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) ) o Oversees Code of Conduct violation activities

Violations o Involved in certain investigations, as determined and needed Compliance:

Sara Hurley - Dir, Compliance
Human Resources

o Partners with Security, Legal and Audit teams Security
o Handles all other types of HR-related investigations

Maureen Osier - Physcl Sec Mgr

Legal Services

Any Code investigation in which

o An attorney, federal or state agency, or la
enforcement is involved

o A threat of legal action including EEOC,
DOL other actions involving law enforcement

o Company data is requested (including
employee data or other company document(s)
— electronic or hardcopy)

o Interpretation/application of a law, rule or
regulation (civil or criminal)

o Accusation of libel or slander

Security Services
o Violent Harassment
o Workplace Threats

o Workplace Violence

o Terminations
o Workplace Safety
o Criminal Acts

o Fraud
o Falsification or
modification of
company records,
contracts, data, etc,

o Whistleblower Claims
o Retaliation

© Theft - internal / external -
against the company

(including identity; customer
or employee information)

Internal Audit Services

o Ethics or other Code of Conduct violations

o Conflicts of interest

o Inappropriate vendor/supplier or employee/customer relationships

o Working for / with a competitor

o Embezzlement and Theft of funds

o Accounting, auditing or internal control issues: manipulation of the
financials, phony expenses, revenues, transactions, etc.

o Acts that are in violation of the company code of conduct

Legal
Jodi Caro - VP, Genl Counsel & Secy

Greta Weathersby - Sr Counsel

Internal Audit

Kevin Naughton, Asst VP - Internal
Audit

Bryan Olson - Sr Auditor/EthicsLine
Admin
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Corrective Action Process

Problem or concern ~
identified. 1

Leader conducts review of

work rules, policies, ~
procedures and if applicable,

contract language. 2

Leader contacts
> HR Business
Partner.

HR Business Partner
~ contacts Labor and
Employee Relations
3 Consultant. 4

Determine if employee should be
suspended, assigned non-safety
sensitive work, assigned to a
different position, etc. pending
completion of the investigation.
Must obtain appropriate BU, HR,

and LR approvals. 9

Conduct employee and/or
witness interviews, in accordance
with 7 Steps for Just Cause. If

A

Union employee, follow LR
strategy and process related to
right to Union representation
(Weingarten Rights). g

v

Develop recommendation for
appropriate corrective action and
present to appropriate leadership
(e.g. consider severity, mitigating

or aggravating circumstances,

employee’s history, historical
application for similar violations
or performance, etc.). 10

Recommendation must
be made with LR/ER

17

Investigation Team
conducts debrief session to
discuss lessons learned, P

Investigation Team determines
investigation strategy. Gather and review
all evidence, provide employee with
proper notice, prepare questions for
employee and/or witness interviews,
follow corporate corrective action policy,
determine safety/security matters and
address as appropriate, and communicate

appropriately with BU Leaders. 7

Does
preliminary
review indicate
this issue could g
result in
corrective
action ?

Determine Investigation
Team who must be involved
in the investigation (e.g. HR

Obtain appropriate approval
from BU Leadership.
Disciplinary layoff and
termination must be

v

input and depending on
severity, review with
Legal.

evaluate issue and discuss
opportunities to avoid
going forward.
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16
Leader conducts appropriate follow-up

related to corrective action (e.g.
performance improvement plan,
performance management, review policies,
procedures or potential modifications,
other).

A

Partner, LR/ER, Security,

Legal, Process Owners, IT,

BU Leaders, Stakeholders,
Auditing, etc.). 6

HR Business Partner
collaborates with LR/ER

> communicated as per the
corporate corrective action
policy. No employee can be
terminated without BU/TEG
Sr. Staff approval. 12

Document 15
Management — review
and consolidate

N

> and BU Leader to
develop corrective
action letter. 13

N

investigation files and
record action taken as
appropriate.

A

14
Meeting with the employee to discuss

outcome of investigation and deliver
corrective action. Consider resignation
options, security issues, and if Union
employee, appropriate Union leadership
involvement.






