STANDARDS OF CONDUCT POLICY

To function effectively, every organization must develop policies and procedures to protect its
clients and to ensure that co-workers' and the company's rights are respected. GiveCentral is no
exception. Generally, conduct that may be disruptive, unproductive, unethical, or illegal will not
be tolerated.

Violation of this Standards of Conduct Policy may lead to corrective or disciplinary action, up to
and including discharge, depending on the circumstances of the individual case. The following is
a non-exhaustive list of conduct that may violate this Policy:

e Falsifying records.

e Engaging in fraud.

e Removing employer property from the premises without authorization.

e Stealing or attempting to steal employer or employee property.

e Being habitually tardy or absent.

e Engaging in poor timekeeping.

e Fighting on employer property at any time.

e Being under the influence of intoxicating substances on employer property at any time.
e Being insubordinate.

e Using or abusing employer time, property, materials, or equipment without authorization.
e Gambling on employer premises at any time.

e Sleeping on the job.

e Using offensive or profane language on company premises.

e Bringing dangerous or unauthorized weapons onto employer premises.

e Being absent from work without authorization during scheduled work hours.

e Defacing employer property.

e Engaging in criminal activity.

e Violating or abusing employer policies.

e Neglecting job duties.

e Bringing the organization into serious disrepute.

The company may consider an employee's job performance, prior violation of work rules, and
other relevant circumstances in determining whether to counsel, warn, suspend, or discharge an
employee. It is up to the employee's supervisor and the company's management to decide
whether corrective action, up to and including dismissal, is appropriate.
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