o 00

ORGANO

Organo Policy

Type: Core
Equal Employment Opportunity Rev. 1, 01/01/2024

Table of Contents

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 EEQ 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.
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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 Vietham 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.
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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.



	Table of Contents
	General
	Employment
	Employee Performance
	Standards of Conduct
	Employee Leaves and Emergencies
	Benefits
	Organo USA, Inc. Employee Policies – Revision Record Rev. 2, 01/01/2024
	Table of Contents
	Table of Contents
	Objective:
	Policy Disclaimer:
	Table of Contents
	Organo Policy

	Donation Guidelines
	Donations beyond the guidelines require Board of Directors approval.
	Table of Contents
	Organo Policy
	Table of Contents
	Employment-At-Will:
	Organo Policy
	Table of Contents
	Employment Eligibility Verification:  The Company is committed to employing only United States citizens and aliens who are authorized to work in the United States and who comply with applicable immigration laws. As a condition of employment, each new-...
	Organo Policy
	Table of Contents
	Employment Verification Requests:
	Telephone Requests:
	Written Requests:
	Employee Records:
	Organo Policy
	The Company will not tolerate any form of discrimination or harassment prohibited by federal, state or local law, including discriminatory treatment based on an individual's national origin or citizenship status. Employees who believe they have been s...
	Organo Policy
	CA Personnel Files and Payroll Records Policy  Rev. 0, 10/09/2021

	Only authorized members of management and Human Resources have access to an employee's personnel file. Only Human Resources is authorized to release information about current or former employees on behalf of the Company. However, the Company will coop...
	Organo Policy
	Table of Contents
	EEO

	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 th...
	All employment practices and activities are conducted on a non-discriminatory basis.
	Table of Contents

	Retaliation is any conduct that would reasonably dissuade an employee from raising, reporting or communicating about good faith concerns through our internal reporting channels or with any governmental authority, or from participating in or cooperatin...
	Retaliation may occur through conduct or written communication and may take many forms, including actual or implied threats, verbal or nonverbal behaviors, changes to the terms or conditions of employment, coercion, bullying, intimidation, or delibera...
	The following are examples of potential retaliation the Company prohibits:
	• Adverse employment action affecting an employee’s salary or compensation;
	• Demotion, suspension, or termination of employment;
	• Taking away opportunities for advancement;
	• Excluding an employee from important meetings;
	• Threatening an employee who has made a report;
	• Directing an employee who has made a report not to report to outside regulators;
	• Deliberately rude or hostile behaviors or speech; and
	• Creating or allowing the creation of a work atmosphere that is hostile toward an employee who has reported a concern.
	Organo Policy
	Policy:
	Step-by-step process overview:
	Organo Policy
	Organo Policy
	Table of Contents
	Purpose:
	Policy:
	Verbal Reminder:
	If the performance problem still exists, or an offense is committed again, within the active window of the Verbal Reminder, a Written Reminder may be initiated.  This will be done by the supervisor, with the supervisor’s manager in attendance.  Refer ...
	Personal Decision Leave:
	Discharge:
	Appeal Process:
	Document Maintenance and Purging of Information:
	Table of Contents
	This form is for reference only. Please click Performance Improvement Record (For Use) and complete it.
	Employee Name: ____________________________________________________________
	B.U. / Department:  _________________________  Supervisor: _______________________
	Today's Date:  _____________________________
	Check One
	Employee's Signature:  _______________________________________________________
	Supervisor's Signature:_______________________________________________________
	Human Resources Representative:____________________________________________
	Other:  _______________________________________________________________________
	Verbal – Supervisor, Human Resources
	Written -- Supervisor, Employee, Human Resources
	Personal Decision -- Supervisor, Employee, all related documents to Human Resources
	Discharge -- All related documents to Human Resources
	Organo Policy
	Table of Contents
	Purpose:
	Policy:
	Organo Policy
	Organo Policy
	Work Hours (Non-exempt)
	Break Periods for Non-Exempt
	Exempt Employees

	Table of Contents
	Purpose:
	Policy:
	Testing:
	The Company will employ legal means available to it to operate its business free from alcohol and drugs. Accordingly, where law permits, we reserve the right to conduct baseline drug testing, random testing, pre-employment screening and testing relate...
	Organo Policy
	Organo Policy
	Table of Contents
	Purpose:
	Policy:
	Harassment of employees, customers, vendors, applicants or others with whom employees come into contact in the course of their work, is prohibited, will not be tolerated and may lead to discipline, up to and including termination. Conduct prohibited b...
	Sexual Harassment:

	Submission to such conduct is made either explicitly or implicitly a term or condition of employment;
	Submission to or rejection of such conduct is used as the basis for decisions affecting an individual's employment; or
	Such conduct has the purpose or effect of creating an intimidating, hostile, offensive, or embarrassing working environment.
	Other Forms of Harassment:

	Responsibilities of Employee:
	Responsibilities of Supervisor:
	Responsibilities of Human Resources Representative:
	Informal Resolution Procedure:
	Formal Resolution Procedure:
	 The name, department and position of the person or persons allegedly causing the harassment;
	 A description of the incident(s), including the date(s), location(s), and the presence of any witnesses;
	 The name of other employees who might have been subject to the same or similar harassment;
	Investigation:
	Report and Recommendation:
	 Summary of the complaint.
	 Summary of the statements and evidence obtained during the investigation.
	The facts will be reviewed and a determination will be made regarding the case.
	Discipline:
	Confidentiality:
	Organo Policy
	The federal Equal Employment Opportunity Commission (EEOC) and the California Civil Rights Department(CRD) will accept and investigate charges of unlawful discrimination or harassment at no charge to the complaining party. Information may be located b...
	Organo Policy
	Table of Contents
	Purpose:
	Policy:
	Organo Policy
	Table of Contents
	Purpose:
	Policy:
	California Locations:

	Organo Policy
	Table of Contents
	Purpose:
	Policy:
	Expectations Regarding Appropriate Usage:
	Expectations Regarding Privacy:
	Confidential/Proprietary Information:
	Organo Policy
	Organo Policy
	Table of Contents
	Purpose:
	Policy:
	Organo Policy
	Table of Contents
	Purpose:
	Policy:
	To ensure that the Company communicates with the media in a consistent, timely and professional manner about matters related to the Company, you should notify the President that you have been contacted by the media whenever you are asked to speak on b...
	Organo Policy
	Table of Contents
	Purpose:
	Policy:
	Organo Policy
	Organo Policy
	Table of Contents
	Purpose:
	Policy:
	For purposes of enhancing workplace safety and security and to reduce occasions of theft and other misconduct the Company may elect to install video surveillance cameras in work areas.
	If there is any reported incident of theft, trespass, workplace violence, employee misconduct or any type of safety violation ("security incidents"), the Company will utilize its surveillance equipment (if installed) as an investigatory tool. The Comp...
	The Company also reserves the right to actively monitor, through its surveillance cameras, any areas for safety reasons (to protect against equipment failure, breakage, or accident) or to protect the confidentiality of its documents or other proprieta...
	Although the video surveillance described in this policy is intended to monitor for security incidents and other safety reasons and to protect the Company’s confidential information, it is possible that such surveillance may capture other employee act...
	The Company respects the privacy of its employees. Accordingly, no video cameras will be installed in the Company's restrooms, locker rooms, first aid rooms or in any lactation or changing areas.
	The surveillance video cameras and any video footage from the surveillance are to be used solely for the purposes of this video surveillance policy. Any unauthorized use of these video cameras and/or videotapes is strictly forbidden and may result in ...
	Organo Policy
	Jury and Witness Duty:
	Organo Policy
	Organo Policy
	Family and Medical Leave under CFRA (CA Only):
	A. Employee Eligibility
	B. Qualifying Reasons for Leave
	C. Length of Leave
	D. Intermittent or Reduced Schedule Leave
	E. Requesting Leave
	F. Certification of Health Care Provider
	G. Qualifying Exigency Leave Requirements
	H. Failure to Provide Notice or Certification and to Return from Leave
	I. Benefits
	J. Compensation During Leave
	K. Job Reinstatement
	L. Confidentiality
	M. Fraudulent Use of CFRA Leave
	N. Nondiscrimination


	Organo Policy
	Organo Policy
	Company Phone Contact
	Company Web Contact
	Table of Contents
	Organo Policy
	Workweek:

	Organo Policy
	Organo Policy
	Organo Policy
	Holidays Rev. 0, 10/09/2021
	Purpose:
	Policy:
	Organo Policy
	MEDICAL/EYE CARE REIMBURSEMENT
	The Company encourages the wellbeing of all employees. With this in mind, the Company will reimburse an employee for an annual physical exam and/or eye exam co-payment.  The employee is also eligible for reimbursement for either one pair of glasses or...
	Organo Policy
	Organo Policy
	Organo Policy
	The Company has policies in place to assist the Organo USA Insurance Plan in complying with HIPAA.  Please contact the Tosoh America, Inc. Benefits Service Center, the Company’s Benefit Representative or the OUSA Privacy Officer with any questions or ...
	Employee Eligibility
	Organo Policy
	Preferred Car Rental Companies

	Avis  Corporate Code  #D271900

	Appendix II
	Corporate Traveler (Travel Agent Services)
	Next Steps:
	Contacting Corporate Traveler + FAQs
	Monday-Friday (8am – 6pm EST):  Organo’s dedicated Travel Manager: Nick Qaabar & team




