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Welcome ﬁew exﬁploycel
I welcome you to Hollon Oil Company and wish you svery success here,

I believe that each employee contributes ditectly to Hollon Oil Company's growth and sucéess, and hope
you will take pride in being a member of our team.

This handbook was developed to describe some of the expectations of our employees and to outline the
policies, programs, and benefits available to eligible employees, Employees should familiarize -
themselves with the contents of the employee handbook as soon as possible, for it will answer many
questions about employment with Hollon Oil Company.

I hope that your experience here will be challenging, enjoyable, and rewarding. Again, welcome!

Sincerely,

Bill Hollon
President
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INTRODUCTORY STATEMENT

This handbook is designed to acquaint you with Hollon Oil Company and provide youn with information
about working conditions, eniployee benefits; and some of'the policies affecting your employment. You -
should read, understand, and comply with all provisions of the handbook. It describes many of your
responsibilities as an employee and outlines the programs developed by Hollon Oil Company to benefit .-
employees. One of .our objectives isto prov1de a work envaonment that is conducive to both personal ..

and professional growth, :

No employee handbook can anticipate every circumstance or question about policy. The need may arise
and Hollon Oil Company reserves the right to revise, supplement, or rescind any policies or portion.of -
the handbook from time to time as it deems appropriate, in its sole and absolute discretion. The only
exception to any changes is our employment-at-will policy permiiting you or Hollon Oil Company to end
our relationship for any reason at any time. Fmployees will be notified of such changes to the handbook
as they occur.
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101 Nature of Exaployment

Effective Date: 8/1/98

Revision Date: 10/31/07 :
Employment with Hollon Oil Comnpany is voluntarily entered into, and the employee is free to resign at -
will at any time, with or without cause. Similarly, Hollon Oil Company may terminate the employment
relationship at will at any time, with or without notice or cause, so long as there is no violation of

. apphcable federal or state law

Pohcles set forth in thls handbook are not mtended to create a conn'act nor are they to be construed to i
- constitute contractual obligations of any kind or a contract of employment between Hollon Qil Company. .

and any of its employees. The provisions of the handbook have been developed at the discretion of « - ..
management and, except for iis policy of employment-at-will, may be amended or cancelied at any time, .
at Hollon Oil Company's sole discretion.

These provisions supersede all existing policies and practices and may not be amended or added to
without the express written approval of the executive officers of Hollon Oil Company.

102 Employee Relations

Effective Date: 8/1/98

Revision Date: 10/31/07

Hollon Oit Company believes that the work conditions, wages, and benefits it offers to its employees are
competitive with those offered by other employers in this area and in this industry. If employees have
concerns about work conditions or compensation, they are strongly encouraged to voice these concetns.
directly to their supervisors, ‘ .

Our experience has shown that when employess deal openly and directly with supervisors, the work
environment can be excellent, communications can be clear, and attitudes can be positive. We believe
that Hollon Oil Company amply demonstrates its commitment to employees by responding effectively to
employee concerus.




Holion Cil Company
Employee. Handbook

. 103 Equal Employment Opportumty

Effective Date: 8/1/98
Revision Date; 10/31/07 o
In order to provide equal employment and advancement opp ortnmhes to all md1v1duals, employment
decisions at Hollon Oil Company will be based on merit, qualifications, and abilities. Hollon Oil -
Company does not discriminate in employment opportunities or practices on the basis of race, color,
religion, sex, natlonal origin, age, disability, or any other characteristic protected by law.

Hollon Oil Company will make reasonable accommodations for quahﬁed individuals with known
disabilities unless doing so would result in an undue hardship. This policy governs all agpects of |
employment, including selection, job asmgnmenf: cempensanon, discipline, termination, and access to
- benefits and training, .. : :

Any employees with questions or concerns about any type of discrimination in the workplace are
encouraged to bring these issues to-the attention of their immediate supervisor or the Personnel Manager.
Employees can raise concerns and make reports without fear of reprisal. Anyone found fo be engaging in
any type of unlawful discrimination will be subject to disciplinary action, up to and including
termination of employment.

104 Business Ethics and Conduct

Effective Date: 8/1/98

Revision Date: 10/31/07

The successful business operation and reputation of EHollon Oil Company is built upon the principles of
fair dealing and ethical conduct of our employees. Our reputation for integrity and excellence requires
careful observance of the spirit and letter of all applicable laws and regulations, as well as a scrupulous :
regard for the highest standards of conduct and personal integrity, .

The contimed success of Hollon 0Oil Company is dependent upon our customers’ trust and we are
dedicated to preserving that trust. Empioyees cwe a duty to Hollon Oil Company and its customers to act
in a way that will merit the continned trust and confidence of the public.

Hollon Oil Company will comply with all applicable laws and regulations and expects its employees to
_conduct business in accordance with the letter, spirit, and intent of all relevant laws and to refrain from
any illegal, dishonest, or unethical conduct. :

In general, the use of good judgment, based on high ethical principles, will guide you with respect to
lines of acceptable conduct. If a situation arises where it is difficult to determine the proper course of
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action, the matter should be discussed openly with your immediate supervisor and if necessary, with the -
Personnel Manager for advice and consultation. Lo

Compliance with this policy of business ethics and conduct is the responsibility of every Hollon Oil .

Company employee Disregarding or faiting to comply with this standard of business ethics-and. conduct e

could lead to chsc1phnary action, up to and mcludmg possible fermination of employment{

+ -

- 107 Immlgratlon Law Comphance

Effective Date: 8/1/98
Revision Date: 10/31/07

Hollon Oil Company is committed to. employing onty United States, citizens and aliens who are. -
- authorized to work: in the United States:and does not unlawfully discriminate on the. basis of cl’mzensmp
or national origin.

In compliance with the Immigration Reform and Contro} Act of 1986, each new employee, as a condition
of employment, must complete the Employment Eligibility Verification Form I-9 and present: .
documentation establishing identity and employment eligibility: Former employees who are rehired must
also complete the form if they have not completed an [-9 with Hollon Oil Company w1th1n the past three
years, or if their previous I-9 is no longer retained or valid.

Employees with questions or segking more information on tmmigration law issues are encouraged to
contact the Personnel Manager. Employees may raise questions or complaints about immigration law
compliance without fear of reprisal.

108 COIlﬂlCtS of Interest

" Effective Date: 8/1/98 -

Revision Date: 10/31/07 -

Employees have an obligation to conduct business within guidelines that prohibit actual or potentlal
conflicts of interest. This policy establishes only the framework within which Hollon Oil Company
wishes the business to operate. The purpose of these guidelines is fo provide general direction so that
employees can seek further clarification on issues related to the subject of acceptable standards of
operation. Contact the Personnel Manager for more information or questions about conflicts of interest.

Transactions with owtside firms must be conducted within a framework established and controlled by the
executive level of Hollon Qil Company. Business dealings with outside firms should not result in
unusual gaing for those firms. Unusual gain refers to bribes, product bonuses, special fringe benefits,
unusual price breaks, and other windfalls designed to ultimately benefit either the employer, the:
employee, or both. Promotional plans that could be interpreted to involve unusual gain require specific -
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* executive-level approval.

An actual or potential conflict of interest occurs when an employee is in a position to influence a. -
" decision that may result in a personal gain for that employee or for a relative as a result of Hollon Oil

Company's business dealings. Forthe purposes of this policy, a relative is any person who is related by S
. Dblood or man‘lage -or whose relationship with the employee is similar to that of persons Who are related .. . .-

by blood or mamage

No "presumptmn of guilt" i is created by the mere emstence of a relationship \mth outside. ﬁnns However,

. if employees have any influence on transactions involving purchases, contracts, or leases, it is imperative -

that they disclose to an officer of Hollon Qil Company as.soon as possible the existence of any- actual or
- potential conflict of interest so that safeguards can be established to protect all parties,

e Personal gam may result not only in- cases. where an employee or relative has s1gn1f10ant ownelsh1p ina

firm with which Hollon Oil Company does business, but also when an employee-or relative receives any
kickback, bribe, substantial gift, or special consideration &s a result of any transaction or business
dealings involving Hollon Oil Company.

110 Outside Employment

Effective Date: 8/1/98

Revision Date; 10/31/07 .

Employees may hold outside jobs as long as they meet the performance standards of their job with
Hollon Oil Company. All employees will be judged by the same performance standards and will be
subject ta Hollon Oil Company's scheduling demands, regardless of any existing outside work
requirements.

1f Hollon Oil Company determines that an employee's outside work interferes with performance or the
ability to meet the requirements of Hollon Oil Company as they are modified from time to time, the
employee may be asked to terminate the outside-employment if he or she wishes to remain with Hollon
Oil Company.

QOutside employment that constituies a conflict of interest is prohibited. Employees may not receive any
income or material gain from individuals outside Hollon Qil Company for materials produced or services
rendered while performing their jobs.
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' -112 NonuDlsclosure
Bffectivé Dater 8/1/98 © * = 1 et e Tl o)
' Revision Date:10/31/07 =~ -+ 0 R T ' -
The protection of confidential busmess Infomlatmn and trade secrets is v1ta1 to the mterests and the
success of Hollon Oil Company. Such conﬁden‘ual information includes, but is not 11m1ted to, the

following examples

' ‘pro_duct I'Jricé information -
* compénsation data -
* customer lists

¥ sustomer préferences
* marketing strategies

Employees who are exposed to confidential information may be required to sign a non-disclosure
agrecment as a condition of employment. Employees who improperly use or disclose trade secrets or
confidential business information will be subject to disciplinary action, up to and including termination = -
of employment, even if they do not actually benefit from the disclosed information.
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- 201 Employment Categorles
" Effective Date: 8/1/98 '

- Revision Date! 10/31/07 - ' : o SIS
It is the intent of Hollon ®11 Company to clarify the deﬁmt1ons of employmcnt class1ﬁoat1ons so that
employees understand their employment status and benefit éligibility. These classifications do not
guarantee employment for any specified period of time. Accordingly, the right to terminate the
employment relatmnshlp at will at any tu:ne is retained by both the employee and Hollon 011 Company

' Each employee is demgnated as either NONEXEMPT or EXEMPT from federal and state wage and hour

laws, NONEXEMPT employees are entitled to overtime pay under the specific provisions.of federal and . ..

o state laws, EXEMPT employees are exciuded from specific provisions of federal.and state wage and hour
. laws. An employee's EXEMPT or NONEXEMPT classification may be changed only upon not1ﬁcat1on
by Hollon Oil Cothpany management.

In addition to the above categories, each empioyee will belong to one other employment category:

REGULAR FULL-TIME employees are those who are not in a temporary or introductory status and who
are regularly scheduled to work Hollon Qil Company's full-time schedule. Generally, they are eligible for,
Hollon Qil Company's benefits, subject to the terms, conditions, and limitations of each benefit program.

PART-TIME employees are those who are not assigned to a temporary or introductory status and who

are regularly scheduled to work on average less than 24 hours per week. While they do receive all legally
mandated benefits (such as Social Security and workers' compensation insurance), ‘r.bey are mehglble for .
all of Hollon Oil Company's other benefit programs.

INTRODUCTORY employees ate those whose performance is being evaluated to defermine whether -
- further employment in a specific position or with Hollon Oil Company is appropriate. Employees who
satisfactorily complete the introductory period will be notified of their new employment classification.-

TEMPORARY employees are those who are hired as interim replacements, to temporarily. supplement
the work force, or to assist in the completion of a specific project. Employment assignments in this
category are of a limited duration. Employment beyond any initially stated period does not in any way
imply a change in employment status, Temporary employees retain that stafus unless and until notified of
a change. While temporary employees receive all legally mandated benefits (such as workers'
compensation insurance and Social Security), they are ineligible for all of Hollon 011 Company's other
benefit programs. :
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202 Access to Personnel Files

Effective Date: 8/1/98

Revision Date: 10/31/07 C : o -
Hollon Oil-Company maintains a personnel file on éach employee The ‘personnel ﬁle 1noludes sueh
information as'the employee's job application; resume, records of training, documentation of . :
performance appra1sals and salary increases, and other employment records, :

Personnel ﬁles are the property of Hollon 011 Company, and access to the information they contam - -

restricted. Generally, only supervisors and management personnel of Hollon Oil Compmy who have a
1eg1t1mate reason fo.review mformatlon ina ﬁle are. allowed to do so. -

Employees who w1sh o review thelr own ﬁle should contaet the Personnel Manager, With reasonable
advance notice, employees may review their own personne] files in Hollon Oil Company's offices and in.
the presence of an individual appointed by Hollon Oif Company to maintain the files.

203 K Employment Reference Checks -

Effective Date: 8/1/98 '

Revision Date; 10/31/07

To ensure that individuals who join Holion Oil Company are well qualified and have a strong potential to
be productive and successful, it is the policy of Hollon Oil Company to check the employment references
of all applicants.

204 Personnel Data Changes

Effective Date: 8/1/98

Revision Date: 10/31/07 '

It is the responsibility of each employee to promptly not1fy Hollon il Company of any ohanges in
personnel data. Personal mailing addresses, telephone numbers, number and names of dependents,
individuals to be contacted in the event of an emergency, educational accomplishments, and other such
status reports should be accurate and current at all times. If any personnel data has changed, notify the
Personmel Manager,
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- 205 Introductory Period ST T

Effective Date: 8/1/98
Revision Date: 10/31/07 .

The introductory period is-intended to give new employees the opportumty to demonstrate thelr ablhty to oo

achieve.a satisfactory level of performance and to determine whether the new position meets their

expectations. Hollon Oil Company uses this period to evaluate employee capabilities, work habits, and
overall performance. Either the employee or Hollon Oil Company may end the employment relationship- - ..
at will a’n_‘any time during '01'.after the introductory period; with or without canse or -adyance-notice. -

. Allnew and rehired. employees work on an 1ntroductory basis: for the first 90 calendar days after their . .
‘ date of h1re : . .

Upon satlsfactory complehon of the m1t1a1 ultroductory perlod employees enter the “regular"
employment classification.

During the initial introductory period, new employees are eligible for those benefits that are required by
law, such as workers' compensation insurance and Social Security. After becoming regular employees,

they may also be eligible for other Hollon Oil Company-provided benefits, subject to the terms and

conditions of each benefits program. Employees should read the information for each specific beneﬁts
program. for the details on e11g1b111ty requirements. :

208 Employment Applications : C IR
Effective Date: 8/1/98 o S
Revision Date: 10/31/07 - :

Hollon Oil Company relies upon the accuracy of information contained in the employment application,
as well as the accuracy of other data presented throughout the hiring process and employment. Any
misrepresentations; falsifications, or material omissions in any of this information or data may result in
the exclusion of the individual from further consideration for ernployment or, if the person has been
hired, termination of employment
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301 Employee Bénefits

Effective Date: 8/1/98
R.ewsmn Date: 10!3 1/07

- Beneﬁts ehoibxhty is dependent upon 8 vanety of factors mcludmg employee class1ﬁcat10n A number o

of the programs (such as Social Security, workers' compensation, state disability, and unemployment. - .

. insurance) cover all employees in the manner prescribed by law. Your supervisor can identify the -
:. programs for which you are-eligible. Details of many ef these programs can be found- elsewhere in the

employee handbook. -

- The followmg benefit programs may be avaﬂable to el1g1b1e employees

Vacation Beneﬁts

Holidays

Life Insurance

Disability Insurance

401K Retirement Savings Plan
Medical Leave

Bereavement Leave
Employee Discounts

Some benefit programs may require contributions from the employee, but most are fully pald by Hollon
Oil Company.

303 Vacation Benefits
Effective Date: 8/1/98
Revision Date: 10/31/07

. Hollon Oil Company makes available vacation time off with pay to all eligible employees to provide -
- opportunities for rest, relaxation, and personal pursuits.

After one year of employment, employees in the following empleyment clasmﬁcatmn(s) are eligible for

vacation time off as described in this policy:

* Regular full-time employess

The amount of paid vacation time available each year:
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* After 1 year of eligible service - 5 vacation days (40 hours) each year,
* Aftel 2 years of eligible service - 10 vacatlon days (80 hours) each year.

* After 5 years of el1g1ble service - 15 vacatlon days {120 hours) each year.

Once employees enter a‘n eh gible employment cla551ﬂcat10n and complete one year of eligible.service, - o

vacation time-off is available according to the schedule, Vacation time is available on an annual basis -,
after each year of employment and is not accrued throughout the year,

'Pa1d vacatlon t1me can, be used in mlmmum mcrements of one:—half day (4 hours). - - ey K e

To take vacation time, employees are to request advance approval in writing from their. supervisors as

.early as possible. Requests will be reviewed based on a number of factors, including business needs-and. | -

staffing requirements. All vacation requests are subject to the approval of Management. Once written
approval is received, employees should indicate their vacation dates on the company's posted vacation
calendar. :

Vacation time off is paid at the employee's base pay rate at the time of vacation. It does not include
. overtime or any special forms of compensation such as incentives, commissions, bonuses, or shift
differentials. -

As stated above, eraployees are encouraged to use available paid vacation time for rest, relaxation, and
personal pursuits. Vacation pay in lieu of vacation time off is not an option unless unusual staffing
requirements prevent employee from taking requested vacation time off within the benefit year and/or it
15 approved by Management. '

All vacation pay will be included in the employee's regular scheduled paycheck after vacation time off
has been taken. No vacation checks will be issued in advance of the vacation time off. If thisis a
concern, employees should schedule their vacation time according to the pay period. This pollcy is the
same for all employees (both hourly and salary).

In the event that ‘available vacation is not used by the end of the benefit year, employees may carry
unused time forward to the next benefit year, If the total amount of unused vacation time reaches a "cap”
equal to two times the annual vacation amount, further vacation accrual will stop. When the employee

uses paid vacation time and brings the available amount below the cap, vacation accrual will begin again.

10
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305 Holidays.

‘Effective Date! 8/1/08

Revision Date; 10/31/07 .

“Hollon Oil Company will typically grant lioliday time off to all:"eligible" (completed 90 calendar days of
service) Full-Tlme employees on the § holidays listed below when they fall on normal working- days

* New Year 's Day (January 1)
" *Gpod Friday (Friday before Easter)

* Memorial Day (last Monday in May)

--* Independence Day (July 4) . :

- *Lgbor Day (first Monday i in September) -

" * Thanksgiving (fourth Thursday in November)
* Christmas Eve (December 24)
* Christmas (December 25)

Holiday pay will be calculated based on the number of hours the employee would otherwise normally
have worked on that day (up to 8 hours) times the emaployee's straight-time pay rate (as of the date of the
holiday).

Management will decide anmually which days to observe certain holidays and will distribute an Annual
Holiday Schedule. A recognized holiday that falls on a Saturday will typically be observed on the
preceding Friday. A recognized holiday that falis on a Sunday will typically be observed on the
following Monday.

If a recognized holiday falls during an eligible employee's paid absence (e.g., vacation, sick leave), the

' employee may take the holiday i in lieu of a vacation/sick day (both holiday and vacatlon or smlc pay will
not be paid for the same day). - : - .
If any hourly employee (Eligible or In-Eligible, Full~ Tune or Part-Tlme) st Worlc on a holiday, they
will be paid for the hours they wcnked and will receive hohday pay for the nurober of hours they worked
(upto 8 hours)

Paid time off for holidays will not be counted as hours worled for the purposes of determining overtime.

11
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306 Workers' Compensation Insurance
Effective Date: 8/1/98
Revision Date; 10/31/07

' Hollon Oil'Company providés a comprehenswe workers tompensation insurance program at no oost to i

employees. This piogram covers any injury or illness sustained in the course of employment that requires
medical, surgical, or hospital treatment, Subject to applicable legal requirements, workers' compensation
msutrance prowdes benefits after a short waiting period or, 1f the employee is hosp1ta11zed umnedmtely

Employees who sustain work-related i 111_1unes or illnesses should mform their supervisor umnedxately No
:matter how minor an on-the-job injury may appear, it is important that it be reported 1mmed1ately Th15
W111 enable an ehglble employee to. qualify for coverage as qmckly as-possible, ;

Neither Hollon Oil Comparty nor the insurance cartier will be 11ablc for the payment-of workers'
compensation benefits for injuries that occur during an employee's voluntary participation in any -
off-duty recreational, social, or athletic activity sponsored by Hollon Oil Company.

307 Sick Leave Benefits

Effective Date: §/1/98

Revision Date; 10/31/07

Hollon Oil Company makes available pa1d sick leave benefits to all eligible employees for penods of
temporary absence due to illnesses or injuries.

- After one year of employment, employees in the following employment class1ﬁcatlon(s) are eligible for
paid swk leave benefits as described in this pohcy -

* Regular full-time employees

" After each yeat of employment, eligible employees will accrue sick leave benefits of 6 days per year.-
Paid sick leave benefits are accrued on an annual basis after each year of employment and are not
acecrued throughout the year,

Paid sick leave can be used in minimum increments of one-half day (4 hours).

Eligible employees may use sick leave benefits for an absence due to their own illness or injury or that of
a family member who resides in the employee's household. |

Employees who are unable to report to work due to illness or injury should notify their direct supervisor

12
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before the scheduled start of their workday if possible. The direct supervisor must also-be contacted on .

each additional day of absence, If an employee is absent for three or more consecutive days due to illness. -

or injury, a physician's statement must be provided verifying the disability and its beginning and .

.. expected ending dates. Such verification may be requested for other sick leave absences-as well arid may -

be required as a condition %0 receiving sick leave benefits, Before returning to work from 2 sick leave
absence of 3 calendar days or more, an employee must prowde a physmlan & venﬁeatmn that he -or.she-
‘may-safely return to work : . R , . . e

Sick leave beneﬁts w111 be caleulated based on til‘e eﬁlpleyee 8 base pay rate at the time of absence and
will not include any special forms of compensatmn, such as incentives, commisgions, bonuses, or shiff -
differentials.

Unused sick leave benefits will be allowed to accumulate until the employee has accrued a total.of 30.

days.(240 hours) worth of sick leave benefits. If the employee's benefits reach this maxithum, further - -

acerual of sick leave benefits will be suspended until the employee has reduced the balance below the
limnit. : ‘

Sick leave benefits are intended solely to provide income protection in the event of illness or injury, and
may not be used for any other absence. Unused sick leave benefits will not be paid to employoes while
they are employed or upon termination of employment.

309 Bereavement Leave
Effective Date: 8/1/98
Revision Date: 10/31/07

Full time employees will be granted time off with pay in the event of death in their immediate family.

- The mumbex of days shall be-at the discretion of management depending on dlstances to be tra,vel fo, the
funeral and other extenuating c1rcumstances .

311 Jury Duty

. Effective Date: 8/1/98

Revision Date; 10/31/07

Hollon Qil Company encourages employees to fulfill their civic responsibilities by serving jury duty.
when required, Employees get unpaid jury duty leave for the length of absence. If desired, employees
may use any available paid time off (for example, sick days or vacation days). .
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- Employees must show the jury duty summons.to their supervisor ag soon as possible so that the.
supervisor may make arrangements 1o accommodate thelr absence Of course, employees are expected to
report for work: whenever the court sehedule penmts ‘ : : .

317 Life Insurance
Effective Ddte: 8/1/98 -
Revision Date: 10/31/07

Life insurance offers you and your famﬂy unpo:rtant ﬁnaneml protecuon Hollon 01l Company- prov1des
a basio life inswrance plan for eligible employees. .

Accidental Death and Dismemberment (AD&D) insurance prowdes protection in cases of serious injury
or death resulting from an accident., AD&D i insurance coverage is provided as part of the basic life
insurance plan. :

Employees in the following empioyment classifications are eligible to participate in the life insurance
plan;

* Regular full-time employees

Eligible employees may participate in the life insurance blan subject to all terms and conditions of the
agreement between Hollon Oil Company and the insurance carrier.

Details of the basic life insurance plan including benefit amounts are described in the Summary Plan
Description provided to eligible employees Contact the Personnel Manager for more mfonnatlon about
life insurance benefits. :

319 Long-Term Disability
Effective Date: 8/1/98
Revision Date: 10/31/07

Hollon Oil Company provides a long-term disability (L'TD) benefits plan to help eligible employees cope
with an illness or injury that results in a long-term absence from employment. LTD is designed to ensure
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a oont111u1ng incorhe for employees Who are dlsabled and unable to work.

1

Employees in the- followmg employment olass1ﬁoat1ons are e11g1b1e to participate-in the- LTD plan: ... :
* Regular full-tune employees .

. Ehglble employees may partlelpate n the LTD plan subj ect to all terms and cond1t1ons of the agreement -
between Hollon Oil Comparny and the insurance carrier. El1g1ble employees may begm LTD coverage :
only after oompletmcr 90 calendar days of service, .

LTD benel“ ts are offset with amounts received under Soe;al Seounty or workers' compensatmn for the
same time period.

- Details of the 1.TD benefits plan. including benefit amounts, and limitations and restrictions are described
in the Summary Plan Description provided to eligible employees. Contact the Personnel Manager for
more information about LTD benefits.

320 401(k) Savings Plan
Effective Date; 8/1/98
Revision Date: 10/31/07

Holion Oil Company has established a 401(k) savings plan to provide employees the potential for future
financial security for retirement.

Tao be eligible to join the 401 (k). savings plan, you must complete 12 months of service and be 21 years - -
of age or older. You may join the plan only during open enrollment periods. Eligible employees may :
participate in the 401(k) plan subject to all terms and conditions of the plan. :

The 401(k) savings plan altows you to elect how much salary you want to contribute and direct the
investment of your plan account, S0 you can tailor you:r oW1l ret1rement paol{acre to meet your 1ndlv1dual :

Because your contribution to a 401 (k) plan is automatically deducted from your pay before federal and - -
state tax withholdings are calculated, you save tax dollars now by having your current taxable amount

reduced. While the amounts deducted generally will be taxed when they are ﬁnally distributed, favorable :
tax rules typically apply to 401 (Lc) distributions.
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- Complete details of the 401(k) savings plan are described in the Summary Plan Description-provided to .

eligible employees. Contact the Personnel Manager for more information about the 401(k).plan.
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401 Timekeeping

Effective Date: 8/1/98 : o

Revision Date: 10/31/07 ' -

Accurately recording tifie workeid 4s the responsibility of every nonexempt employee F ederal and state
laws require Hollon Oil Company to keep an accurate record of time worked in order to calculate
employee pay and benefits. Time worked is all the time actually spent on theJob performing assigned
duties, :

Nonexempt employses should accurately record the time they begin and end their work, as well as the
beginning and ending time of each meal period. They should also record the beginning and ending time

- of any split shift or dcpartme from work for personal reasons. Overtlme work must always be approved e

before it is performed.

Altering, falsifying, tampering with time records, or recording time on another employee's time record
may result in disciplinary action, up to and including termination of employment.

Nonexempt employees should report to work no more than 10 minutes prior to their scheduled starting
time nor stay more than 10 minutes after their scheduled stop time without expressed, prior authonzatlon
from their supervisor. -

If corrections or modifications are made to the time record, both the employee and the supervisor nst
verify the accuracy of the changes by initialing the time record.

403 Paydays

Effective Date: 8/1/98

Revision Date: 10/31/07

All employees are paid biweekly every other Friday, Each paycheck will include earnings f01 all work

performed through the end of the previous payroll period.

In the event that a regulariy scheduled payday falls on a day off such as a weekend or holiday, employees -

will receive pay on the last day of work before the regularly scheduled payday.
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405 Employment Termination
Effective Date: 8/1/98 ‘ -
Revision Date: 10/31/07 : . ) T

" Terinination of eimployment is ai inevitable part of personnel act1v1ty within any orgamzatlon and manyr s

of the reasons for termination are routine. Below are examples of some of the most common -
circumstances under which employment is terminated:

* Resignation ~voluntary employment termination initiated by an employee.
- * Discharge - invotuntary employment termination initiated by the organization.
¥ Layoff - involuntary employment termination uutlated by the orgamzatlon for

e nondmmphnary TEASONS:

Hollon Gil Company will generally schedule exit interviews at the time of employment termination. The
exit interview will afford an opportunity to discuss such issues as employee benefits, conversion
privileges, repayment of outstanding debts to Hollon Oil Company, or return of Hollon Oil
Company-owned property, Suggestions, complaints, and questions can also be voiced.

Since employment with Hollon Oil Company is based on mutual consent, both the employee and Hollon
0Oil Company have the right to terminate employment at will, with or without cause, at any time.

408 Pay Advances

Effective Date: 8/1/98

Revision Date: 10/31/07

Hollon Oil Company does not provide pay advances on earned or unearned wages fo employees

409 Administrative Pay Corrections

Effective Date: 8/1/98

Revision Daie: 10/31/07

Hollon Oil Company takes all reasonable steps to ensure that employees receive the correct amount of
pay in cach paycheck and that employees are paid promptly on the scheduled payday.

In the unlikely event that there is an error in the amount of pay, the employee should promptly bring the.

discrepancy to the attention of the Payroll Manager so that corrections can be made as qmekly ag
possible, :
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410 Pay Deductions and Setoffs

Effective Date: 8/1/98

Revision Date: 10/31/07 . : ' I

- The law requires that Hollon Oil Company make. certam deduchons from every cmployee 8
compensation. Among these are applicable federal, state, and local income taxes. Hollon Qil Company
also ninst deduct Social Security taxes on each employee's earnings up to a specified limit that is called
the Social Security "wage base " I-Iollon oil Company matches the amount of Social Seclmty taxes paad -
* by each employee. D : : :

Pay sotoffs are pay deductions taken by I-Iolion 0il Company, usually to help pay off a debt or. obllga(clon Lo
* to Hollon Qi Company or others . .

If you have questions concerning why deductions were made from your pay check or how they were
calculated, your supervzsor can assist in having your questlons answered.
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501 Safety

Effective Date: 3/1/98
Revision Date: 10/31/07

" -To assist.in providing a saf and healthful worlc envuomnent for employees, customers and V1s1tors

Hollon Oil Company has established a wmkplace safety program. Its success depends.on the alertness: - |
and personal commltment of all.

Hollon 011 Company also prov1des mformatmn to employccs about workplace safety and: health issues -

‘through regular infernal communication channels such as superwsor—employee meetmds, bulietin board

postings, memos, or other written conmmucatwns B

Employecs and supervisors receive periodic workplace safety training. The training covers potential
safety and health hazards and safe work practices and procedures to eliminate or minimize hazards.

Some of the best safety improvement ideas come from employees, Those with ideas, concerns, or
suggestions for improved safety in the workplace are encouraged to raise them with their supervisor.
Reports and concerns about workplace safety issues may be made anonymously if the employee wmhcs.

‘Afl reports can be made without fear of reprisal.

Each employee is expected to obey safety rules and to exercise caution in all work activities. Employees
must immediately report any unsafe condition to the appropriaie supervisor. Employees who violate
safety standards, who cause hazardous or dangerous situations, or who fail to report or, where
appropriate, remedy such sitaations, may be subject to disciplinary action, up to and including
termination of employment.

In the case of accidents that result in injury, regardless of how insignificant the injury may appear,
employees should immediately notify their supervisor. Such reports are necessary to comply ‘with laws
and Initjate insurance and workers' compensation benefits procedures.

502 Work Schedules

Effective Date: 8/1/98

Revision Date: 10/31/07

Work schedules for employees vary throughout our organization. Supervisors w111 adv1se employées of
their individual work schedules. Staffing needs and operational demands may necesgitate variations in -
starting and ending times, as well as varjations in the total hours that may be scheduled each day and -
weelk.
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504 Use of Phone and Mail Systems
Effective Date: 8/1/98 - L e
Revision Date: 10/31/07 : . : T

*.. Personal use-of the telephone for long-distance and toll oalls is not permitted. This. iricludes receéiving .
incoming personal calls on our toll-free 1-800 line. Employees should practice discretion'when makmg .

local personal calls and may be required to reimburse Hollon Oil Company for any charges resultlng
from then* personal uss of the telephone , Ce .

The use of Hollon 011 Company pa1d postacre for personal correspondence is not pernntted

: To ensure effectwe telephone eommumoatmns employees should always use the approved greeting and - e

speak in a courteons and professional manner. Please conﬁrm information received from the caller, and
* hang up only after the caller has done so.

505 Smoking

Effective Date: 8/1/98

Revigion Date: 10/31/07 :

In keeping with Hollon Oil Company's intent to provide a safe and healthful work environment, smoking

is prohibited throughout the worlplace.

This policy applies equally to all employees, customers, and visitors,

- 506 Méal Periods

Effective Date: 8/1/98

Revision Date: 10/31/07 )

All full-time employees are to be provided with one meal period each workday. Supervisors are to
schedule meal periods to accommodate operating requirements. Employees are to be relieved of all
active responsibilities and restrictions during meal periods and will not be compensated for that time,
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507 Overtime:

Effective Date; 8/1/98
Revision Date: 10/31/07 : :
“When: operating requireiments-or-other neede cannot he met durmg regular Workmg hours, employees
~ may be scheduled fo woik overtime hours. When possible, advance notification of these imandatory.-

- agsignments will be provided. All overtime work must receive the supervisor's prior authorization.
Overtime agsignments will be distributed as equitably as practlcal to.all employees quahﬁed to, perform
- the reqmred worlc . RIS :

Overtime compensation is paid to all nonexempt employees in accordance with federal and state wage.
and hour restrictions. Overtime pay-is based-on actual hours worked, Time off on sick leave, vacation -
leave, or any leave of absence will not be considered hours worked for purposes of performing overhme
calculations. .

Employees who work overtime without receiving prior authorization from the supervisor may be subject
to disciplinary action, up to and including possible termination of employment. -

508 Use of Equipment and Vehicles

Effective Date: 8/1/98

Revision Date: 10/31/07

Equipment and vehicles essential in accomplishing job dufies are expensive and may be difficult to
replace. When using property, employees are expected to exercise care, perform required maintenance,
and follow all operatmg mstructlons, safety standards, and guidelines.

Please notify the supervisor if any equipment, machines, tools, or vehicles appear to be damaged
defective, or in need of repair. Prompt reporting of damages, defects, and the need for repairs could-
prevent deterioration of equipment and possible injury to employees or others. The supervisor can
answer any questions about an employee's responsibility for maintenance and care of equipment or.
vehicles used on the job,

The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles, as

well as excessive or avoidable traffic and parking vmlatlons, can result in disciplinary action, up to and
"including termination of employment. :
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510 Emergency Closings
Effective Date: 8/1/98
Revision Date: 10/31/07

- At times; emergencies such as severe weather, ﬁres, power fmlures or earthquakes, can dlsrupt company ;
operatlons In exfreme cases, these. circumstances may réquire the closing of a work facility.’ :

‘When operatmns are ofﬁcially closed due to emergency conditions, the time.off from scheduled work.
“will be unpaid. However, with supervisory approval, employees may use available paid leave tlme such
. as unused vacation benefits. :

514 Visitors in the Workplace

Effective Date: 8/1/98

Revision Date: 10/31/07

To provide for the safety and security of employees and the facilities at Hollon Oil Company, only
authorized visitors are allowed in the workplace. Restricting unauthorized visitors helps maintain safety
standards, protects against theft, ensures security of equipment, protects confidential information,
safeguards employee welfare, and avoids potential distractions and disturbances.

All visitors should enter Hollon Oil Comipany at the main entrance. Authorized visitors will receive
directions or be escorted tc their destination. Employees are responsible for the conduct and safety of
their visitors. . :

If an unauthorized individual is observed on Hellon Oil Company's premises, employees should -
immediately notify their supervisor or, if necessary, direct the individual to the main entrance.:

516 Computer and E-mail Usage

Effective Date: 8/1/98
Revigion Date: 10/31/07

The use of Hollon Oi! Company's (the Company)} automation systems, including computers, fax
machines, and all forms of Internet/Intranet access, is for company business and for authorized purposes
only. Brief and occasional personal use of the electronic mail system or the Internet is acceptable as long
ag it is not excessive or inappropriate, ocowrs during personal time (lunch or other brealks), and does not
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result in expense to the Company.

Use is defined as "excessive" if it interferes with normal job functions, responsiveness, or the ability to .-
perform daily job activities. Electronic communicatien should not be used to solicit or sell products or
gervices that are unrelated to the Company's busmess d1stract intimidate, or barass coworkers or thlrd- -
parties; or disrupt. the worleplace. = - »

'Use of Company computers networks ‘anid Tnternet access is & pnvﬂege granted by managemeni and ’
may be revoked at any tnne for mappropnate conduct carried out on such systems, including, but not
hnnted fo: '

Sendmg chait lettets or participating in any way-in the création or transthission oft unsohcztecl »
commerc1a1 e-mail (“spam") that is unrelated to legitimate Company purposes;

Engagmg in private or personal busmass activities, 1nclud1ng excessive use of mstant messagmg
and chat rooms (see below); -

Misreprésenting onsself or the Company;

Violating the laws and regulations of the United States or any other nation or any state, city,
province, or other local jurisdiction in any way;

Engaging in unlawful or malicious activities;

Deliberately propagating any virus, worm, Trojan horse, trap-door program code, or other code
or file designed to disrupt, disable, impair, or otherwise harm either the Company's networks or
gystems or those of any other individual or entity;

Using abusive, profane, threatening, racist, sexist, or otherwise objectionable 1anguage in either
public or private messages;

Sending, recetving, or accessiﬁg pombgraphic materials;
Becoming involved in partisan politics;

Causing congestion, disruption, disablement, alteration, or impairment of Company networks or
systems;

Maintaining, crganizing, or participating in non-work-related Web logs ("blogs"), Web journals,
"chat rooms", or private/personal/instant messaging;

Failing to log off any secure, controlled—access computer or other form of electronic data system
to which you are assigned; if you leave such COlnputBl or system unattended;

Using recreational games; and/or
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Defeating or attempting to defeat security restrictions on corpany systems and applications.

Using Compahy atifomation systems to access, create, viéw, transmit, or receive racist, sexist,

threatening, or otherwisé objectionablé or illegal material is strictly prohibited. "Material is defmed as. '

' any visual, textual, or atditory extity. Such material vidlates the Comipany anti-harassment polieies and -
" is subject to disciplinary action, The Company's electronic mail system, Internet access; and computer.-

systems must 1ot be used to violate the laws and regulations of the United States or any other nation or -

any state, city, province, or other local jurisdiction in any way. Use of company resources for illegal
activity can lead to disciplinary action, up to and including dismissal and criminal prosecutlon The
Company will comply with reasonable reguests from law enforcement and regulatory agencies for- logs,
.diaries, archives, .or files on 111d1v1dua1 Internet activities, e-mail use, and/or.computer use. . :

© Unless spec1ﬁcally granted in this pohcy, any non-business use of the Company s automation systems ig
- expressly forbidden. ... _ R T TR T PR

If you violate these policies, ydu could be subject to disciplinary action, up fo and including dismissal.
Ownership and Access of Electronic Mail, Internet Access, and Computer Files

The Company owns the rights to all data and files in any computer, network, or other information system
used in the Company. The Company also reserves the right to monitor electronic mail messages .
(including personalfprivate/instant messaging systems) and their content, as well as any and all use of the
Internet and of computer equipment used to create, view, or access e-mail and Internet content,

Employees must be aware that the electronic mail messages sent and received using Company equipment ,

are not private and are subject to viewing, downloading, inspection, release, and archiving by Company
officials at all times. The Company has the right to inspect any and all files stored in private areas of the
network or on individual computers or storage meclia in order to assure compliance with policy and state
and federal laws. No employee may access another employee's computer, computer files, or electronic
mail messages without prior authorization from either the employee or an appropriate Company official..

The Company has licensed the use of certain commercial software application programs for business
purposes, Third parties retain the ownership and distribution rights to such sofiware. No employee may .
create, use, or distribute copies of such software that are not in compliance with the license agreements
for the software. Violation of this policy can lead to disciplinary action, up to and including dismissal.

Confidentiality of Electronic Mail

As noted above, elecironic mail is subject at all times to monitoring, and the release of specific
information is subject to applicable state and federal laws and Company rules, policies, and procedures
on confidentiality. Existing rules, policies, and plocedures governing the sharing of confidential
information also apply to the shaung of information via commercial software. Sincethere is the |
possibility that any message could be shared with or without your permission or knowledge, the best rule
to follow in the use of electronic mail for non-work-related information is fo decide if you would post the
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information on the office bulletin board with your signature.

. It is a violation of Company-policy for any employee, including system administrators and supervisors, -
. .to access electronic mail and computer systems files io sattsfy curlos1ty about the affairs. of others. -
. Employees found to have engaged in such activities w111 be subject to.disciplinary action. : - . -

E]eotrome Mall Tampet ing

Blectronic ma11 messages recelved should not be altered without the sender's permission;, nor should -
electronic mail be altered and forwarded to another user and/or unauthonzed attachments be placed on -
-anothe1 s elect:romc mail message - : : S :

Pohoy Statement for Internet/lntra.net Browser(s)

The Internet is to be vsed to furthe1 the Company's missicn, to prowde effective service of the lughest
quality to the Company's customers and staff, and to support other direct job-related purposes.
Supervisors should work with employees to determine the appropriateness of using the Internet for
professional activities and career development. The various modes of Internet/Intranet access are
Company resources and are provided as business tools to employees who may use them for research,
professional development, and work-related communications. Limited personal use of Internet resources
is a special exception to the general prohibition against the personal use of computer equipment and
software. _

Employees are individually liable for any and all damages incurred as a result of v1olat1ng company
security policy, copyright, and licensing agr eements

All Company policies and procedures apply to employees' conduct on the Internet, especially, but not
exclusively, relating to: intellectual property, confidentiality, company information dissemination,
standards of conduct, misuse of company resources, anti-harassment, and information and data security.

Personal Electronic Bquipment

The Company prohibits the use or possession in the workplace of any type of camera phone, cell phone
camera, digital camera, video camera, or other form of image-recording device without the express
permission of the Company and of each person whose image is recorded. Employees with such devices
should leave them at home unless expressly permitted by the Company to do otherwise. This provision
does not apply to designated Company personnel who mmst use such devices in cormection with their
positions of employment. :

Employees should not bring personal computers to the workplace or connect them to.Company
elecironic systems unless expressly permitted to do so by the Company. Any employee bringing a
personal computing device or image recording device onto Company premises thereby gives permission
to the Compary to-inspect the personal computer or image recording device at any time with personnel
of the Company's choosing and to analyze any files, other data, or data storage media that may be within
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or-carmectable to the personal computer or image recording device in question. Bmployees who do not
wish such mSpectlons to be done on the1r persona,l computers or lmagmg devices should not brmg such
items to work at al. v . o -

. Vlolatlon of thls pohcy, or faﬂure to perrmt an’ mspact:on of any dev1ce covered by this pohcy, shall
result in disciplinary actien, up to and possibly including immediate tertmination of employment. In

addition, the employee, may face both civil and criminal liability from the Company or from 1nd1v1duals. . L

whose rights are harmed by the v101at1on

518 Workplace Momtormg

Effective Date: 8/1/98

'Revision Date: 10/31/07 : ‘ : CERRS
Workplace monitoting ‘may be conducted by Hollon Gil Company to ensure quahty control employee E
safety, security, and customer satisfaction.

Becange Hollon Oil Compaﬁy is sensitive to the legitimate privacy rights of employees, every effort will

be made to guarantee that workplace monitoring is done in an ethical and respectful manner.

522 Workplace Violence Prevention

Effective Dafe: 8/1/98

Revision Date: 10/31/07 -

Hollen Oil Company is commitied to preventing Workplace violence and to maintaining a safe work
environment. Given the increasing violence in society in general, Hollon Oil Company has adopted the

~ following guidélines to deal with intimidation, harassment, or other threats of (or actual) wolenco that

may oceur durmg busmess hours or on its premises. :

All employees, including supervisors and temporary employees, should be treated with courtesy and
respect at all times. Employees are expected to refrain from fighting, "horseplay," or other conduct that -
may be dangerous to others. Firearms, weapons, and other dangerous or hazardous devices or substances
are prohibited from the premises of Hollon Qil Company without proper authorization.

Conduct that threatens, intimidates, or coerces another employee, a customer, or a member of the public

.at any time, including off-duty periods, will not be tolerated. This prohibition includes all acts of
harassment, including harassment that is based on an md1v1dua1's sex, race, age, or any characteristic
protected by federal, state, or local law.

All threats of (or actual) violo:_me, both direct and indirect, should be reported as soon as possible to your
immediate supervisor or any other member of management. This includes threats by employees, as well
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- ag threats by customers, vendors, solicitors, or other membets of the: pubhc When reportmg athreatof .-

violence, you should be as spec1f1c and detailed as possxble

- All suspicious 111cl1v1duals or activities should also be rcported as soon as possible to a-supervisor. Donot . -

‘place yourself in penl If'you see orhear a commohon 01 dlshn*bance near youl work stanon da not try
to mtercede or see what is happemng ) : P e W

Hollon Oil Company will promptly and thoroughly 111vest1gate a]l mports of threats of {or actual)

violence and of susp1c1ous individuals or activities. The identity of the individual making a report will be .

protected as much as is practical. In order to maintain workplace safety and the integrity of its
investigation, Hollon Oil Company may suspend employees, either with or without pay, pendmg
investigation.

-.Anyene determined to be responsible for threats of {or actual) violence or other conduct that isin. .

violation of these guidelines will be subject to prompt disciplinary action up to and mQIudmg termination .

of employment.

Hollon Oil Company encourages employees to bring their disputes or differences with other employees
to the attention of their supervisors or the Personnel Manager before the sitnation escalates into potential
violence. Hollon Qil Company is eager to assist in the resolution of employee dlsputcs and will not
discipline employees for raising such concerns.
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* - 701 Employee Conduct and Work Rules .

" Bffective Date: 8/1/98° - = R e , L .

- Revision Dater 10107+« =7 T 0T P v T A

" To-ensure ordefly Opératiohs and provide the best possible work environment, Hollon ©il Company ¢ -
expects employees to follow rules of conduct that will protect the interests and safety of all employees ™ © .
and the organization. : : : L

Tt is not possible to list afl the forms of behavior that are considered unacceptable in the workplace. The- -
following are exanples of infractions of rules of conduct ‘that may resultin disciplinary action, up to and
including termination of employment: : -
* Thefi or inappropriate removal or possession of property

* Ralsification of timekeeping records
+ Working under the influence of alcohol or illegal drugs
: % Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace,
‘while on duty, or while operating employer-owned vehicles or equiptnent ' :
' © % Fighting or threatening violence in the workplace
+ Boisterous or disruptive activity in the workplace
* Negligence or improper conduct leading to damage of employer-owned or
customer-owned property
# Tnsubordination or other disrespectful conduct
* Yiolation of safety or health rules
* Smoking in prohibited areas
* Qeaxual or other unlawfol or unwelcome harassment
* Pogsession of dangerous or unauthorized materials, such as explostves or firearms, in the
workplace : -
* Bxcessive absenteeism or any absence without notice
* Unaufhorized absence from work station during the workday .
* Unauthorized use of telephones, mail system, or other employer-owned equipment
% Unauthorized disclosure of business "secrets" or confidential information .
* Violation of personnel policies
# Unsatisfactory performance or conduct

Employment with Hollon Oil Company is at the mutual consent of Hollon Oil Company and the

employee, and either party may terminate that relationship at any time, with or without cause, and with
or without advance notice. : .
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702 Drug and Alcohol Use
Effective Daté? 8/1/98
Revision Date: 10/31/07 - -

DRUG-FREE WORKPLACE AND SUBSTANCE ABUSE

Hollon Oil Company is commitied to providing a safe, healthy, and efficient working environment for’
all employees. To help achieve this goal, eraployees-are prohibited from: Lo

* possessing, distributing, selling, manufacturing, or being under the influence of any illegal drt;gi

* consuming alcoholic beverages while on company premises, in company vehicles, or whileon .
company business or time, ot bringing alcohol onto company premises or being under the influence of
alcohol while on-company premises or on duty; : :

* being under the influence of a product commonly associated with abuse as an inhalent (i.e. spray paint,
white out, etc.); and .

*abusing prescription drugs or possessing prescription drugs that have not been prescribed for the
employee by a physician. :

An employee who violates this policy is subject to corrective action up to, and including, texmination of
employment. Use of some drugs is detectable for several days. Detection of any amount of such drugs
or the presence of alcohol will be considered being “under the influence.”” Refusal to submit to-a drug
and/or alcohol screen is grounds for immediate termination.. ;

Employees using prescription drugs according to a physician’s instructions or using over-the-counter - -
drugs for medicinal purposes should, in the event such drugs would impair their physical, mental
emotional, ot other faculties, notify the Personncl Manager. -

The organization’s substance abuse policy includes several components to suppott its efforts to remain
drug-free, including:

* drug testing for accidents involving injury and/ar property damage;

* drug testing when a supervisor or manager suspects that an employee is “under the influence™ during
working hours; and
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* drug testing on a random basis,

All information relating to drug and/or alcohol screens is to be kept strictly confidential. The .-
 information will be kept in each employee’s medical file, which will be maintained separately from-the

~ employee’s personnel file, These medical files will be kept locked and secured, and access will be:-
limited to certain individuals in the organization. Under no circumstances should the results of a drug ;.
and/or alcohol screen be discussed with individuals that do not have a work-related need to know. - -

If employeeé are involved in an accident or cause damage to property or require medical attention away
from the premises, they, will be screened to determing whether they test positive for drugs and/or alcohol.

If a supervisor suspects that an individual is at work and under the influence of alcohol and/or drugs; the "
.supervisor should notify the Personne] Manager and/or an officer in the organization to seek

authorization to have the employee tested. The supervisor will be granted permission to test the

employee if sufficient objective symptoms exist to indicate the employee may be under the influence. If

a supervisor believes an employee is impaired, the employee will not be allowed to drive himself/herself
to the testing facility. :

703 Sexual and Other Unlawful Harassment

Effective Daie: 8/1/98

Revision Date: 10/31/07

Hollon Qil Company is committed to providing a work environment that is free of discrimination and
unlawful harassment. Actions, words, jokes, or comments based on an individual's sex, race, ethnicity,
age, religion; or amy other legally protected characteristic will not be tolerated. As an example, sexual -
harassment (both overt and subtle) is a form of employce misconduct that is demeaning fo another
person, undermines the integrity of the employment relationship, and is strictly prohibited.

Sexual Harassment

Sexual harassment is a violation of law, and is a viclation of the policies of Hollon 0il Company . No
employee of Hollon Oil Company shall use his/her po sition of anthority to force or attempt to force
sexual favors from another person. In this regard, all employees should explicitly avoid any situation or
action which would be or could be construed as sexual harassment by other individuals. .

1t is the policy of Hollon Oil Company to insure a work environment free of sexual harassment. In
accordance with that philosophy, unwelcome sexual advances; requests for sexual favors; sexual
demands; or other verbal, physical, or visual conduct of a sexual nature will constitute sexual harassment
when:
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+  submission to.the conduct is either an explicit or implicit texm or condition of employment;
e+ -submission to or rejection of the conduct is used as a basis for an employment decision affecting - - '

the person rejecting or submaitting to the conduct; . RET

. the conduct has the parpose or effect of unreasonably interfering with an affected person's work
performance, or creating an intimidating, hostile, or offensive work environment;

- - in third-party éimatiqns, oné individua) is offended by the sexual interaction, conduct, or
communications between others. : - o

- Hollon.Qil Company bases its determinations relative to employment; training, compensation, and
promotions en.job-related qualifications in compliance with Equal Employment Opportunity laws and
regulations, which prohibit discrimination based on sex. Federal and state laws make sexual harassment
unlawful. Tust as we do not tolerate violations of other laws in our workplace, we do not tolerate
violations of the laws prohibiting sexual harassment.

Hollon Oil Company believes that all employees are entitled to a workplace free of harassment, and
expects that all employees will treat each other and our customers with courtesy, dignity, and respect.
We take our obligation to maintain a workplace free of harassment very seriously. Sexual harassment is
a form of misconduct which constitutes a serious offense and subjects offenders to disciplinary action, up
to and including discharge. ' .

Employees who experience or witness sexual harassment in the workplace must report it immediately to
their immediate Supervisor. If the enployee feels uncomsortable about approaching his/her immediate
supervisor with the report, the employee must report the harassment to any other Supervisor or member
_of the Hollon Oil Company’s management. All allegations of sexual harassment will be investigated.
. To the extent possible, the employee's confidentiality and that of any witness and the alleged harasser
will be protected against unnecessary disclosure. C .

Hollon Qil Company will permit no employment-based retaliation against anyone who brings a
complaint of sexual harassment or who speaks as a witness in the investigation of a complaint of sexual
harassment.

Other Unlawfu] Harassment
Hollon Oil Company will not tolerate any form of unlawful harassment. Employees who experience or

witness any form of unlawful barassment in the workplace must report it immediately to their immediate
Supervisor. If the employee feels uncomfortable about approaching his/her immediate supervisor with
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the report, the employee must report the harassment to any other Supervisor or member.of the Hollon Oil =

Company’s management,

704 Attendance and Punictuality -
Effective Dater 8/1/98 S '

Revision Date: 10/31/07 :

* To maintain a safe and productive work envifonment, Hollon 0Oil Company expects employees to be
reliable and to be punctual in reporting for scheduled work. Absentesism and tardiness place a burden on
- other employees and on Hollon Oil Company. Tn the rare instances when employees. cannot avoid being
late to work or are unable to work as scheduled, they should notify their supervisor as soon as possible in
advance of the anticipated tardiness or absence. .o -

Poar attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to and
including termination of employment. ‘ C

705 Personal Appearance

Effective Date: 8/1/98

Revision Date: 10/31/07 .

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees-and affect

the business image Hollon. Oil Company presents to customers and visitors.

During business hours, employees are expected to present a clean and neat appearance and to dress
according to the requirements of their positions.

Consult your supervisor or department head if you have questions 4s to what constitutes appropriafe
attire. ' T

706 Return of Property
" Effective Dato: 8/1/98
Revision Date: 10/31/07
Employees are responsible for all Hollon 0Oil Company property, materials, or written information. issued
to them or in their possession or control. All Hollon Oil Company property must be returned by .
employees on or before their last day of work. Where permitted by applicable laws, Hollon 0il Company
may withhold from the employee's check or final paychéck the cost of any items that are not returned -

when required. Hollon Oil Company may also take all action deemed appropriate to recover or protect its -

property.
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708 Resignation - SR
Bfféctive Date: 8/1/98 T ‘ ‘ ' L
Revision Date: 10/31/407

Resignation is a voluntary act initiated by the smployee to terminate employment with Héllon o

Company. Although advance notice is not requited, Hollon Oil Company requests at least 2 weeks
written notice of resignation. . - -

Prior to an employee's departure; an exit interview will typically be scheduled to discuss the reasons for- -

resignation and the effect of the resignation on benefits.

If an employee does not provide advance notice as requested, the employee will be considered ineligible -

for rehire.

Absence from work for three (3) comsecutive days without notifying your immediate supervisor or the-
Personnel Manager will be considered a voluntary resignation. : :

710 Security Inspections

Effective Date: 8/1/98

Revigion Date: 10/31/07

Hollon Oil Company wishes to maintain a work environment that is free of illegal drugs, alcohal,
firearms, explosives, or other improper materials. To this end, Flollon Qil Company prohibits the
possession, transfer, sale, or use of such materials on its prerises, Hollon Oil Company requires the
-~ cooperation of all employees in administering this policy.

Desks, lockers, and other storage devices may be provided for the convenience of employees but remain.

the sole property of Hollon Oil Company. Accordingly, they, as well as any articles found within them,
can be inspected by any agent or representative of Hollon Oil Company at any time, either with or
without prior notice.
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714 Drug Testing
Effective Date: 8/1/98
Revision Date: 10/31/07 - . - .

Hollon Qil Company is committed to providing a safe, efﬁéiem; and productive work environment forall - .- - -
employees. Using ot being under the influence of drugs or alcohol on the job may pose serious safety and .

health risks. To help ensure a safe and healthful working envirorment, job applicants and employees may

be asked to provide body substance samples (such as urine and/or blood) to determine the illicit or illegal . -
useof drugs and-alcohol, Refusal to submit to drug testing may-result in disciplinary action, up to and- _ -

including termination of employment.

Copies of the drug testing policy will be provided to all employées. Questions concerning this policy or . - -

its administration should be directed to the Personnel Manager.

718 Problem Resolution
Effective Date: 8/1/98
Revision Date: 10/31/07

Hollon Oil Compaty is committed to providing the best possible working conditions for its employees.
Part of this commitment is encouraging an open and frank atmosphere in which any problem, complaint,
suggestion, or question receives a timely response from Hollon Oil Company supervisots and.
management.

Hollon Oil Company strives to ensure fair and honest treatment of all employees. Supervisors, managers,

and employees are expected to treat each other with mutual respect. Employees are encouraged to offer -

 positive and constructive criticism, »

If employees disagree with established rules of conduct, policies, or practices, they can express their
concern through the problem reselution procedure. No employee will be penalized, formally or
informally, for voicing a complaint with Hollon Oil Company in a reasonable, business-like manner, or
for using the problem resolution procedure, '

If a situation oceurs when employees believe that a condition of employment or a decision affecting .
them is unjust or inequitable, they are encouraged to make use of the following steps. The employee may
discontimue the procedure at any step. '

1. Employee presents problem to immediate supervisor after incident occurs. If supervisor is unavailable
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or employes believes it would be inappropriate to contact that person, employee may present problem to . .

Personnel Manager or any other member of management. .

2. Supervisor responds to problem during discussion or after consulting with appropriate management,
when necessary. Supervisor documents discussion. . -

. 3. Employee presents pro‘blenﬁ to Personnel Manager ‘if problem is unresolved.. S

4_Personnel Managér counsels and advises employee, assists in putting problem in-writing, visits with
. employee's managex(s), if necessary, and directs employee to-President for review of problem.

5. Erﬁployee presenfé problém to Presidexit in wntmg

. 6, President reviews and considers.problem. President informs employee of decigion and forwards copy. i ... .

of written response to Personnel Manager for employee's file. The President has full authority to make
any adjustment deemed approptiate to resolve the problem.

Not every problem can be resolved to everyone's total satisfaction, but only through understanding and .

discussion of mutual problems can employees and management develop confidence in each other, This
confidence is important to the operation of an efficient and harmonious work environment, and helps to
ensure everyone's job security. :

38




Hollon Oil Company
Employee Handbook . L e

- 806 Suggestion Program

Bffective Date: 8/1/98 -

Revision Date: 10/31/07 e

"+ As employeesof Hollon Oil Coinpany, you have the opportunity to contribute to our future suctess and
growth by submitting suggestions for practical work-improvement or cost-savings ideas. o

. All employees are.eligible to participate in the suggestion program.

* A suggestion is an idea that will benefit Hollon 0Oil Conpany by solving a problem, reducing costs,
improving operations or procedures, enhancing customer service, eliminating waste or spoilage, or

.~ making Hollon Oil Company a betier or safsr place to-work: Statements of problems without. -

accompanying solutions, or recommendations concerning co-workers and management arenot .
appropriate suggestions. S

All suggestions should contain a description of the problem or condition to be improved, a detailed .
explanation of the solution or improvement, and the reasons why it should be implemented. If you have
questions or need advice about your idea, contact your supervisor for help. :

Suggestions may be submitted to Management at any time. As soon as possible, you will be notified of

the adoption or rejection of your suggestion. Special recogpition will be given to employees who submit
a snggestion that is implemented. '
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995 Wage Deduction Authorization
Effective Date: 8/1/98 B

Revision Date: 10/31/07 L o
WAGE DEDUCTION AUTHORIZATION AGREEMENT .

T understand and agree that my employer, Hollon Oil Company {the Company), may deduct money _frdm
my pay from time to time for reasons that fall info the following categorics: e L o

1. my sha;q of the premijums for the Company's group fnedi_cal/ dental plan;

2. any bbi}tr.ibuﬁdigxs I may make into & retifemetit or pénsion plan sponsored, cantrolled, or .-
managed by the Company, ' I '

3. installment payments on loans or wage advances given fo me by the Company, and if there is a
balance remaining when I leave the Comypany, the balance of such loans or advances;

4. installment payments on loans based upon store credit that I use for my own personal purchases,
inchuding the value of merchandise or services that I purchase or have purchased for personal,
non-business reasons using my employee charge account, an account assigned to another
employee, or a-general compary account, regardless of whether such purchase was authorized,
and if there is a balance remaining when I leave the Company, the balance of such store credit or
charges;

5. ifIreceive an overpayment of wages for any reason, repayment (0 the Company of such
overpayments (the deduction for such a repayment will equal the entire amount of the - -
overpayment, unless the Company and I agree in writing to a series of smaller deductions in
specified amounts); C

6. the cost to the Company of personal Jong-distance calls I may make on Company phones or on
Company accounts, of pexsonal faxes sent by me using Company equipment or Company
accounts, or of non-work related access to the Internet or other computer networks by me using
Company equipment or Company accounts;

7. the cost of repairing or replacing any Company supplies, materials, equipment, money, or other
property that T may damage (other than normal wear and tear), lose, fail to return, or take without
appropriate authorization from the Company during my employment {(except in the case of
misappropriation of money by me, T understand that no such deduction will take my pay below
minimum wage, or, if I am a salaried exempt employee, reduce my salary below its
predetermined amount)*; ' o
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10.

11,

12.

13.

" the cost of Company uniforms and of cleaning the uniforms™*; e

the reasonable cost or fair value, whichever is less, of meals, lodging, and other facilities -
furnished to me by the Company in connection with my employment™*¥; R

administrative fees in conneetion with court-ordered garnishments or legally-required wage - N
attachments of ty-pay,.limited.in extent to-the amouit of amounts allowed under applicable
laws; o .

if T take paid vacation or sick leave in advance, of the date [ would normally be entitled to it and
separate.from the Company before accruing time to cover such advance leave, the value of such
leaye taken in advance that is not so covered, e

the value of sty time off for absences to which paid leave is not applied (non-exempt salaried -

employess will have all such unpaid leave deducted ffom their salary, while exempt salaried. .~

employees will experience salary reductions only in units of a full day at a time, unless
partial-day deductions are specifically allowed under federal law); and

if' my employer pays any insurance premiums or retirement system contributions ("payments")
on my behalf that I would sormally make under the applicable Company benefit plan, the
amount of such payments made by the Company, such payments being an advance of future
wages payable to me. ' :

14, (any other items appropriate for the company's situation)

1 agree that the Company may deduct money from my pay under the above circumstances; or if any of
the above situations occur. I further understand that the Company has stated its infention to abide by all
applicable federal and Texas wage and hour laws and that if I believe that any such law has not been
followed, I have the right to file a wage claim with appropriate Texas and federal agencies.. - -

Signature of Employee Date

Bmployee's Name - Printed

Company Representative Date
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997 Driver Policy & Consent Form
Effective Date: 8/1/98

Revision Date? 10/31/07 -

DRIVERPOLICY' Lo | .

' ﬁﬁﬁiﬁyées a:s.si,c‘g;ned fo dnvmg éutiéé. ("firi%ers") must at all tunesmeet the followﬁmé Eﬁterié;
*  drivers must have a current, valid driver's license for the state in which the employee performs
. his.or her driving duties; and - . ‘ )

drivers must maintain a clean driving record, i.e., must remain ingurable under our company's
. liability insurance policy. . .+ : - : .

Any employee driving a Company vehicle or driving on Company business must observe. all safety,
traffic, and criminal laws of this state. No driver may consume alcohol or illegal drugs while driving a
Company vehicle, while on Company business, while in a Company vehicle, or prior to the employee's
shift if such consumption would result in a detectable amount.of alcohol or illegal drugs being present in
the employee's system while on duty. In addition, no driver may consume or use any substance,
regardless of legality or prescription status, if by so doing, the driver's ability to safely operate a motor
vehicle and carry out other work-related duties would be impaired or diminished. No driver may pick up
or transport non-employees while in a Company vehicle or on Company business, unless there is a
work-related need to do so. Any illegal, dangerous, or other conduct while driving that would tend to
place the lives or property of others at risk is prohibited.

Anything a driver does in connection with the operation of motor vehicles can affect that driver's fitness
for duty or insurability as a driver, Regardless of fault, circumstance, on- or off-duty status, time, or
place, any driver who receives a traffic citation from or is arrested by a law enforcement officer, or who
is involved in any kind of accident while driving, raust inform an appropriate supervisor about the

. incident immediately or as soon as possible thereafter. Any penalty, fine, imprisonment, fes, or other
advetse action imposed by a court int connection with such an incident must be reported immediately to
an appropriate supervisor. In both of the above situations, the matter will be reported to the Company's
insurance carrier so that a prompt decision on continued coverage of the employee can be made. The
driver involved in an accident or cited by a law enforcement official for violating a motor vehicle law
must turn over any documentation relating to such incident as soon-as possible to the employer, and must
cooperate fully with the employer in verifying the information with other parties involved and with law
enforcement authorities. While parking tickets will not affect a driver's insurability, any parking ticket
issuéd on 4 vehicle that is being used for company business should be reported to an appropriate
"supetvisor at the earliest possible opportunity. : .

Any employee who violates any part of this policy, or who becomes uninsurable as a driver, will be
subject to reassignment and/or disciplinary action, up to and possibly including termination from
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employment, All employees with driving duties must sign the following agreement: .

“Ihave read and understand the Company's Driver Policy, and'1 agree, in the event that I am ever found to
be uninsurable, or that I lack a clead driving récord or a'valjd and current driver's license, that if
necessary, I will accept whatever alternative assignmient fhe Company may give me and that I understand

. that a reduction in pay, change in hours, change in duties, and/or change in work location may result
. from the reassignment. I fusther understand that the Company does not and cannot guarantes that any

" particular reassignment will be availeble in the event of-a problem with my driver's license, driving
record, or insurability as a driver, and that if no reassignment is possible, termination of my employment
may QCCur, : : : ; :

. Isigned/.

Employee

998 Drug and/or Alcobol Testing Consent Form
Effective Date: 8/1/98
Revision Date: 10/31/07

EMPLOYEE AGREEMENT AND CONSENT TO DRUG AND/OR ALCOHOL TESTING

T heréby agree, upon a request made under the drug/alcohol testing policy of Hollon Oil Company (the
Company), to submit to a drug or alcohol test and to fiirnish a sample of my urine, breath, and/or blocd
for analysis. I understand and agres that if T at any time refuse to submit to a drog or alcohol test under
company policy, or if I otherwise fail to cooperate with the testing procedures, I will be subject to
immediate termination. I further authorize and give full permission to have the Compary and/or its
company physician send the specimen or specimens so collected to a laboratory for a screening test for

the presence of any prohibited substances under the policy, and for the laboratory or other testing facility
to release any and all documentation relating to such test to the Company and/or to any governmental
entity involved in a legal proceeding or investigation connected with. the test. Finally, I authorize the
Company to disclose any documentation relating to such test to any governmental entity involved in a
legal proceeding or investigation connected with the test.

I will hold harmless the Company, its company physician, and any testing laboratory the Company nright
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use, meaning that T willnot sue or hold responsible such parties for any alleged harm o me that might

result from such testing, including loss of employment or any other kind of adverse job action that might - .

arise as a result of the drug or alcohol test, even if a Company or laboratory representative makes an
error in the administration or analysis of the test or the reporting of the resutts, T will furtherhold - : .. -~
harmless the Company, its company physician, and any testing laboratory the Company might uge for

any alleged harmp fo me that might result from the release or use of information or documentation relating . . : . .

to the drug or alcohol test; as long as the release or use of the information is within the seope.of fhis.- : <
policy and the procedures as explained in the paragraph above. R

This policy and authorization have been explained to me in a language I understand, and T have been told
that if I have any questions about the test or the policy; they will be answered. S
I UNDERSTAND THAT THE COMPANY WILL REQUIRE A DRUG SCREEN TEST UNDER THIS
POLICY WHENEVER I AM INVOLVED IN AN ON-THE-JOB ACCIDENT OR. INJURY UNDER -
CIRCUMSTANCES THAT SUGGEST POSSIBLE INVOLVEMENT OR INFLUENCE OF DRUGS ..
OR ALCOHOL IN THE ACCIDENT OR INJURY EVENT. : S

Signature of Employee Date

Employee's Name - Printed

Company Representative Date

999 Employee Acknowledgement Form
Bffective Date: 8/1/98 . .. ‘
Revision Date: 10/31/07

EMPLOYEE ACKIN OWLEDGEMENT FORM

The employee handbook describes important information about Hollon Oil Company, and 1 understand

that T should consult the,Pe'rsoi;nel Manager regarding any questions not answered in the handbook. I
have entered into my employment relationship with Hollon 0il Company voluntarily and acknowledge
that there is no specified length of employment, Accordingly, either I or Hollon Oil Company can -
terminate the relationship at will, with or without cause, at any time, so long as there is no violation of
applicable federal or state law, :
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Since the information, policies, and benefits described here are necessarily subject to change, 1
acknowledge that revisions to therhandbook may oceur, except 10' Hollon Qil Company's-policy of - -« -~

employment-at-will. All such changes will be communicated through official notices, and T understand .- - .-

that revised information may supersede, modify, or eliminate existing policies. Only the executive . .
- officers of Hollon Oil-Company have the ability to adopt-any revisions to'the polieies in this handbook. -

PFurthermore, I acl;iiowledge that this handbook is neither a contract of empléyment nor alegal '
document. 1 have received fhe handbook, and T understand that it is my responsibility to read and comply
" with the policies contained in this handbook and any revisions made fo it - L

EMPLOYEE'S NAME (printed):

EMPLOYEE'S SIGNATURE:

DATE:
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