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EEO 

The Company provides equal employment opportunities to all employees and applicants for 
employment without regard to race, color, religion, creed, sex (including pregnancy, lactation, 
childbirth or related medical conditions), sexual orientation, gender identity, national origin, 
citizenship status, age, handicap, disability, medical condition, marital status, veteran status, 
uniformed servicemember status or any other classification protected by applicable local, state or 
federal employment discrimination laws. This policy applies to all terms and conditions of 
employment, including, but not limited to, hiring, placement, promotion, termination, layoff, recall, 
transfer, leaves of absence, compensation and training. 

The Company also does not discriminate against applicants and employees based on genetic 
information in hiring, promotion, discharge, pay, fringe benefits, job training, classification, referral, 
and other aspects of employment. The Company complies with GINA (Genetic Information 
Nondisclosure Act) which restricts employers’ acquisition of genetic information and limits 
disclosure of genetic information. Genetic information includes information about genetic tests of 
applicants, employees, or their family members; the manifestation of diseases or disorders in 
family members (family medical history); and requests for or receipt of genetic services by 
applicants, employees, or their family members. 

If you have any questions regarding the Company’s EEO Policy, or equal employment opportunity 
matters, please speak with your supervisor or a Human Resources representative. 

ADA (Americans with Disabilities Act) 

The Company is committed to complying fully with the Americans with Disabilities Act (ADA) and 
applicable state laws.  Under these laws, persons with disabilities may seek reasonable 
accommodations in regard to performing the essential functions of their jobs.  Any employee is 
welcome to discuss the possibility of being disabled with Human Resources.  Except where there 
exists a business need to know, others in the Company will not be informed of an employee’s 
disability. 

Under the ADA and similar laws, the Company and an employee who wishes to be reasonably 
accommodated should enter into an “interactive process.”  Through that process, the Company 
and the employee will share and discuss medical data and other relevant information in a good 
faith effort to determine if the employee is disabled within the law.  If so, the Company and the 
employee will also discuss potential accommodations regarding the disability.  The Company will 
reasonably accommodate the employee with respect to the essential functions of the employee’s 
job, unless doing so would constitute an undue hardship or the disability creates a direct threat 
regarding safety.   

All employment practices and activities are conducted on a non-discriminatory basis. 



 

Affirmative Action Policy 

In support of the above EEO Policy, the Company takes affirmative action and has developed a 
written Affirmative Action Program, which contains specific and results oriented procedures to 
which the Company is committed to apply every good faith effort. In addition, the Company is 
committed to taking affirmative action to employ and advance in employment qualified individuals 
with disabilities and protected veterans (i.e., disabled veteran, Armed Forces service medal 
veteran, recently separated veteran, or active duty wartime or campaign badge veteran), at all 
levels of employment. 

A written Affirmative Action Plan is prepared annually and complies with Executive Order 11246, 
Section 503 of the Rehabilitation Act of 1973 for the disabled, and Vietnam Era Veterans 
Readjustment and Assistance Act (VEVRAA).   

Religious Accommodation: 

The Company will provide reasonable accommodation for employees’ religious beliefs, 
observances, and practices when a need for such accommodation is identified and reasonable 
accommodation is possible.   A reasonable accommodation is one that eliminates the conflict 
between an employee’s religious beliefs, observances, or practices and the employee’s job 
requirements, without causing undue hardship to the Company.  

The Company has developed an accommodation process to assist employees, management, 
and Human Resources. Through this process, the Company establishes a system of open 
communication between employees and the Company to discuss conflicts between religion and 
work and to take action to provide reasonable accommodation for employees’ needs. The intent 
of this process is to ensure a consistent approach when addressing religious accommodation 
requests. Any employee who perceives a conflict between job requirements and religious belief, 
observance, or practice should bring the conflict and the employee’s request for accommodation 
to the attention of Human Resources to initiate the accommodation process.  The Company 
requests that accommodation requests be made in writing, and in the case of schedule 
adjustments, as far in advance as possible. 

The Company will not retaliate or otherwise discriminate against an employee or applicant who 
requests an accommodation in accordance with this policy. 

Pregnancy Accommodation 

In accordance with the Pregnant Workers Fairness Act (“PWFA”), the Company will make 
reasonable accommodations for known physical or mental limitations related to the pregnancy, 
childbirth or related medical conditions of a qualified applicant or employee, unless the 
accommodation would impose an undue hardship on the operation of the Company’s business.  

“Known physical or mental limitations” are those that the applicant, employee or the 
representative of an applicant or employee has communicated to the Company. Employees or 
applicants who wish to inform the Company of such limitation and/or request a reasonable 
accommodation under this policy should contact Human Resources, preferably specifying in 
writing, what barriers or limitations prompted the request. Human Resources will evaluate 
information provided regarding any reported or apparent barriers or limitations and will then 
communicate with the applicant or employee and engage in an interactive process to determine 
the nature of the limitation and what, if any, reasonable accommodation(s) may be appropriate. 



 

If, through this interactive process, the Company and the individual arrive at a reasonable 
accommodation that does not impose an undue hardship on the operation of the Company’s 
business, the Company will make that accommodation. 

Employees who wish to request time away from work to accommodate a limitation related to 
pregnancy, childbirth or a related medical condition should contact Human Resources. However, 
the Company will not require a qualified employee to take leave if another reasonable 
accommodation can be provided. 

The Company prohibits discrimination on the basis of pregnancy, childbirth or related medical 
conditions. The Company also will not interfere with any individual’s rights under the PWFA or 
take adverse action against a qualified applicant or employee because of the person’s request for 
or use of reasonable accommodations in accordance with this policy, report or opposition of 
discrimination under the PWFA, or participation in a proceeding involving an alleged violation of 
the PWFA. Individuals who believe they have been subjected to, or believe that another individual 
has been subjected to, prohibited discrimination or retaliation should report it immediately to 
Human Resources. 
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