for leave under this policy, school-related meetings or events must be
sponsored by the child's school or an organization associated with the school,
such as a parent-teacher association (PTA), including concerts, plays,
rehearsals, sporting games or practices and meetings with teachers or
counselors. The child must be involved in the meeting or event as a participant
or as the subject, not as a spectator.

Employees must notify their supervisor at least 10 calendar days before a
school event, unless attendance is not reasonably foreseeable, in which case the
employee must provide as much notice as possible. Time off will be without pay,
although employees may substitute accrued vacation, personal or
compensatory time, if applicable, for any unpaid leave under this policy, and
salaried exempt employees may be paid, as required by law. Employment
benefits and seniority will not be lost during leave.

The Company, in its discretion, may deny an employee's request if granting time
off would unduly disrupt company business.

Employees may use PTO to cover any school-related leave activities. It is
expected that any employee requesting this kind of leave give at least 48 hours
advance notice when possible.

Inclement Weather

In the event of severe weather conditions, NLI may decide to close all non-
essential operations. Upon an authorized official closing, all full-time employees
scheduled to work on that particular day are expected to telecommute, to the
extent possible, and will receive their regular pay.

When NLI is not officially closed all employees are expected to report to work on
time; however, when weather conditions create transportation difficulties that
result in late arrival, supervisors may authorize up to two (2) hours of such lost
time as an authorized absence. If an employee determines that they are unable
to commute to work, and the employee is unable, or not authorized by their
supervisor, to telecommute, the employee will be required to use an equal
amount of their accrued PTO or be unpaid.
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Family & Medical Leave

Employees working in DC may be eligible for DC FMLA and/or DC Parental
Leave Act benefits and may find more information here. The content below is
relevant to employees who work primarily in DC, employees working primarily
from other locations should reach out to Human Resources for more
information on location specific leave benefits. NLI is not subject to the
federal Family and Medical Leave Act.

We recognize that an employee may need to be absent from work for an
extended period of time for family and/or medical reasons. Accordingly, the
Company will grant time off to employees in accordance with the requirements
of the District of Columbia's Family and Medical Leave Act in effect at the time
an employee's leave is granted.

All questions concerning this policy should be directed to Human Resources.

Leave Entitlement and Eligibility

Employees who work in the District of Columbia, have been employed by the
Company for at least 12 consecutive or non-consecutive months (including any
holiday, sick or personal leave) in the seven years preceding a leave request and
worked for at least 1,000 hours during those 12 months are entitled to 16
workweeks of unpaid family leave and 16 workweeks of unpaid medical leave
within a 24-month period.

For purposes of this policy, a "serious health condition" means a physical or
mental illness, injury or impairment that involves inpatient care in a hospital,
hospice or residential health care facility, or continuing treatment or supervision
at home by a health care provider or other competent individual.

Terms of Family Leave

Family leave may be used for the birth of a child of the employee, the placement
of a child with the employee for adoption or foster care, placement of a child
with the employee for whom the employee permanently assumes and
discharges parental responsibility or for the care of a family member who has a
serious health condition.

For purposes of this policy, a "family member" includes: (1) a person to whom
the eligible employee is related by blood, legal custody or marriage; (2) a foster
child; (3) a child who lives with an eligible employee and for whom the
employee permanently assumes and discharges parental responsibility; or (4) a
person with whom the employee shares or has shared, within the last year, a
mutual residence and with whom the eligible employee maintains a committed
relationship. A "child" includes a person under the age of 21, a person of any
age who is substantially dependent on the employee due to a disability or a
person under the age of 23 who is a full-time student at an accredited college or
university. A "committed relationship” is a domestic partnership (as defined in
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section 2(4) of the Health Care Expansion Act of 1992; D.C. Official Code § 32-
701(4)) or a familial relationship between two people, established by certain
factors, such as: mutual economic interdependence (e.g., joint bank accounts,
shared leasing); domestic interdependence, including the public presentation of
the relationship and the exclusivity of the relationship; the length of the
relationship; and the intent of both people to stay committed in the relationship,
as evidenced by things such as a will or life insurance.

If two family members are employed by the Company, the Company may limit
the total number of family leave workweeks to which the family members are
entitled during the 24-month period to 16 workweeks. The Company may also
limit the number of workweeks to which family members may take family leave
simultaneously during the 24-month period to four workweeks.

The entitlement to family leave expires 12 months after the birth or placement
of the child with the employee.

Employees must provide timely notice to their supervisor, either 30 days prior to
the commencement of the leave or as soon as possible prior to the date on
which the employee wishes the leave to begin if the leave was not foreseeable.
If an emergency prevents the employee from notifying the Company until the
first day of leave, the employee must notify the Company no later than two
business days after the absence begins. In addition, employees must make a
reasonable effort to schedule planned medical treatment in a manner that does
not disrupt company operations.

When an employee's covered family member has a serious health condition,
leave may be taken intermittently when medically necessary. With approval,
family leave may be taken on a reduced leave schedule, during which time the
16 workweeks of family leave may be taken over a period not to exceed 24
consecutive workweeks.

Family leave is unpaid unless the employee elects to substitute paid time off,
including paid sick leave, if applicable. The use of paid time off or paid sick
leave will count towards the employee's 16 workweeks of family leave
entitlement, however, such time will not extend the leave time beyond 16
workweeks.

Terms of Medical Leave

If an employee becomes unable to perform the functions of his or her position
because of a serious health condition, he or she will be entitled to medical leave
for the time that he or she is unable to perform the functions, except that the
leave must not exceed 16 workweeks during any 24-month period. This leave
may be taken intermittently when medically necessary.
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If an employee takes leave because of his or her own health condition, the
Company may request that the employee temporarily transfer to an available
alternative position which better accommodates the recurring leave and has
equivalent pay and benefits.

If the need for medical leave is foreseeable, employees must provide
reasonable prior notice and make a reasonable effort to schedule planned
medical treatment in a manner that will not disrupt company operations.

Medical leave is unpaid except that employees may elect to substitute paid
medical or sick leave and, with approval, may substitute accrued vacation,
personal or compensatory time for any part of the unpaid medical leave. The
use of paid time off will count towards the employee's 16 workweeks of
medical leave entitlement.

Alternative Employment in Lieu of Leave

The Company may agree to allow alternative employment in lieu of leave for the
duration of the employee's serious health condition. Any period of alternative
employment will not count against the 16 weeks of family or medical leave to
which the employee is entitled. When an employee who agreed to alternative
employment becomes able to perform the duties of the original position, the
employee will be restored to that original position or an equivalent position with
equivalent employment benefits, pay, seniority and other terms and conditions
of employment.

Medical Certification

Leave taken due to the serious health condition of an employee or covered
family member must be supported by a certification from a health care
provider. Employees seeking medical leave must submit the certification within
15 days of receiving an eligibility letter. If the Company has reason to doubt the
validity of the certification provided by the employee, the Company may require
a second opinion from a health care provider approved by the Company and at
the Company's expense. If the employee's health care provider and the health
care provider providing the second opinion do not agree, the Company may
require a third opinion, also at the Company's expense, performed by a mutually
agreeable health care provider who will make the final determination.

The medical certification must include the following:

e The date on which the serious health condition began, or is expected to
begin;

e The probable duration of the condition;

e The appropriate medical facts known to the health care provider that would
entitle the eligible employee to leave under the DC FMLA; and

e For purposes of medical leave, a statement that the employee is unable to
perform the essential functions of the employee's position; or, for purposes
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of family leave, an estimate of the amount of time that the employee is
needed to care for the family member.

The Company may require recertification on a reasonable basis and, before
permitting the employee to return, may require the employee to provide medical
certification that he or she is able to return to work.

Benefits and Reinstatement

During family or medical leave, employees are entitled to the continuation of
available group health benefits under the same terms and conditions as if the
employee had not taken leave. In other words, the employee must continue to
pay his or her portion of premium contributions during the leave. Employees are
not entitled to accrue any seniority or employment benefits during leave.

Upon return from leave, an employee usually will be restored to his or her prior
position or to an equivalent position with equivalent employment benefits, pay,
and other terms and conditions of employment. An employee has no greater
right to continued employment or reinstatement than if the employee had been
continuously employed. For example, employment may be terminated in
conjunction with a layoff or job elimination during a leave of absence the same
as if the employee was not on leave.

Certain highly compensated employees may be denied reinstatement if
necessary to prevent substantial economic injury to the Company's operations.

Confidentiality
Documents relating to medical certifications or recertifications of employees or
employees' family members will be kept confidential.

Fraudulent Use of DC FMLA Prohibited
An employee who fraudulently obtains leave under this policy may be subject to
disciplinary action.

Nondiscrimination/Anti-Retaliation

The Company will not interfere, restrain or deny the exercise of any rights
provided under this policy. If an employee believes that his or her leave rights
have been violated in any way, he or she should immediately report the matter
to any member of leadership or Human Resources.

DC Paid Family Leave
Employees working in DC may also be eligible for DC paid family leave benefits.
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NLI Benefits Package

NLI is proud to offer a competitive and comprehensive benefit package. We
strive to continually deliver high value benefits to meet our employees’ needs
through annual evaluation. What follows in this section is a general summary of
our employee benefits program. Employees should refer to each plan’s summary
plan descriptions for specific questions regarding the benefit plan. In the event
there is any question or conflict in language or interpretation between the
summary plan descriptions and documents in relation to the provisions of this
Employee Handbook, the terms of the actual contracts and other plan
documents will control over the summaries in this Employee Handbook.

NLI selects NLI's insurance carriers. We reserve the right to change carriers
and/or levels of coverage at any time. Eligibility and benefits are subject to plan
restrictions and guidelines.

Eligibility for Benefits

You must be a regular full-time employee to be eligible for group insurance
benefits. Eligible employees may enroll in the group health insurance plans on
the first day of the month following their date of hire. If an employee’s hire date
or eligibility date is the first day of the month, then benefits are effective
immediately provided that they complete and submit all required enrollment
forms on, or before, their hire or eligibility date. Please refer to the summary plan
description for detailed information.

The term “eligible employee(s)” as used in this Employee Manual refers to
regular full-time employee(s) unless otherwise designated. Each employee will
be advised of the status of their position when they are hired.

Benefit Changes / Open Enrollment
You may elect to change benefits during NLI's annual open enrollment each
year. Benefit changes are effective on July 1 of the same year.

You may also change elections upon occurrence of a major life event including
commencement or termination of a spouse’s employment; marriage or divorce;
death of a spouse or child; birth or adoption of a child; a significant change in
your or your spouse’s coverage due to your spouse’s employment; and work
shift changes. Changes due to a major life event must be made within 30 days
of the event, or during annual open enrollment. If changes are not
communicated within 30 days, you must wait until the next open enroliment
period to make changes. Please contact the Human Resources Department for
detailed information.
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Benefit Options and Premium Contributions

NLI offers group-sponsored Medical, Prescription Drug, Dental, and Vision
benefits. Additionally, the NLI benefits package includes voluntary insurance
options for employees to choose from, such as supplemental life, supplemental
medical, long-term disability, and a 401(k) retirement plan.

Employees pay a portion of the premium for medical and dental coverage; NLI
contributes a percentage of the premium for group participants. For all voluntary
benefits, employees are responsible for the full cost of coverage. Employee
contributions for these coverages will be deducted from the employee’s
paycheck. Deductions are taken through semi-monthly, pre-tax payroll
deductions that are based on the type of plan and level of coverage selected.
Healthcare benefits such as medical, dental, and vision are deducted pre-tax,
while voluntary benefits are post-tax deductions. Please contact the Human
Resources Department for detailed information.

Benefit Continuation — COBRA

Federal legislation mandates that health insurance continuation must be offered
to employees who would otherwise lose coverage under the employer's plan due
to one of the following events: employee’s resignation, termination, leave of
absence, shorter work hours, divorce, legal separation, death, or when a
dependent child stops being eligible for coverage.

If an employee continues their insurance under COBRA, they will pay the full cost
of the insurance at NLI group rates plus a 2% administration fee. Any employee
who qualifies for COBRA will receive a written notice describing their COBRA
rights and the costs of any applicable premiums within 14 days of their loss of
coverage.

Group-Sponsored Benefits

Medical & Prescription Drug

NLI offers medical and prescription drug coverage that can help you stay well —
through preventive care benefits, such as annual physicals — and get treatment
when you are ill or injured. Our medical plans allow you to select a plan and a
network that best meets your needs and the needs of your family. Prescription
Drug and Vision coverage is included with the medical insurance.

Dental & Vision

NLI's dental plan offers coverage for preventive dental care as well as major
dental work.

For those individuals who benefit from vision coverage, NLI helps you keep
costs down for eye exams and prescription eyewear with two vision coverage
plans: one that is automatically provided at no additional cost through the
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medical plan and a voluntary vision plan that can be chosen if an employee
waives medical coverage or wishes to elect additional coverage.

Short-Term Disability, Life, and Accidental Death & Dismemberment (AD&D)
NLI provides short-term disability, group life, and accidental death &
dismemberment benefits to all full- time employees at no cost. The plans are
effective during the entirety of employment and will be terminated at the end of
employment.

Voluntary Benefits

Long-Term Disability

Long-Term Disability insurance is available for purchase for those individuals
interested in more than the employer-provided short-term disability coverage.

Supplemental Life

NLI employees have the option of electing Supplemental Life Insurance
coverage beyond the basic Group Life provided by NLI for themselves and their
dependents.

401(k) Retirement Plan

NLI has established a 401 (k) retirement plan to provide employees with the
potential for financial security in their retirement.

All employees over the age of 21 who meet eligibility requirements are welcome
to participate in our 401(K) plan. You become eligible to participate in the NLI
401(K) plan after 1,000 hours of employment during a service period. All 401(K)
contributions will comply with IRS rules.

Employees are fully vested in their own contributions and entitled to those
contributions upon termination of employment regardless of the length of
employment. NLI may make matching contributions (to be determined each
year) to each employee’s 401 (k) contribution. At the end of six years of
employment, an employee is fully vested in the company’s matching
contributions.

Complete details of the 401(k) retirement plan are described in the Summary
Plan Description. You can contact the Human Resources Department for more
information about the 401 (k) plan.
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General Employee Safety

NLI is committed to the health and safety of all employees and recognizes the
need to comply with regulations governing injury and accident prevention and
employee safety. Maintaining a safe work environment, however, requires the
continuous cooperation of all employees.

NLI will maintain health and safety practices consistent with the needs of our
industry. NLI will not knowingly permit unsafe conditions to exist nor will it
permit employees to indulge in unsafe acts. If you are ever in doubt about how
to safely perform a job, it is your responsibility to ask your supervisor for
assistance. Any suspected unsafe conditions and all injuries that occur on the
job must be reported to your supervisor and Human Resources immediately.
Compliance with these safety rules is considered a condition of employment.
Therefore, it is a requirement that each supervisor make the safety of employees
an integral part of regular management functions. It is the responsibility of each
employee to accept and follow established safety regulations and procedures.
Violations of rules and regulations regarding health and safety will result in
corrective action, up to and including termination.

Work-Related Injury/lliness

All accidents, injuries, potential safety hazards, safety suggestions, and health-
and safety-related issues must be reported immediately to your supervisor. If
you or another employee is injured, you should contact outside emergency
response agencies, if needed. If an injury does not require medical attention, a
Report of Accident/Incident Form must still be completed in case medical
treatment is later needed and to ensure that any existing safety hazards are
corrected. A Report of Accident/Incident Form must be completed in all cases
in which an injury requiring medical attention has occurred.

Federal law (Occupational Safety and Health Administration) requires that we
keep records of all illnesses and accidents that occur during the workday. State
Workers' Compensation Divisions also require that you report any workplace
illness or injury, no matter how slight. If you fail to report an injury, you may
jeopardize your right to collect workers' compensation payments, as well as
health benefits. OSHA also provides for your right to know about any health
hazards that might be present on the job. Should you have any questions or
concerns, contact your supervisor for more information.

Workers' Compensation

All employees are provided Workers' Compensation coverage from the day they
begin work. NLI pays the entire cost of this coverage. Employees are covered by
Workers' Compensation if they are incapacitated by injury or illness arising out
of their employment.
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Employees must report all accidents to their supervisor immediately, regardless
of how minor. If a work- related injury requires medical attention by a physician
or any other medical facility that produces a bill, a Report of Accident/Incident
Form must be made out the same day by the employee or the employee's
supervisor. If the injury causes the person to be away from work beyond three
days, this injury must be reported to the state Workers' Compensation Division
by Human Resources.

The employee's supervisor is responsible for submitting a Report of
Accident/Incident Form to Human Resources within 48 hours of the incident.
Employees are not authorized to go to a physician without first advising their
supervisor or manager. Employees will not be eligible for regular compensation
or PTO or holiday pay in addition to any Workers' Compensation received.

Employees returning to work after being absent due to a work-related injury
must report to their supervisor prior to beginning work and must bring a doctor's
clearance for returning to work.

Returning to Work from a Work-Related Injury/lliness

An employee who is out of the workplace for a compensable workers'
compensation illness or injury must provide their supervisor and Human
Resources with written medical authorization to return to work. If there is any
question about an employee’s ability to return to work, the situation may be
reviewed with Human Resources.

The employee will normally assume their former position upon return to work.
An employee with an occupational iliness or injury who has been released to
work but is unable to perform all of the essential functions of their regular job, or
needs temporary accommodation to their hours or schedule, will be transitioned
into the Return-to-Work program. For more information about this program,
contact Human Resources.

Emergency Procedures
NLI is committed to the safety of its employees and guests.

In the event of a fire or hazardous material emergency, the emergency fire alarm
system should be activated by pulling one of the fire alarms. The source of a
potential fire or hazardous material emergency should not be investigated. Any
employee who suspects an emergency should report it immediately. In any
emergency, reporting is the first essential step to protecting oneself and others.

When the emergency fire alarm system is activated, all employees and visitors are

expected to evacuate the building by exiting in an orderly manner through the nearest
exit.
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When exiting, employees should not use elevators and should descend stairwells in
an orderly manner. After exiting, employees should report to the area away from the
building exits designated as the meeting location. Once employees arrive at the
designated area, they should immediately report to the Director of Operations and
Communications and remain at that location until accounted for and authorized to
leave.

No reentry to the building will be permitted until an official all-clear notification is
given.

Employees should review this policy and the evacuation procedures and notify
Human Resources or their supervisor if they believe they might require an
accommodation or assistance in order to comply with these procedures in the event
of an emergency.

Essential Personnel

Essential personnel are classified as those individuals or positions that are
deemed vital to the continuation of NLI's operations. Essential personnel are
first responders needed to meet the immediate needs of staff or general
operations. These employees may be required to remain or report to work to
protect, recover, and continue operations when NLI is faced with an institutional
emergency. Essential personnel who are required to work during an emergency
will be notified of their status as essential personnel and provided instructions
for each emergency event.

Workplace Searches

To protect the property and to ensure the safety of all employees, customers, and
NLI, NLI reserves the right to conduct personal searches consistent with state law,
and to inspect any packages, parcels, purses, handbags, briefcases, lunch boxes, or
any other possessions or articles carried to and from NLI's property. Inspection may
be conducted at any time at the discretion of NLI.

Employees working on, or entering or leaving, the premises who refuse to
cooperate in an inspection, as well as employees who, after the inspection, are
believed to be in possession of stolen property or illegal substances, will be
subject to corrective action, up to and including termination.

Property Use and Equipment Care
It is your responsibility to understand the machines and equipment needed to
perform your duties.

Good care of any machine that you use during the course of your employment, as
well as the conservative use of supplies, will benefit you and NLI. If you find that a
machine is not working properly or in any way appears unsafe, please notify your
supervisor immediately so that repairs or adjustments may be made. Under no
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circumstances should you start or operate a machine you deem unsafe, nor should
you adjust or modify the safeguards provided.

Do not attempt to use any machine or equipment you do not know how to
operate or for which you have not completed training on the proper use.

Any property that has been issued to you for your use, including personal
computers, laptops, cell phones, ID badges, etc. are the property of New Lines
Institute for Strategy and Policy. Damage or loss of any property may result in
corrective action.

Security

Maintaining the security of NLI buildings and vehicles is every employee's
responsibility. Develop habits that ensure security as a matter of course. For
example:

e Always keep cash properly secured. If you are aware that cash is
insecurely stored, immediately inform the person responsible.

e Know the location of all alarms and fire extinguishers, and familiarize
yourself with the proper procedure for using them, should the need arise.

e When you leave NLI's premises make sure that all entrances are properly
locked and secured.

NLI Identification

As a means of determining those authorized to be in NLI facilities, you will be
issued and required to carry or wear a photo identification badge while on-site.
This identification card is intended to serve as proof of your employment status
with NLI and provides access to many areas of the building where non-
employees would not otherwise have access.

Identification badges are issued to all staff. If your identification badge is lost or
stolen, you must report this to the Director of Business Services/Operations
immediately. The badge will then be deactivated and replaced as soon as
possible.

All employees must return their NLI identification badge at the time of
termination of employment at NLI.

Weapons

Possession, use, storage, or sale of weapons, firearms, or explosives
(operational or decorative) on work premises, while operating machinery,
equipment, or vehicles for work-related purposes, or while engaged in business
off premises is forbidden except where expressly authorized by NLI and
permitted by state and local laws. This policy applies to all employees,
including, but not limited to, those who have a valid permit to carry a firearm.
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Employees who are aware of violations or threats of violations of this policy are
required to report such violations or threats of violations to their supervisor
immediately.

Violations of this policy will result in serious corrective action, up to and including
termination.

Workplace Violence

NLI has adopted a policy prohibiting workplace violence. Consistent with this
policy, acts or threats of physical violence, including intimidation, harassment,
and/or coercion, which involve or affect NLI or occur on NLI property, will not be
tolerated.

Acts or threats of violence include conduct which is sufficiently severe,
offensive, or intimidating to alter the employment conditions at NLI, or to create
a hostile, abusive, or intimidating work environment for one or several
employees. Examples of workplace violence include, but are not limited to, the
following:

e All threats or acts of violence occurring on NLI's premises,
regardless of the relationship between NLI and the parties involved.

e All threats or acts of violence occurring off NLI's premises involving
someone who is acting in the capacity of a representative of NLI

Specific examples of conduct that may be considered threats or acts of violence
include, but are not limited to, the following:

e Physical acts against an individual

e Verbal threats or vicious statements toward an individual or their family,
friends, associates, or property in-person or via telephone

¢ Intentional destruction or threatening to destruct NLI's property

e Written threats, vicious cartoons or notes, and any other written
material that is meant to threaten or create a hostile environment

e Visual acts that are threatening or intended to convey injury or hostility
Harassing surveillance or stalking (following or watching someone)
Unauthorized possession or inappropriate use of firearms or weapons

NLI’s prohibition against threats and acts of violence applies to all persons
involved in NLI's operation, including but not limited to personnel, contract and
temporary workers, and anyone else on NLI property. Violations of this policy by
any individual on NLI property will lead to corrective action, up to and including
termination and/or legal action as appropriate.

Employees should promptly inform management of any protective or restraining
order that they have obtained that lists the workplace as a protected area.
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Employees are encouraged to report safety concerns with regard to intimate
partner violence.

Any employee that is a victim of or is aware of any incidents of threats or acts of
physical violence is expected to report the incident(s) immediately to any
member of leadership or the Human Resources department. All such reports will
be fully investigated. Any employee who takes any adverse action against a
person who reports any act of violence or a suspicion of violence shall be
subject to immediate discipline, up to and including termination.

Computers, Internet, and Electronic Mail Usage

The purpose of the Computer and Internet Policies is to outline the accepted and
unaccepted uses of NLI's computers and network facilities, to provide guidelines
for appropriate use by staff and to educate users about their responsibilities.

It is not a comprehensive document covering all aspects of computer use. It
offers principles to help guide members of the New Lines Institute for Strategy
and Policy community, and specific policy statements that serve as reference
points. It will be modified as new questions and situations arise.

While the proliferation of computers and information technologies does not alter
basic codes of behavior, it does place some issues in new contexts. Using these
technologies enables people to do varied things, both ethical and unethical,
more easily. They are an enormously rich resource for innovation in the
furtherance of New Lines Institute for Strategy and Policy's mission. In spite of
many positive aspects, they also increase the risks of actions, deliberate or not,
that are harmful in various ways, including: (a) interference with the rights of
others; (b) violation of the law; (c) interference with the mission of NLI; and/or
(d) endangering the integrity of NLI's information computer network.

While some of the guidelines therefore call for respectful and responsible use of
the computer networks to protect the rights of individuals, others warn against
actions that may violate the law: users must understand the perils of illegal use,
exchange, or display of copyrighted, deceptive, defamatory, or obscene
materials on a web page or through other electronic communication channels.

The guidelines seek to protect the integrity of NLI information systems
themselves: the computing or networking resources need to be accessible and
secure for appropriate uses consistent with the mission of NLI; the usurpation of
these resources for personal gain, commercial gain or without authorization is
unacceptable. Moreover, even the individual right to privacy may, when personal
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files may need to be accessed for troubleshooting purposes, be overridden by
authorized personnel to protect the integrity of NLI's computer systems.

Permitted Use of NLI's Computer Network and Internet

The computer network is the property of NLI and is to be used for legitimate
business purposes only. Users are provided access to the computer network to
assist them in the performance of their jobs. All Users have a responsibility to
use NLI's computer resources and the Internet in a professional, lawful and
ethical manner. Abuse of the computer network or the Internet, may result in
corrective action, including possible termination, and civil, and/or criminal
liability.

e NLI does not monitor the content of web pages, electronic mail, or other
online communications and is not responsible for the views expressed by
individual users. Users should lawfully access computer resources.

o Users are responsible for all activity involving their user accounts. User
accounts should be kept secure and private. Users should not use
identifying data or common words as a password; passwords should be
difficult to crack or otherwise guess either by individuals or by sophisticated
computer programs.

e Itis recommended that users change passwords for all user accounts every
90 days in order to secure access to accounts.

e NLlis the custodian of a wide array of personal and financial data
concerning its staff as well as NLI itself. Users should respect NLI
obligations of confidentiality, as well as their own. Only users with
authorization may access, communicate or use confidential information.

o Material posted on web pages is generally accessible and thus deserves
even greater thought and care than your private electronic mail. Absent
restrictions, the user’'s web page is available to anyone, anywhere, and the
user should act accordingly.

e NLI has aright to expect that computer users will properly identify themselves.
Computer accounts are assigned and identified to individuals.

e Today's information technology is a shared resource. Users should respect
the needs of others when using computer and network resources. Users
should not tamper with facilities and avoid any actions that interfere with
the normal operations of computers, networks, and facilities.

e Users should avoid excessive use of computer resources. They are finite
and others deserve their share. "Spamming" and similar inappropriate uses
of resources are not acceptable. Web pages that are accessed to an
excessive degree can be a drain on computer resources and, except where
significant to NLI's mission, may require NLI to ask that they be moved to a
private Internet provider.

e Although a respect for privacy is fundamental to NLI's policies, some user
information is maintained in system logs as a part of responsible computer
system maintenance. NLI must, and does, maintain the right and the ability
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to enter into any of these systems and to inspect and review any and all data
recorded in those systems. Because NLI reserves the right to obtain access
to all voice mail and electronic mail messages left on, or transmitted over,
these systems, employees should not assume that such messages are
private and confidential or that NLI or its designated representatives will not
have a need to access and review this information. Individuals using NLI's
business equipment should also have no expectation that any information
stored on a NLI computer -- whether the information is contained on a
computer hard drive, computer disks, or in any other manner - will be
private.

e Requests from employees for software, hardware, or network privileges
should be relative to their position at NLI and should reflect the scope of
their responsibilities. Before granting any privileges to employees, the IT
Department may request approval from the employee’s supervisor and/or
management.

o Users are granted privileges and responsibilities with their account. While
these vary between groups, the use of resources for personal commercial
gain or for partisan political purposes (not including the expression of
personal political views, debate and the like) is inappropriate and possibly
illegal. Individual computer systems have varying resources and demands.
Some have additional, and sometimes more restrictive, guidelines applicable
to their own user.

Prohibited Use of NLI's Computer Network and Internet
The following uses of NLI's Computer Network and Internet are strictly prohibited:

e The use of restricted-access computer resources or electronic information
without or beyond one's level of authorization

e The interception or attempted interception of communications by parties
not explicitly intended to receive them without approval of an authorized
official

e Making computing resources available to individuals not affiliated with NLI
without approval of an authorized official

e Making available any materials the possession or distribution of which is illegal

e The unauthorized copying or use of licensed computer software

e Unauthorized access, possession, or distribution, by electronic or any other
means, of electronic information or data that is confidential under NLI's
policies regarding privacy or the confidentiality of administrative, personnel,
archival, or other records

o Intentionally compromising the privacy or security of electronic information

o Intentionally infringing upon the intellectual property rights of others in
computer programs or electronic information (including plagiarism and
unauthorized use or reproduction)
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Use of the internet and/or electronic mail system to solicit for commercial
ventures, religious or political causes, outside organizations, or other non-
job-related solicitations.

Use of the internet and/or electronic mail system to create, display, transmit,
upload and/or download any offensive or disruptive messages. Among
those which are considered offensive are any messages which contain
sexual implications, racial slurs, gender-specific comments, or any other
comments that offensively address someone's age, sexual orientation,
religious or political beliefs, national origin, or disability.

Use of the internet and/or electronic mail system to send (upload) or receive
(download) copyrighted materials, trade secrets, proprietary financial
information, or similar materials without prior authorization.

Interference with or disruption of the computer or network accounts,
services, or equipment of others; including, but not limited to, the
propagation of computer "worms" and "viruses", the sending of electronic
chain mail, and the inappropriate sending of "broadcast" messages to large
numbers of individuals or hosts

Failure to comply with requests from appropriate NLI officials to discontinue
activities that threaten the operation or integrity of computers, systems or
networks, or otherwise violate this policy

Revealing passwords or otherwise permitting the use by others (by intent or
negligence) of personal accounts for computer and network access

Altering or attempting to alter files or systems without authorization
Unauthorized scanning of networks for security vulnerabilities

Attempting to alter any computing or networking components (including, but
not limited to, bridges, routers, and hubs) without authorization or beyond
one's level of authorization

Unauthorized wiring, including attempts to create unauthorized network
connections, or any unauthorized extension or re-transmission of any
computer or network services

Intentionally damaging or destroying the integrity of electronic information
Intentionally disrupting the use of electronic networks or information systems
Intentionally wasting human or electronic resources

Negligence leading to the damage of electronic information,
computing/networking equipment and resources

An individual's computer use privileges may be suspended immediately upon
the discovery of a possible violation of these policies. Such suspected violations
will be confidentially reported to the appropriate member of management at NLI.
The appropriate member of management will judge an offense as either major
or minor. A first minor offense will normally be dealt with by the IT Department
(itsupport@newlinesinstitute.org) or management after consultation with the

user or administrator requesting the account. Additional offenses will be
regarded as major offenses and dealt with accordingly. Violations of the policies
will be dealt with in the same manner as violations of other policies and may
result in disciplinary review. In such a review, the full range of disciplinary
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sanctions is available including the loss of computer use privileges, dismissal
from NLI, and/or legal action.

Implementation

e All codes of conduct apply to information technology as well as to other
forms of communication and activity.

e Systems managers or other individuals within an administrative unit may be
empowered to suspend some or all privileges associated with computer use
in cases of misuse or threat to the integrity of all or part of NLI's information
management resources.

o Before any permanent action is taken against a user, the user will be advised
of the bases for the proposed action and given an opportunity to respond.
Concerns about such actions may be raised to your supervisor or Human
Resources.

o Where a violation of policies or applicable law appears to warrant action
beyond a suspension or elimination of computer privileges, the matter may
be referred to a supervisor, administrator with appropriate authority or to law
enforcement authorities.

e Complaints or concerns about another's use of computer resources should
be directed to any member of leadership or Human Resources.

Computing Device Usage

All information and equipment belonging to NLI should be used in a manner
which protects the functional integrity of the device as well as any data held on
the device or access to data provided by the device regardless of its location,
whether in the office environment or outside of it.

If an employee is issued equipment through the course of their employment with
NLI, they should take care to follow the below guidelines with respect to that
equipment:

e All equipment, including PCs, laptops, and portable devices should
be cared for in a manner that prevents accidental damage (e.g.,
rough handling, accidentally spilling drinks on the equipment, leaving
in close proximity to a heat source).

e Employees must not install any software on computing devices or
laptops without prior authorization.

e Employees who tamper with the standard hardware and software
configurations on computing devices could face corrective action and
have the equipment withdrawn.

e Employees must not disable any element of the standard laptop
configuration, including data encryption, screensaver password, and
antivirus software.

e Employees must never write passwords down or try to hide them
anywhere in their office.

e Cell phones and PDSs should be locked with a pass code for use.
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e Computers must be logged off the network when left unattended.

e Applications should be closed, monitors should be turned off, and
computer/device should be locked when an employee leaves their
desk.

e Computers should be turned off completely if an employee is leaving
for an extended period of time.

e Screensavers should be password-protected.

e AlINLIIT equipment is provided to help employees perform
efficiently and effectively. The use of equipment for private purposes
is not permitted.

Personal Electronic Devices

Employees are not permitted to bring personal computers or data storage
devices (such as external hard drives, flash drives: or other data storage media)
to the workplace or connect them to NLI's electronic property or network unless
expressly given written permission to do so by NLI.

Computer Software Copyright Policy

NLI employees shall use computer software only as permitted by NLI and the
licensing agreement for the software. NLI does not condone or support the use
of any unauthorized copies of software. All software used by employees to
perform their responsibilities shall be purchased through appropriate
procedures.

Software piracy is the installation, use, or distribution of unauthorized copies of
software, which is protected property under intellectual property laws.
Purchased commercial software packages include license agreements that
indicate how the software should be used. Pirating software or failure to comply
with restrictions in license agreements is illegal and may result in substantial
fines for NLI. NLI has adopted the following computer software policies on the
use of computer software.

New Lines Institute for Strategy and Policy, in purchasing computer software,
commits to specific licensing agreements. Misuse or unauthorized uses,
including duplication of licensed software for backup or archival purposes or
duplication of related documentation may be a violation of United States
Copyright laws.

Any employee who makes, acquires, or uses illegally reproduced software can
be subject to civil and criminal penalties, including fines and imprisonment.
Further, employees who violate this policy will be subject to appropriate
corrective actions.

Cell Phone Usage Policy

Personal Cell Phones at Work
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Although NLI allows employees to bring their personal cell phones to work, we
expect employees to keep personal conversations to a minimum. While
occasional, brief personal phone calls are acceptable, frequent or lengthy
personal calls can affect productivity and disturb others. For this reason, we
generally expect employees to make and receive personal phone calls during
breaks only.

NLI-Issued Cell Phones

On occasion, NLI may issue a cell phone to, or pay for a personal cell phone of,
an employee whose job requires them to make calls while away from work or
require them to be accessible for work-related matters.

Cell phones issued by NLI are NLI property. Employees must comply with
requests to make their New Lines-issued cell phones available for any reason,
including upgrades, replacements, or inspection. Any employee who leaves NLI
for any reason must return their NLI-issued cell phone.

Any employee with either a NLI-issued cell phone or an employer-paid personal
cell phone is required to list their cell phone number on NLI contact list and in
their email signature.

Personal Use of NLI-Issued Cell Phones

NLI-issued cell phones are to be used for business purposes. Although
occasional, brief personal phone calls using a cell phone issued by NLI are
permitted, personal use that exceeds this standard will result in corrective
action. Employees are expected to reimburse NLI for any costs or charges
relating to personal use of their cell phones.

Cell Phone Usage While Driving

To comply with federal and state regulations and for your safety, employees are
prohibited from using cell phones or mobile devices for work-related matters or
for any matter, including personal matters, while driving an NLI-owned or rented
vehicle. Prohibited use of mobile devices includes short message service (SMS),
texting, e-mailing, instant messaging, obtaining navigational information, or
engaging in any other form of electronic data retrieval or electronic data
communication. Employees are not prohibited from glancing at, or listening to, a
navigational device that is secured in a commercial designed holder affixed to
the vehicle, provided that the destination and route are programmed into the
device either before driving or while stopped in a location off the roadway where
it is safe and legal to park. NLI is concerned for the safety of its employees and
for the safety of other drivers and pedestrians, and using a cell phone while
driving can lead to accidents.

If an employee must make a work-related call while driving, they must wait until
it is possible to pull over safely and stop the car in a safe and legal place to stop
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before placing the call or must use a hands-free device to place the call.

Social Media

Social media has become a prevalent method of self-expression in our culture.
NLI respects the right of employees to use these media during their personal
time. However, if you, as an employee, choose to identify yourself as a NLI
employee on a social media site you should adhere to the following policy.

For the purposes of this policy, social media should be understood to include
any website or forum that allows for the open communication on the internet
including, but not limited to:

e Social Networking Sites (e.g., LinkedIn, Facebook, Reddit);
e Micro-blogging Sites: (e.g., Twitter);

e Blogs (including NLI and personal blogs);

e Online Encyclopedias (e.g., Wikipedia); and

e Video and Photo-Sharing Sites (e.g. YouTube, Flickr)

Responsibility

Employees are responsible (personally and legally) for any content that they
post online. An employee should carefully consider the risks and rewards with
respect to each thing they post. Any conduct, online or otherwise, that negatively
or adversely impacts an employee’s job performance or conduct, the job
performance or conduct of their coworkers, or adversely affects colleagues or
associates of NLI or NLI's legitimate business interests may result in corrective
action, up to and including termination. Employees should use their best
judgment and exercise personal responsibility when posting to any social media
websites.

Using Social Media at Work

Employees should limit their use of social media during work hours or on
equipment provided by NLI or its partners unless such use is work-related or
authorized by a NLI supervisor or NLI. Employees should avoid using NLI-
provided e-mail addresses to register on social networks, blogs, or other
websites for personal use. This provision is not meant to prohibit employees
from engaging in concerted protected activity which is lawful under Section 7 of
the NLRA.

Monitoring

Employees have no right to privacy while accessing social media at work or on
company-owned equipment. Where applicable law permits, NLI reserves the
right to monitor the employee use of any social media, and take action with
respect to inappropriate usage or unlawful postings. In monitoring social media,
NLI will not in any way interfere with any employee rights under Section 7 of the
NLRA.
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NLI Representatives

Employees are not authorized to speak on behalf of the employer, unless explicitly
given permission. Employees should express only personal opinions online, and
an employee should never represent himself or herself as a spokesperson for NLI
or other colleagues, customers, or partners who are associated with NLI. If an
employee chooses to post online content relating to NLI, the employee must
make it clear that they are not speaking on behalf of NLI with a disclaimer such
as, “the opinions on this website are my own and do not necessarily reflect the
views of NLI.” This disclaimer should be visible and easy to understand.

Non-Disclosure

In accordance with NLI's Non-Disclosure policy, employees must aim to protect
NLI's private, confidential, and proprietary information. An employee should
make sure that any online postings do not violate the non-disclosure or
confidentiality obligations of NLI or otherwise violate any policy in this
handbook.

Respect

Employees should act appropriately when posting online. Any online behavior
should be consistent with NLI's policies and practices with respect to ethics,
confidential information, discrimination, and harassment. Employees are
expected to be fair, courteous, and respectful to coworkers, customers,
colleagues, and other individuals who may work on behalf of NLI. Employees
should demonstrate proper respect for the privacy of others. Employees should
refrain from using any statements, photographs, video, audio, or engaging in any
online conduct that would not be acceptable or appropriate in the workplace,
including anything that may be viewed as malicious, obscene, derogatory,
discriminating, threatening, intimidating, harassing, insulting, defaming,
offensive, or pornographic to, or of, coworkers, customers, colleagues, or other
individuals that are associated with NLI, or that may generally create a hostile
and abusive work environment based on race, sex, religion, or any other
protected class.

Accuracy

If an employee is posting any news or information to social media, they should
always be accurate and honest and quickly correct any mistakes or

errors. Employees should never post any information which is known to be false
about NLI or any coworkers, customers, colleagues, or other individuals that are
associated with NLI.

NLI Accounts

Some departments may utilize social media to pursue departmental goals. Any
department wishing to maintain a NLI-related and endorsed social media site
must first receive approval from the Director of Operations and
Communications. Use of NLI's name and/or logo is not permitted until approval
is granted. Inactive accounts are a poor reflection on NLI; all employees
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requesting to maintain an account should be prepared to discuss the means by
which the account will be kept active. NLI recommends appointing one
Administrator and one Moderator for each social media site. Any employee who
has opened an account without seeking prior approval may be asked to remove
it immediately. If necessary, NLI will report the fraudulent account to the social
media site and request that it be disabled.

Posts containing personal attacks, profanity, nudity, hate speech, or illegal
material are prohibited. NLI reserves the right to remove any post or to revoke a
user’s privilege to post to our page. Please be aware that every comment posted
on the page cannot be immediately reviewed. Posts are to be used only for non-
commercial purposes. You may not solicit funds or promote commercial
entities.

All NLI-related social media accounts and related postings maintained by
employees for marketing and/or networking purposes remain the property of
NLI and will be subject to copyright laws.

All information, including the account, the login, and the password must be
shared with Director of Operations and Communications, as well as any updates
made thereto.

Retaliation

NLI prohibits any employee taking negative action against another employee for
reporting a possible violation of this social media policy or cooperating in any
investigation with respect to a potential social media policy violation. Any
employee who retaliates against any employee for reporting a possible deviation
from this policy or for cooperating in any investigation will be subject to
corrective action, up to and including termination.

For more information regarding NLI's Social Media Policy, including guidelines
and best practices, please refer to the NLI Policy on External Engagements.
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Business Hours

NLI's regular operating hours are 8:00am to 5:00pm, Monday through Friday.
The core work hours are between 9:00am and 4:00pm, Monday through Friday.
All regular full-time employees are expected to set a work schedule that includes
the core hours.

An employee’s work schedule should be prearranged with their supervisor. Any
deviation from or change to an employee’s work schedule should be approved
by their supervisor.

No employee may telecommute without prior approval from supervisor.

Employees in certain departments may work non-standard shifts or workweeks
to provide adequate coverage and service to the NLI community. When feasible,
NLI also tries to provide employees with a work schedule that is flexible enough
to allow an opportunity to balance work and other responsibilities. Alternative
work schedules must be approved by an employee’s supervisor.

Attendance & Punctuality

Employees are expected to be ready to work at the beginning of their assigned
work hours. If you expect to arrive past your scheduled arrival time, you must
contact your supervisor as soon as feasibly possible and inform them of your
expected arrival time.

NLI provides paid time off to all regular full-time employees to accommodate
absences from work. If an emergency, iliness, or pressing personal matter arises
that cannot be scheduled outside of your work hours, you should contact your
supervisor immediately to report your absence.

If you know in advance that you will need to be absent, you must request this time off
directly from your supervisor through the HRIS system and receive prior approval
before taking the time off.

Failure to report a late arrival or absence according to policy is considered an
unexcused absence and may result in corrective action. If you are absent from
work for three (3) consecutive days without notifying your supervisor or the
Human Resources department, you will be considered to have voluntarily
resigned.

A consistent pattern of questionable absences can be considered excessive and
may be cause for concern. In addition, if you have excessive tardiness or
instances of leaving early without letting your supervisor know, you will be
subjected to corrective action, up to and including termination.
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Dress Code and Personal Appearance

Personal appearance should be a matter of concern for each employee.
Employees are expected to demonstrate good judgment and professional taste
when it comes to personal appearance. Courtesy to coworkers and respect for
the sensitivity of the many cultures represented at NLI should be the factors that
are used to assess if an employee’s personal appearance is appropriate for the
workplace.

If an employee’s supervisor feels that their attire and/or grooming is out of
place, the employee may be asked to leave the workplace until they are properly
attired and/or groomed. Employees who violate dress code standards may be
subject to appropriate corrective action. NLI will make every effort to
accommodate special situations, such as religious beliefs, on a case-by-case
basis.

Employees should contact the Human Resources department with any
questions or concerns regarding what is considered appropriate for the
workplace.

Workplace Attire Standards/Guidelines

NLI expects employees to dress appropriately in business casual attire.
Business casual attire includes shirts with collars, blouses, casual slacks and
trousers, and fingertip length dresses and skirts. Jeans will be permitted on
Fridays only.

The following items are prohibited:

Athletic shoes

Jeans (except on Fridays)

Flip-flops

T-shirts with writing/graphics

Shorts

Short skirts/dresses

Tight or revealing clothes (without appropriate cover)

Spaghetti strap/strapless tank tops (without covering sweater or jacket)

Casual Fridays

NLI allows staff to dress more casually on Fridays and on other limited occasions.
On these casual days, the general workplace attire guidelines still apply, with
restrictions lifted for jeans and athletic shoes only. Permissible jeans should be neat
with no torn or frayed jeans.
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Tattoos and Body Piercings

While tattoos and piercings may be examples of self-expression, in some cases,
they may not promote or enhance a safe and productive workplace.

Visible tattoos that have slogans or images that are demeaning, offensive, or
feature profanity or other messages that do not promote or enhance a safe and
productive workplace are prohibited.

Personnel Records and Administration

An employee’s personal information will be carefully guarded and disclosure to
any unauthorized person is prohibited. Access to information in an employee’s
personnel file by an outside agency (e.g., for employment references) is only
given with written consent from the current/former employee, with the
following exceptions.

Information in personnel files will be provided voluntarily to federal or state
agencies when: the agency has jurisdiction to make the particular inquiry; the
information being sought is obtainable by subpoena; and the appropriate NLI
officials are satisfied that the information being sought is pertinent to the
agency’s inquiry. NLI staff have access to another staff member’s personnel file
only on the basis of a need to know. All employees examining a file on the basis
of a need to know will treat the contents of the file as confidential, unless under
legal subpoena and/or when contents may be incorporated into a
recommendation governing the future status of the staff member.

Keeping an employee’s personnel file up-to-date can be important with regard to
pay, deductions, benefits, compliance, and other matters. Each employee is
responsible for promptly notifying NLI of important changes in personal data.
Some changes to personal data may be made directly through the HRIS system
by the employee. Other changes may require submission of documents to the
Human Resources department.

If you have a change in any of the items listed below, please be sure to make the
updates in the HRIS system and/or notify your HR Department as soon as
possible.

e Legal name

Home address

Phone number

Email address

Emergency contact information

Marital status

Changes to beneficiaries

Exemptions on W-4 or State Tax Form Direct Deposit
Training/Workshop Certificates

Professional Licenses
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Employees may request access to certain records in their own personnel file. All
requests for such records should be made directly to Human

Resources. Human Resources will locate these records and set up a mutually
agreeable time for the employee to review these files with an HR representative.
The employee may receive copies of specific materials in their personnel record
including: transcripts, resumes, evaluations, and employment letters. However,
the employee may not alter, remove, or copy (other than those previously
specified) their records. If the employee disagrees with any of the information in
the files, the employee may prepare a written rebuttal and the rebuttal will be
included in the file.

Use of NLI Resources

You should not use NLI computer and communication systems and materials
(including e-mail, telephone, fax, supplies, or other related workplace equipment)
for any purposes not directly related to workplace business and/or activities
without the expressed approval of a supervisor. NLI resources should only be
used for their intended purpose.

Solicitations and Distributions

For safety and privacy reasons, employees are prohibited from soliciting for any
outside activity or organization during work time unless the solicitation is
approved by NLI and is in accordance with the requirements and restrictions of
this policy. NLI defines solicitation as including verbal or written communication,
raffle tickets, for-sale merchandise, e-mail distributions, circulars, handbills, or
other kinds of literature.

Posting or distribution of non-work related materials should be limited to non-
work areas during non- work times. Non-work times include break periods, meal
times, or other specified periods during the workday when employees are not
expected to be performing their work tasks.

Individuals not employed by NLI are prohibited from solicitation or distributing
literature on NLI property or from being on NLI property with the purpose of
solicitation.

Conflicts of Interest

A conflict of interest exists when you have divided loyalties — when you have a
direct or indirect personal interest in a transaction or matter such that it might
reasonably appear to affect the judgment that you exercise on behalf of NLI,
influence your actions, or lead you to neglect NLI's business interests.
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Conflict of Commitment

If an employee’s financial situation requires him/her to hold a second job, part-
time or full-time, or if an employee intends to engage in a business enterprise of
their own, NLI would like to know about it. Before accepting any outside
employment, an employee is required to discuss the matter with their supervisor
and receive approval. Performance issues will be addressed if it becomes
apparent that the other employment is interfering with an employee’s current
position.

A second job will not be considered an excuse for poor job performance,
absenteeism, tardiness, leaving early, refusal to travel, or refusal to work
overtime or different hours.

Under no circumstances may a full-time employee accept a position with a
competitor of NLI nor may they do work on their own if it competes in any way
with the services we provide as this represents a conflict of interest.
Additionally, no employee is permitted to engage in outside employment during
the hours they are scheduled to work at NLI.

If an employee is found to be in violation of this policy, it may result in immediate
termination.

Gifts

No member of NLI community shall receive or solicit anything of value in return
for influencing or exercising their discretion in a particular way on a NLI matter.
In addition, management personnel are prohibited from accepting or soliciting
any gift, gratuity, or thing of value (more than $50) for or because of any official
act performed or to be performed by the manager in his or her official capacity
with NLI. This provision does not prohibit the acceptance of an item having a
nominal value (less than $50) or ceremonial gifts received by Officers of NLI in
their official capacity.

Prior approval from management is required before an employee may accept or
solicit a gift of any kind from a vendor representative. Employees are not
permitted to give unauthorized gifts to vendors, except for certain promotional
merchandise (e.g., t-shirts, coffee mugs, pens, key chains) imprinted with the NLI
logo. Violation of this policy may result in corrective action and seizure of any
inappropriate gifts.

Conflicts of Interest

NLI employees must refrain from any private business or professional activity
and from having any direct or indirect financial interest that would create a
conflict between their private interest and their legal or moral responsibilities to
New Lines Institute for Strategy and Policy. In your transactions with others, you
are expected to act in the best interest of NLI and not to your own private
advantage. As an employee, you are not to engage in any private business or
professional activity or to enter into any financial transaction that involves the
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direct or indirect use of inside information gained through your position with NLI
to further a private interest or for private gain for yourself or another person or
entity. You are not to use your position in NLI in any way, nor to induce or coerce
any person or entity to provide any financial benefit to yourself or another
person or entity. An actual conflict of interest does not need to be present to
constitute a violation of this policy; you must also avoid activities that create the
appearance of a conflict of interest.

The following are examples of how a conflict of interest could occur:

o Employment by a competitor or potential competitor, regardless of
the nature of the employment, while employed by NLI.

e Acceptance of gifts, payment, or services from those seeking to do
business with NLI.

e Placement of business with a firm owned or controlled by a NLI
employee or their family.

e Ownership of, or substantial interest in, a company that is a
customer, competitor, or a supplier.

e Having a personal interest or potential for gain in any NLI
transaction.

o Using NLI assets, intellectual property, or proprietary information for
personal gain.

e Having a consensual relationship with a subordinate.

If you have any doubt about whether a conflict exists, treat the situation as if
there is a conflict until you have disclosed and resolved the issue. Failure to
report any actual or potential conflicts to any member of leadership or Human
Resources may cause harm to NLI and subject you to corrective action, up to
and including termination of employment.

Employee Conflict & Mediation

Work-related problems can arise in any place of employment. NLI's
management encourages employees to try to reconcile differences on an
individual basis. If this is not possible, in order to resolve a problem quickly and
fairly, the following steps are in place to resolve employee differences:

Step 1: The employee should attempt to resolve the complaint as
close to the source as possible in an informal, verbal manner.

Step 2: If the matter is not resolved after Step 1, the employee should
notify their supervisor in writing as to the nature of the conflict and
the measures used to resolve it. A discussion should be held
between the employee, the supervisor, and any other relevant party.
This level is usually informal, but either party may request written
statements about the interaction from the supervisor.
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Step 3: If the matter is not resolved after Step 2, the employee should
send written notification to the Human Resources department stating
the nature of their conflict and inform their supervisor of this action.
The supervisor will forward any additional information relevant to the
conflict to the Human Resources department for review. An HR
representative will schedule a mediation for the parties involved,
typically within five (5) business days.

Grievance Procedures

NLI has an open-door policy and would prefer to resolve any job-related issues
thought informal discussion. If, after discussion, an employee believes there
has been a violation of law, NLI policy or express promises, the employee has
the right to file a formal grievance.

Employees cannot file a formal grievance for reasons of 1) disagreement with a
performance evaluation rating or 2) as a result of a job classification or
reclassification. Any disagreement with performance ratings or job
classifications should be discussed with their supervisor’s supervisor.

Step 1: Discuss Complaint with Immediate Supervisor

NLI encourages informal resolution of complaints. Employees should first
discuss the complaint with their immediate supervisor within three (3) business
days of the situation whenever possible. If the complaint is not resolved as a
result of this discussion, or such a discussion is not appropriate under the
circumstances, proceed to Step 2. If the action in dispute involves suspension or
termination of employment, Steps 1 and 2 should be bypassed.

If the immediate supervisor is the Director of Operations and Communications,
Step 2 should be bypassed and the complaint submitted directly to Human
Resources who will send a copy to the President or the President’s designee and
schedule a meeting for the employee.

Step 2: Prepare and Submit Complaint Procedure Form to the Human
Resources Department for Review by Director of Operations and
Communications

If the employee feels the complaint was not resolved in discussions with their
immediate supervisor, they may prepare and submit a formal written complaint
for review by the Director of Operations and Communications. To do so, the
employee should prepare a Complaint Procedure Form and submit it to the
Human Resources department within seven (7) business days of the Step 1
discussion with the immediate supervisor (or within seven (7) days of the event
being grieved if Step 1 is bypassed). An HR representative will then review the
complaint, send a copy to the Director of Operations and Communications and
the immediate supervisor (if appropriate), and schedule a meeting for the

Page 57 of 72



employee, the second-level supervisor, and an HR representative to discuss the
complaint. The meeting will ordinarily be held within five (5) business days of
HR'’s receipt of the Complaint Procedure Form. The Director of Operations and
Communications will issue a written decision, generally within five (5) business
days of the meeting. If the complaint is not resolved to the employee’s
satisfaction, they may proceed to Step 3.

If an employee’s second-level supervisor is the Director of Operations and
Communications, the employee grievance procedure is complete at the conclusion
of Step 2.

Step 3: Submit Complaint Procedure Form for Final Appeal to the President or
the President’s designee

If the action in dispute involves suspension or termination of employment or if
step 2 is bypassed due to the employee’s immediate supervisor being the
Director of Operations and Communications, they may submit the complaint to
the President or the President’s designee within seven (7) business days of
receipt of the Step 2 decision. The President or President’s designee will provide
NLI's final written response, generally within fourteen (14) business days. The
employee’s department management will be notified as well.

The time limits above are subject to modification on a case-by-case basis due to
operational requirements, in-depth investigations, etc. The executive shall have
final authority to resolve any disputes regarding the implementation of this
Complaint Procedure, including determination of the appropriate decision
makers.

Nothing in the Grievance Procedures is intended to modify or alter NLI's policy
of at-will employment.

Confidential Information

During the course of employment, employees may have access to Confidential
Information. Any Confidential Information, whether oral, written, or electronic,
should be maintained in a manner that ensures its confidentiality. The release of
any such Confidential Information may result in negative financial or competitive
action, productive loss, or cause legal or other non-beneficial impacts on NLI.

Confidential Information must be treated with respect and care by any employee
who is authorized to have access to this information. Employees who are
authorized to use or disclose Confidential Information also have the
responsibility to safeguard access to such information. Employees who are
authorized by NLI to access Confidential Information have a responsibility to
limit access to those that are allowed by permission and/or law. The access
must be appropriate to the employee’s job responsibility. A breach is a violation
of this policy.
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Employees who are authorized to have access to Confidential Information shall
comply with the terms of the NLI Confidentiality Agreement. Any NLI employee’s
behavior that compromises Confidential Information is covered by this policy.

Whenever people gather together to achieve goals, some rules of conduct are
needed to help everyone work together efficiently, effectively, and harmoniously.
By accepting employment with us, you have a responsibility to NLI and to your
fellow employees to adhere to certain rules of behavior and conduct. The
purpose of these rules is not to restrict your rights, but rather to be certain that
you understand what conduct is expected and necessary. When each person is
aware that they can fully depend upon fellow workers to follow the rules of
conduct, our organization will be a better place to work for everyone.

Professional Etiquette

It is the expectation of NLI that all employees will behave in a professional
manner at all times while conducting NLI business. Every member of NLI
community is expected to treat each other and members of the public with
courtesy, professionalism, and civility. Professionalism is conveyed through
responsible and respectful communication and actions, which create a
constructive learning and working environment. This includes professionalism in
all forms of communication, whether in person or electronically, with other staff
and affiliated businesses; and conduct of professional behavior at all NLI
functions and events. Employees who fail to achieve and maintain acceptable
levels of professionalism are subject to corrective action.

Consensual Relationships Policy

Romantic and/or sexual relationships between supervisors and direct report
staff are strongly discouraged at NLI. Such relationships have the potential for
adverse consequences, including the filing of sexual harassment charges. Given
the fundamentally unbalanced nature of the relationship where one party has the
power to evaluate performance, assign work, change work status, promote staff,
provide work references or give salary increases, the apparent consensual
nature of the relationship may cast doubt on the objectivity of the supervisor.
Except in unusual circumstances, where explicit authorization has been obtained
from the Human Resources department, no one who is employed at NLI should
participate in supervision, employment actions, evaluation, decisions pertaining
to promotion, or the direct setting of salary or wages for someone employed at
NLI with whom that person has or has had a consensual relationship.

Employees should be aware that entering into such a relationship with a
supervisor creates the potential for risk to both parties. In particular, such a
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relationship will limit that supervisor’s ability to direct work or promote that
employee’s career.

In the event that a personal relationship of this kind does exist in a supervisory
context, the supervisor must disclose the relationship to the Human Resources
department and initiate arrangements to address any issues of conflict of
interest. Similar to requirements listed in the Nepotism Policy, prior
authorization for certain personnel actions related to the employee are required
from the next higher level of supervision and/or Human Resources. When
possible, one or both employees involved in the consensual relationship may
have to be transferred.

Unacceptable Activities

Generally speaking, we expect each person to act in a mature and responsible
manner at all times. If you have any questions concerning any work or safety
rule, or any of the unacceptable activities listed below, please see your
supervisor or the Human Resources department for an explanation.

The following list of Unacceptable Activities does not include all types of
conduct that can result in corrective action, and NLI reserves the right to take
corrective action, or immediate termination, for any behavior it deems
inappropriate for efficient operation of NLI. Nothing in this list alters the at-will
nature of employment; either you or NLI may terminate the employment
relationship with or without reason, and in the absence of any violation of these
rules.

e Engaging in any employment practice that is a violation of federal or state

law

e Violation of any NLI rule or policy; any action that is detrimental to
NLI's efforts to operate efficiently

¢ Violation of security or safety rules or failure to observe safety rules
or NLI safety practices; failure to wear required safety equipment;
tampering with NLI equipment or safety equipment Negligence or any
careless action that endangers the life or safety of another person

e Being intoxicated or under the influence of a controlled substance
while at work; use, possession, or sale of a controlled substance in
any quantity while on NLI premises, except medications prescribed
by a physician which do not impair work performance

e Unauthorized possession of dangerous or illegal firearms, weapons,
or explosives on NLI property or while on duty

e Engaging in criminal conduct or acts of violence or making threats of
violence toward anyone on NLI premises or when representing NLI;
fighting or provoking a fight on NLI property, or negligent damage of
property
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Insubordination or refusing to obey instructions properly issued by
your supervisor pertaining to your work; refusal to help out on a
special assignment

Threatening, intimidating, or coercing fellow employees on or off the
premises at any time, for any purpose

Engaging in an act of sabotage; negligently causing the destruction
or damage of NLI property, or the property of fellow employees,
customers, suppliers, or visitors in any manner

Theft or unauthorized possession of NLI property or the property of
fellow employees; unauthorized possession or removal of any NLI
property, including documents, from the premises without prior
permission from management; unauthorized use of NLI equipment
or property for personal reasons; using NLI equipment for profit
Dishonesty; falsification or misrepresentation on your application for
employment or other work records (e.g., timesheet); falsifying reason for
a leave of absence or other data requested by NLI; alteration of NLI
records or other NLI documents

Failure to complete your timesheet; alteration of your own timesheet
or records or attendance documents; punching or altering another
employee's timesheet or records, or causing someone to alter your
timesheet or records

Spreading malicious gossip and/or rumors; engaging in behavior
which creates discord and lack of harmony; interfering with another
employee on the job; restricting work output or encouraging others
to do the same

Immoral conduct or indecency during working hours

Conducting a lottery or gambling during working hours

Any act of harassment, sexual, racial, or other; telling sexist or racist
jokes; making racial or ethnic slurs

Sleeping or loitering during working hours

Obscene or abusive language toward any manager, employee or
vendor; indifference or rudeness towards a fellow employee; any
disorderly/antagonistic conduct on NLI premises

Smoking in the building or in NLI owned or rented vehicles

Creating or contributing to unsanitary conditions

Failure to report an absence or late arrival; excessive absence or lateness
Leaving work before the end of a workday or not being ready to work
at the start of a workday without approval of your supervisor;
stopping work before time specified for such purposes
Unsatisfactory or careless work; failure to meet production or quality
standards as explained to you by your supervisor

Posting, removing, or altering notices on any bulletin board on NLI
property without the permission of an officer of NLI

Excessive use of NLI telephone for personal calls

Page 61 of 72



e Speeding or careless driving of NLI vehicles

¢ Failure to immediately report damage to, or an accident involving,
NLI equipment or vehicles Soliciting during working hours and/or in
working areas; selling merchandise or collecting funds of any kind
for charities or others without authorization during business hours,
or at a time or place that interferes with the work of another
employee on NLI premises

e Holding a supervisory position or being in any position of higher
authority in NLI and using your position to intimidate subordinate
employees or to exact personal favors or things of value from
employees of lesser rank within NLI

Whistleblower Policy

New Lines Institute for Strategy and Policy (“NLI") expects its employees to
perform their duties in accordance with applicable federal and state laws and
regulations, policy and procedures, and high ethical standards. NLI is committed
to compliance with all applicable laws and regulations and to promulgate and
administer policies and procedures that faithfully apply such laws and
regulations. A culture of compliance strengthens and promotes ethical practices
and respectful treatment of all members of NLI community and those who
conduct business with NLI.

Purpose. The purpose of this policy is to encourage and enable good-faith
reports by employees and others of observed or suspected misconduct or
noncompliance with federal and state law or with NLI policies and procedures.

Scope. This policy is intended to encourage and enable employees and others
who in good-faith have serious concerns about misconduct, including violations
of law, regulations or policies and procedures or other conduct ("Misconduct")
to raise them with NLI before seeking external resolution. Examples of
Misconduct include embezzlement, theft, falsifying documents, financial
conflicts of interest, and violations of applicable law. Misconduct also includes
the use of NLI property, resources, or authority for personal gain or other non-
NLI-related purposes. This policy is not intended to supplant, but rather to
complement and supplement, existing policies. It thus does not affect any
rights, responsibilities, or procedures set forth in other policies addressing
misconduct. For example, complaints or grievances such as those regarding
discrimination or harassment, other personnel and employment matters,
disciplinary matters, and other matters as to which there are specific policies,
should ordinarily be made and addressed in accordance with NLI policies
applicable to such matters and applicable law.

Reporting Responsibility. Each member of NLI community shares responsibility
for stewardship of resources and compliance with laws and policies. Therefore,
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staff are encouraged to report, in accordance with this policy, any misconduct
by employees, or actions of other parties that may result in financial loss or
other harm to NLI, of which they may become aware. For purposes of this
policy, a reporting person is any employee who makes a report under this policy.

Guidance on Reporting. An employee who has a question about the propriety of
any practice under NLI policies or procedures may seek guidance from Human
Resources.

Confidentiality. A reporting person may request that a report made under this
policy be handled as confidentially as possible under the circumstances.
Although NLI will endeavor to handle all such reports with discretion and due
regard for privacy, other obligations and considerations may preclude NLI from
maintaining confidentiality in some circumstances.

Anonymous Reports. A Reporting Person may make an anonymous report.
However, it should be understood that any investigation may be hampered or be
impracticable if the Reporting Person cannot be identified and questioned about
the allegations and related facts.

Process for Submitting.

Reports should be submitted either verbally or in writing as soon as practicable
to any one of the following:

e The supervisor to whom the disclosing individual reports.

e Human Resources.

Upon receipt of a report of Misconduct, NLI will:

e Take prompt action to investigate reports of Misconduct;
e Take corrective action to address and correct misconduct.

Reports concerning accounting practices, finances, internal controls,
inappropriately managed conflicts of interest, and/or auditing will be promptly
transmitted to the Director of Operations and Communications, President or
President’s designee for evaluation. The Director of Operations and
Communications, President or President’s designee shall address all such
reported concerns or complaints and will, in its discretion, determine whether to
conduct further review, initiate an investigation, or refer the matter as it deems
appropriate to handle it, or what other steps if any are warranted.

No Retaliation. No individual who in good faith reports a violation or suspected
violation shall thereby suffer harassment, retaliation, or adverse employment.
An employee who retaliates against someone who has made a report in good
faith under this Policy is subject to disciplinary action, up to and including
dismissal from NLI. Individuals who believe they have suffered retaliation may
report it to one of the reporting venues identified above.
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Reports made in bad faith or with knowledge of their falsity may subject
individuals to disciplinary or other appropriate action. Making a report under this
Policy shall not insulate an individual from personnel or other actions that are
warranted based on performance or other factors and are not caused by the
making of a complaint under this Policy.

Document Retention. Human Resources will document the processing and, as
appropriate, resolution of reports made under this Policy, and shall retain such
documents in a secure location.

Interpretation. This policy incorporates whistleblower protections as
appropriate from state laws and any applicable federal laws. Human Resources
is responsible for implementing and interpreting this policy.

Distribution. NLI shall inform and provide a copy of this Policy to all employees
and all other persons or contractors deemed appropriate who provide
substantial service to NLI.

Drug-Free Workplace Policy

NLI strives to provide a safe environment for employees and others and to
minimize the risk of accidents and injuries. Accordingly, each employee has a
responsibility to co-workers and the public to deliver services in a safe and
conscientious manner. Continuing research and practical experience have
proven that even limited quantities of illegal drugs, abused prescription drugs or
alcohol can impair reflexes and judgment. This impairment, even when not
readily apparent, can have catastrophic consequences. Moreover, studies have
shown that impairment by controlled substances may last long after the user
believes the effects to have worn off. For these reasons, NLI has adopted a
policy that all employees must report to work and remain completely free of
illegal drugs, abused or non-prescribed prescription drugs and alcohol.

Drug Use/Distribution/Possession/Impairment

NLI strictly prohibits the use, sale, attempted sale, conveyance, distribution,
manufacture, purchase, attempted purchase, possession, cultivation and/or
transfer of illegal drugs or other unlawful intoxicants at any time, and in any
amount or any manner, regardless of occasion. "lllegal drugs" means all drugs
whose use or possession is regulated or prohibited by federal, state or local law.
These include prescription medication that is used in a manner inconsistent with
the prescription or for which the individual does not have a valid prescription. To
the extent permitted by state and local law, this policy also prohibits the use of
marijuana and marijuana products. The Company will endeavor to
accommodate individuals with disabilities but will not accommodate the use of
medical marijuana at work or excuse policy violations related to medical
marijuana.
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Employees are also prohibited from having any such illegal or unauthorized
controlled substances in their system while at work.

Included within this prohibition are lawful controlled substances that have been
illegally or improperly obtained.

Alcohol Use/Distribution/Possession/Impairment

All employees are prohibited from distributing, dispensing, possessing or using
any beverage or medicine containing alcohol while at work or on duty and from
coming onto company premises, reporting to work, or working with alcohol in
their systems. Furthermore, lawful off-duty alcohol use, while generally not
prohibited by this policy, must not interfere with an employee's job performance.

Prescription and Over-the-Counter Drugs

This policy does not prohibit the possession and proper use of lawfully
prescribed or over-the-counter drugs. However, an employee taking medication
should consult with a health care professional or review dosing directions for
information about the medication's effect on the employee's ability to work
safely, and promptly disclose any work restrictions to a supervisor or Human
Resources. Employees are not required to reveal the name of the medication or
the underlying medical condition.

NLI reserves the right to transfer, reassign, place on leave of absence or take
other appropriate action regarding any employee during the time the employee
uses medication that may affect his or her ability to perform safely. The
Company will comply with all requirements pertaining to providing reasonable
accommodations to the extent required by applicable law.

NLI's general prohibition against the possession or use of marijuana at work
applies, regardless of whether an employee is certified to use marijuana for
medical reasons under state law. Unless otherwise required by law, NLI will not
accommodate the use or possession of marijuana by individuals who are
medically authorized to use marijuana as a matter of state law, but will offer
such individuals alternative accommodations related to any underlying
disability. If you have any questions concerning the Company's position
concerning medical marijuana in a particular location, please contact Human
Resources.

Counseling and Rehabilitation

Employees who voluntarily seek help for substance abuse (self-referral) by
contacting NLI will be provided an opportunity to pursue counseling and
rehabilitation. NLI will make available to these employees’ information about
counseling and rehabilitation services. An employee who is receiving counseling
and/or treatment for substance abuse may use available applicable pay and
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leave benefits. Health insurance often covers the costs of such services, but
costs not covered must be paid by the employee. The employee cannot return to
work until released by a treatment provider to do so, and when he or she
receives a negative result on a return-to-work drug and/or alcohol test (as
appropriate for that individual). In addition, the employee may be asked to
submit to follow-up testing for a period following the return to work.

An employee's decision to seek help voluntarily will not be used as a basis for
disciplinary action, although the individual may be transferred, given work
restrictions or placed on leave, as appropriate. A request for help is considered
voluntary only if it is made before the employee is asked to submit to any drug
or alcohol test or is discovered to have otherwise violated this policy.

Criminal Drug Conviction

If an employee is convicted of violating a criminal drug statute at the workplace,
they must inform a supervisor of such convictions (including pleas of guilty and
nolo contendre) within seven calendar days of the conviction.

Failure to inform the supervisor subjects the employee to corrective actions up
to and including termination for the first offense.

As an alternative to termination, NLI reserves the right to offer employees
convicted of violating criminal drug statutes participation in an approved
substance abuse treatment program.

Arrests or Convictions

Any employee who is arrested for a misdemeanor or felony must notify their
supervisor of such arrest no later than seven calendar days after the arrest if
permitted by law. If an employee is convicted of a misdemeanor or felony while
employed at NLI, they must inform their supervisor and the Human Resources
department of such conviction (including please of guilty and nolo contender)
no later than seven calendar days after the conviction.

The arrest of an employee may result in corrective action up to and including
termination, depending on a review of all factors involved including: relation to
employee’s work, nature and severity of the act, and resulting circumstances
that adversely affect the employee’ attendance.

Corrective Action

All NLI employees are expected to adhere to NLI and departmental policies and
procedures and the lawful directives of their supervisors. However, NLI
recognizes that some employees will, unfortunately, engage in improper conduct
and/or fail to perform their duties adequately. Employees who engage in
misconduct are subject to corrective action that may include, but is not limited
to, a verbal warning, a written warning, suspension, demotion, or discharge.
Under normal circumstances, supervisors are expected to impose the following
corrective action steps:

Page 66 of 72



Step 1: Verbal Warning — Supervisor should have a verbal discussion with the
employee to discuss the problem area and review procedures for
improvement and consequences for further misconduct. The meeting
should be recorded on a Corrective Action Form and placed in the
employee’s personnel file.

Step 2: Written Warning — Supervisor should consult with the Human
Resources department to craft and deliver a formal written warning letter to
the employee to be placed in their personnel file. Another meeting with the
employee to discuss the problem area, and the same Corrective Action Form
should be updated to document the written warning.

Step 3: Final Written Warning or Suspension — If misconduct continues, the
employee will receive a final written warning and/or may be placed on
suspension for one to five days. This should be a time for reflection for the
employee to determine if they are able to commit to the expectations
placed upon him/her. The Corrective Action Form should be updated to
document this step as well.

Step 4: Dismissal — If previous warnings and corrective action are
unsuccessful or if there is further misconduct, the employee may be
terminated.

NLI intends its corrective action policies and procedures to be progressive.
However, depending on the situation, supervisors are permitted to repeat, omit,
or employ any corrective action plan out of the progressive sequence. Nothing
in this policy is intended to modify NLI's policy of at-will employment in any
way.

NLI also reserves the right to effect immediate termination if such action is
deemed necessary. All corrective actions are determined on a case-by-case
basis by individual supervisors and the Human Resources department.

Termination

NLI operates under the principle of at-will employment. This means that neither
you nor NLI has entered into a contract regarding the duration of your
employment. You are free to terminate your employment with NLI at any time,
with or without reason. Likewise, NLI has the right to terminate your
employment, or otherwise discipline, transfer, or demote you at any time, with or
without reason, at the discretion of NLI.

To allow for time to plan for your departure and replacement, NLI expects that
you will give at least a two-week notice in the event of your resignation. Holidays
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and paid time off (PTO) will not be counted toward the 2-week notice.
Employees who do not give an appropriate notice may not be eligible for rehire
in the future nor are they eligible to receive payment for any accrued but unused
PTO upon their departure, as permitted by state law. NLI will consider you to
have voluntarily terminated your employment if you do any of the following:
e Resign from NLI;
e Fail to return from an approved leave of absence on the
date specified by NLI; or
e Fail to report to work or call in for three (3) or more
consecutive workdays.

Involuntary termination may become necessary due to an employee’s lack of
ability, failure to fulfill the requirements of the job, or failure to adhere to the
policies and procedures of NLI. Terminations are always unpleasant and costly,
and NLI does not take the decision to discharge lightly. Advance notice may or
may not be given depending on the circumstances surrounding the termination.

No matter the reason for termination, departing employees are expected to
complete an offboarding process with the Human Resources department.

Nondisclosure

For a period of one (1) year following termination of employment with NLI for
any reason, employees shall not, directly or indirectly, induce, solicit, offer or
recruit any employee of the Institute to apply for or accept employment with any
other person or entity, or which is in any manner in competition with the
Institute. For more information please refer to the Policy on External
Engagements.

Exit Interview

An exit interview process is available to assist with retention and recruitment
efforts. The process has been established for staff who are voluntarily
terminating their employment with NLI.

This process is designed to elicit voluntary information about each departing
staff member’s experience at NLI and the reasons for their leaving. This data is
collected, analyzed, and reported to NLI leaders to recommend improvements to
policies, procedures, and practices.

The information provided during exit interviews is confidential, but the collective
data is used as part of NLI's continuing efforts to improve policies, practices,
and programs and to create a more favorable workplace and work experience.
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Final Paycheck

NLI follows the state regulations regarding deadlines for employees to receive
their final paycheck. For all involuntary terminations and voluntary terminations
with at least two weeks of notice, any accrued but unused PTO hours will be paid
out at the time of employment termination (or on the following pay date), less any
outstanding amounts owed to NLI, as permitted by law. However, if an employee
has resigned without giving at least two weeks of notice, all unused PTO will be
forfeited at the time of termination, as permitted by law.

To prevent any delay in payroll processing, a departing employee is expected to
complete their last timesheet(s), return any outstanding property, and verify their
mailing address before leaving on their last day.

Return of NLI Property

Any NLI-issued property, such as computer equipment, passwords, keys,
badges, or a NLI credit card must be returned at the time of your termination or
immediately upon request. NLI may also take legal action, if necessary, to
retrieve unreturned property.

Unemployment Insurance

Upon separation from employment, you may be entitled to unemployment
insurance benefits. NLI pays the entire cost of unemployment insurance. This
insurance provides a weekly income for those who may be laid off or who may
have lost their job through no fault of their own. The amount of this income
varies with the individual and state in which they reside because it is based on
average earnings. Eligibility requirements and the amount of benefits that you
may receive are specified by state law.

Re-Employment Policy

Any employee who leaves NLI in good standing will be considered for open
positions along with other applicants. Employees who leave without giving
proper notice or who were discharged for cause may not be eligible for rehire.

Reinstatement of Benefits (Bridging)

If you were an employee of NLI with at least 12 months of continuous
employment and were rehired within 12 months of your termination date, you
will be eligible to continue your benefits at the level you enjoyed at the time of
your termination of previous employment with NLI.

Post-Employment Inquiries

NLI will respond in writing only to those reference check inquiries that are
submitted in writing on former employees. Responses to such inquiries will be
limited to factual information that can be substantiated by NLI's records. Unless
requested by an authorized government entity or court-ordered, no employment
data will be released without a written authorization and release signed by the
individual who is the subject of the inquiry.
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As an employee of NLI, do not under any circumstances respond to any requests
for information regarding another employee unless it is part of your assigned job

responsibilities. If it is not, please forward the information request to the Human
Resources department.
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Handbook Abbreviations Guide
We are glad to include the following abbreviations guide:

- DC FMLA - District of Columbia Family and Medical Leave Act

- NLI- New Lines Institute for Strategy and Policy

- PIP - Performance Improvement Plan

- PTO - Paid Time Off

- USERRA - Uniformed Services Employment and Reemployment Rights Act
- VTO - Volunteer Time Off
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Version 1.0 (1/2023)

This is to acknowledge that | have received a copy of the NLI Employee
Handbook. | recognize that this Handbook replaces any prior handbooks, policy
statements, manuals, etc. previously issued by NLI. | understand that it is my
responsibility to become familiar with the contents and policies described in this
Handbook. | agree to abide by all rules and policies in the Handbook and any
additional rules or policies of NLI. If something is unclear to me, or if | have

any questions, | will contact my supervisor or Human Resources for clarification.

| understand that the handbook and all other written and oral materials provided
to me are intended for informational purposes only. Neither it, company
practices, nor other communications create an employment contract or term. |
understand that the policies and benefits, both in the handbook and those
communicated to me in any other fashion, are subject to interpretation, review,
removal, and change by management at any time without notice.

| further understand that | am not being employed for any definite period of
time. | understand that | am free to terminate my employment at any time with
or without notice to NLI and that NLI retains a similar right to terminate my
employment at any time, with or without notice or cause.

| further understand that no representative of NLI has any authority to enter into
any agreement for employment for any specified period of time or to assure any
other personnel action or to assure any benefits or terms or conditions of
employment, or make any agreement contrary to the foregoing.

| also understand and agree that this agreement may not be modified orally and
that only the Director of Operations and Communications of NLI may make a
commitment for employment. | also understand that if such an agreement is
made, it must be in writing and signed by the Director of Operations and
Communications of NLI.

Employee’s Printed Name

Employee’s Signature Date
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