



































ATTENTION!!

THERE SHOULD BE FIVE COMPLETED
FORMS IN YOUR RETURNED EMPLOYEE
PACKET AND A SHEET WITH YOUR
PHOTOCOPIED ID’S. ALL REQUIRE YOUR
SIGNATURE AND DATE EXCEPT THE
SHEET WITH PHOTOCOPIES.

PLEASE CHECK OFF TO MAKE SURE ALL ARE
INCLUDED:

_____EMPLOYEE POSSESSOR FORM
_____ EMPLOYMENT APPLICATION
_____EMPLOYMENT ELIGIBILITY VERIFICATION
_____ FEDERAL W-4 FORM

___ STATE W-4 FORM (EXCEPT MN, NE)

PAPER WITH PHOTOCOPIED ID’S ( DRIVERS
license or SS card or passport etc.)

DID YOU REMEMBER TO:

SIGN AND DATE EACH FORM!

INCLUDE A PHOTOCOPY OF TWO FORMS OF ID UNLESS
YOU PHOTOCOPIED A PASSPORT!
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PERSONNEL POLICIES

EQUAL EMPLOYMENT OPPORTUNITY

It is the policy of J & M Displays, Inc. to extend equal opportunity to all persons, regardless of
race, color, religion, sex, age, national origin, or status, in hiring, promotions, transfers, rates of
pay, selection for training, and treatment during employment.

SEXUAL HARASSMENT

I. Policy

As an equal opportunity employer, J & M Displays, Inc. is committed to providing it's employees
with a workplace that is free of sexual harassment. Harassment will not be tolerated at J & M
Displays, Inc. meetings, functions, or on shoot sites, regardless of location.

Any employee who violates this policy can be subject to discipline, up to and including
termination. Employees will not be subjected to retaliation or discipline for complaining of
harassment.

Il. Definition of Sexual Harassment

A. Definition - According to the Equal Employment Opportunity Commission's
guidelines, sexual harassment is any form of discrimination prohibited by Title VII of the
Civil Rights Act. It can occur in any of several forms, including unwelcome sexual
advances, requests for sexual favors, or other verbal or physical conduct of a sexual
nature when:

e submission to such conduct is made either explicitly or implicitly a term or
condition of an individual's employment;

e submission to or rejection of such conduct by an individual is used as either the
basis for or a factor in an employment decision affecting such individual, or;

e such conduct has the purpose of effect of unreasonable interfering with an
individual's work performance or creating an intimidating, hostile, or offensive
environment.

B. Conduct and Behavior Which May Constitute Harassment

Personal behavior and language that is "acceptable" to one individual may be "offensive" to
another. Therefore, each individual must use sound personal judgment concerning the personal
effects on other of his or her actions.

1. Examples of conduct that may constitute harassment are: off-color jokes, repeated unsolicited
sexual flirtations, advances, or propositions; continued or repeated verbal comments or physical
actions of a sexual nature (e.g. graphic comments about an individual's body); sexually degrading
words to describe an individual, touching, patting or pinching; or the display of sexually
suggestive objects or pictures in the workplace.

2. Isolated comments of a sexual nature, while possibly objectionable, are not necessarily sexual
harassment. Furthermore, as a general rule, conduct between consenting parties or actions
arising out of a current personal or social relationship where there is no coercion involved are not
harassment.



lll. Complaint and Investigative Procedures

Any employee believing he or she has been the victim of sexual harassment should promptly
report the alleged discrimination as explained below:

A. Complaints Against Employees

1. Complaints should be made in writing to Diana Holsteen, who will refer the matter for
investigation.

2. The person to whom a complaint is referred is responsible for thoroughly investigating the
complaint.

3. The investigator should discuss the matter with all parties and should question all employees
who may have knowledge either of the incident in question or of similar situations. The
complaint, investigation, findings and disposition should be thoroughly documented.

4. When the investigation is complete, the investigator should recommend any appropriate
corrective action.

B. Complaints of Harassment Against Non-Employees

1. IfaJ & M Displays, Inc. employee feels that he or she has been sexually harassed by a non-
employee during a regular workday or at a J & M Displays, Inc. function (whether by a J & M
Displays, Inc. member, vendor and other participant), the employee should bring the matter to the
attention of any senior staff member in attendance or to the attention of any other member of J &
M Displays, Inc. management who may be present. Anyone asked to respond to an employee's
complaint is expected to assess the situation and take appropriate action without delay.

2. Both the individual receiving such a complaint and the complaining employee should report
the incident to the President as soon as practicable.

IV. Final Recourse
Although J & M Displays, Inc. will make every effort to resolve such complaints internally,

employees may be entitled to file complaints of harassment with the Equal Employment
Opportunity Commission or other appropriate government agency.



DRIVER'S ALCOHOL AND DRUG ABUSE POLICY

STATEMENT OF PURPOSE AND POLICY

Drivers are an extremely valuable resource for J & M Displays, Inc.'s business. Their
health and safety is a serious Company concern. Drug or alcohol use may pose a serious threat
to driver health and safety. Itis, therefore, the policy of the Company to prevent substance use or
abuse from having an adverse effect on our drivers. The Company maintains that the work
environment is safer and more productive without the presence of alcohol, illegal or inappropriate
drugs in the body or on company property. Furthermore, drivers have a right to work in an
alcohol and drug-free environment and to work with drivers free from the effects of alcohol and
drugs. Drivers who abuse alcohol or use drugs are a danger to themselves, their coworkers and
the Company's assets.

The adverse impact of substance abuse by drivers has been recognized by the federal
government. The Federal Highway Administration ("FHWA") has issued regulations which
require the Company to implement a controlled substance testing program. The Company will
comply with these regulations and is committed to maintaining a drug-free workplace. All drivers
are advised that remaining drug-free and medically qualified to drive are conditions of continued
employment with the Company.

Specifically, it is the policy of the Company that the use, sale, purchase, transfer,
possession or presence in one's system of any controlled substance (except medically prescribed
drugs) by any driver while on company premises, engaged in company business, while operating
company equipment, or while under the authority of the Company is strictly prohibited. FHWA
states that mandatory testing must apply to every person who operates a commercial motor
vehicle in interstate or intrastate commerce and is subject to the CDL licensing requirement.

The execution and enforcement of this policy will follow set procedures to screen body
fluids (urinalysis), conduct breath testing, and/or search all driver applicants for alcohol and drug
use, and those drivers suspected of violating this policy who are involved in a U.S. Department of
Transportation ("DOT") reportable accident or who are periodically or randomly selected pursuant
to these procedures. These procedures are designed not only to detect violations of this policy,
but to ensure fairness to each driver. Every effort will be made to maintain the dignity of drivers
or driver applicants involved. Disciplinary action will, however, be taken as necessary.

Neither this policy nor any of its terms are intended to create a contract of employment or
to contain the terms of any contract of employment. The Company retains the sole right to
change, amend or modify any term or provision of this policy without notice. This policy is
effective January 1, 1996, and will supersede all prior policies and statements relating to alcohol
or drugs.

ALCOHOL AND DRUG TESTING PROCEDURES

. PURPOSE

The purpose of this administrative guide is to set forth the procedures for the implementation of
controlled substances and alcohol use and testing of driver applicants and current drivers
pursuant to the *Alcohol and Drug Abuse Policy. These procedures are intended as a guide only,
and are in no way intended to alter any existing relationship between J & M Displays, Inc. and
any driver.

J & M Displays, Inc. alcohol and drug program administrator designated to monitor, facilitate, and
answer questions pertaining to these procedures is James J. Oetken.
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