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INTRODUCTION

A. WELCOME STATEMENT

Congratulations and thank you for accepting the offer of employment from Milton J. Wood
Company or Milton J. Wood Fire Protection, here in after referred to as “Milton J. Wood” or
“Company”. One of the keys to our success as a company is hiring good Employees. We have
hired you because we believe you have the skills and the potential to help Milton J. Wood
succeed. We expect and depend upon you and each Employee to perform the tasks assigned to
you to the best of your abilities. We believe that hard work and commitment will not only help us
succeed, but will help give you a sense of pride and accomplishment.

We are glad to have you as a member of the Milton J. Wood team. We hope that your
employment proves mutually satisfying and that you will make an important contribution to our
future. Every Employee has an important role in our operations and we value the abilities,
experience, and background that you bring with you to our company. It is our Employees who
provide the services that our clients rely upon and enable us to grow and create new
opportunities in the years to come.

Our management team intends to provide you with all of the support and the resources you will
need to perform your job effectively. If, at any time, you need assistance or guidance, please do
not hesitate to ask any of the members of our management team. They are here to help you
perform to the best of your abilities.

Once again, welcome to Milton J. Wood; we are glad to have you with us.

Mark Wood
Chairman of the Board

B. DESCRIPTION OF HANDBOOK

This Employee Handbook contains information about the employment policies and practices of
Milton J. Wood. We expect each Employee to read this Employee Handbook carefully, as it is a
valuable reference for understanding your job and the Company. During your initial orientation,
you will be given an opportunity to sit down and carefully review this Employee Handbook and
acknowledge receipt of this handbook by signing the Acknowledgment and Agreement (See
Exhibit A). This Employee Handbook supersedes all previously issued Employee Handbooks and
inconsistent verbal or written policy statements. Except for the policy of at-will employment, which
can only be changed by the President in writing, the Company reserves the rights to revise,
delete, and add to the provisions of this Employee Handbook. All such revisions, deletions, or
additions must be in writing and must be signed by the President of the Company. No oral
statements or representations can change the provisions of this Employee Handbook.

Nothing contained in this Employee Handbook shall be construed as constituting a contract or as
creating any contractual obligations on the part of the Company or any Employee. None of the
Company's personnel documents and benefit plans, including this Employee Handbook,
constitutes, or is intended to constitute, an express or implied contract guaranteeing continued
employment for any Employee. No Manager has any authority to enter into a contract of
employment—express or implied—that changes or alters the at-will employment relationship.
Only the President has the authority to enter into an employment agreement that alters the at-will
employment relationship, and any such agreement must be in writing. For employees whose
terms and conditions of employment are covered by a collective bargaining agreement,
this handbook is not intended to supersede or override any provisions of their collective
bargaining agreement. In the event of any conflict or inconsistency between the
provisions of this handbook and the provisions of an applicable collective bargaining
agreement, the bargaining agreement shall apply.
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This Employee Handbook is the property of Milton J. Wood and may not be removed from the
premises. All rights are reserved. No part of this Employee Handbook may be reproduced in any
form or by any electronic or mechanical means, including information storage and retrieval
systems, without permission in writing from the Corporate President.

Not all Milton J. Wood policies and procedures are set forth in this Employee Handbook. We have
summarized only some of the more important ones. If you have any questions or concerns about
this Employee Handbook or any other policy or procedure, please ask your Manager or the
Corporate Secretary.

Unless prohibited by State law, the policies and procedures included in this handbook shall

prevail. This handbook does not cover all circumstances and may not coincide with FSLA.
Exceptions to any policy or procedure covered herein shall be handles on an as needed basis.
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Il. EMPLOYMENT RELATIONSHIP

A. EMPLOYMENT AT WILL

Employment at the Company may be terminated for any reason, with or without cause or notice,
at any time by the Employee or the Company. Nothing in this Employee Handbook or in any oral
statement shall limit the right to terminate employment at will.

This policy of at-will employment may be revised, deleted, or superseded only by a written
employment agreement signed by the President that expressly revises, modifies, deletes, or
supersedes the policy of at-will employment. Unless your employment is covered by a written
employment agreement, this policy of at-will employment is the sole and entire agreement
between you and the Company as to the duration of employment and the circumstances under
which employment may be terminated. If your employment is covered by a written employment
agreement, nothing in this Employee Handbook or in any oral statement shall modify or amend
the terms of that agreement.

For Employees covered by a collective bargaining agreement, this policy of at-will employment is
not intended to supersede any provisions of the collective bargaining agreement regarding the
nature of employment and the circumstances under which employment may be terminated.

With the exception of employment at will, terms and conditions of employment with the Company
may be modified at the sole discretion of the Company with or without cause or notice at any
time. No implied contract concerning any employment-related decision or term or condition of
employment can be established by any other statement, conduct, policy, or practice. Examples of
the types of terms and conditions of employment that are within the sole discretion of the
Company include, but are not limited to, the following: promotion; demotion; transfers; hiring
decisions; compensation; benefits; qualifications; discipline; layoff or recall; rules; hours and
schedules; work assignments; job duties and responsibilities; production standards;
subcontracting; reduction, cessation, or expansion of operations; sale, relocation, merger, or
consolidation of operations; determinations concerning the use of equipment, methods, or
facilities; or any other terms and conditions that the Company may determine to be necessary for
the safe, efficient, and economic operation of its business.

B. EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER

Milton J. Wood is an equal employment opportunity employer and strives to comply with all
applicable laws prohibiting discrimination based on race, color, religion, sex, age, national origin
or ancestry, physical or mental disability, veteran status, marital status, familial status, sexual
orientation, possession of the sickle cell trait, genetic characteristics, HIV-positive status, political
views, and any other basis protected by federal, state, or local laws. All such discrimination is
unlawful and all persons involved in the operations of the Company are prohibited from engaging
in this type of conduct.

In accordance with applicable federal and state law protecting qualified individuals with known
disabilities, the Company will attempt to reasonably accommodate those individuals unless doing
so would create an undue hardship on the Company. Any qualified applicant or Employee with a
disability who requires an accommodation in order to perform the essential functions of the job
should contact the Corporate Secretary and request an accommodation.

You should report every instance of unlawful discrimination to your Manager, or the Corporate
Secretary or the President of the Company, regardless of whether you or someone else is the
subject of the discrimination. Detailed reports—including names, descriptions, and actual events
or statements made—uwill greatly enhance the Company's ability to investigate. Any documents
supporting the allegations should also be submitted. Based on your report, the Company will
conduct an investigation. The Company prohibits any and all retaliation for submitting a report of
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unlawful discrimination and for cooperating in any investigation. Any Manager or Employee who
retaliates against the accuser or those involved in the investigation will be disciplined, up to and
including discharge from employment.

If the investigation determines that prohibited discrimination or other conduct that violates
Company policy has occurred, the Company will take disciplinary action, up to and including
termination of employment, against those who engaged in the misconduct. The Company will
also evaluate whether other employment practices should be added or modified in order to deter
and prevent that conduct in the future. You will be informed of whatever action(s) the Company
takes to resolve and remedy the situation.
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[I. COMMENCING EMPLOYMENT

A. IMMIGRATION COMPLIANCE

Milton J. Wood will comply with applicable immigration law, including the Immigration Reform and
Control Act of 1986 and the Immigration Act of 1990. As a condition of employment, every
individual must provide satisfactory evidence of his or her identity and legal authority to work in
the United States. The most common forms of identification are a driver's license and social
security card; however, other documents may be used.

If you have any questions or need more information on immigration law issues, please contact the
Corporate Secretary.

B. EMPLOYMENT STATUS

Employees at Milton J. Wood are classified as full-time non-exempt, part-time nonexempt,
temporary, or exempt.

1. Full-Time Non-exempt Employees

Full-time non-exempt Employees are those who are normally scheduled to work 32 or more hours
per week.

2. Part-Time Non-exempt Employees

Part-time non-exempt Employees are those who are scheduled to work less than 32 hours per
week. Part-time non-exempt Employees may be assigned a work schedule in advance or may
work on an as-needed basis.

3. Temporary Employees

Temporary Employees are those who are employed for short-term assignments. Short-term
assignments will generally be periods of one year or less. Temporary Employees are not eligible
for benefits, except as required by applicable law, and may be classified as exempt or non-
exempt on the basis of job duties and compensation.

4, Exempt Employees®

Exempt Employees are those whose job assignments meet the federal and state requirements for
overtime exemption. Exempt Employees are compensated on a salary basis and are not eligible
for overtime pay. Generally, executive, administrative, professional, and certain outside sales
Employees are overtime exempt. Your Manager will inform you if your status is exempt.

C. INTRODUCTORY PERIOD

The first 90 days of continuous employment at Milton J. Wood will no doubt be a learning
experience. You will learn your job duties and responsibilities, get acquainted with your
Manager(s) and fellow Employees, and familiarize yourself with the Company in general. We
refer to this initial period of employment as your introductory period.

! The term “exempt employee” refers to those employees who are exempt from coverage under
or provisions of the Federal Fair Labor Standards Act (FLSA) which provides for the federal
minimum wage, maximum hours and overtime pay provisions. According to the FLSA, workers in
bona fide executive, administrative, or professional positions and outside salespersons are
exempt from coverage under the Act.
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While we understand that you will be learning a lot about your new job, you are still expected to
perform satisfactorily and your performance will be reviewed closely. Also, please understand that
completion of the introductory period does not guarantee continued employment and does not
change the at-will nature of the employment relationship.

D. JOB DUTIES

As part of your introductory period, you will learn the various duties and responsibilities of your
job. The Company maintains certain “Position Expectations and Performance Standards”
applicable to your job position. Your Manager should review these with you.

It is expected that Employees will perform additional duties and assume additional responsibilities
as needed by their Manager for the efficient operation of the Company.

In order to adjust to changes in our business, it may become necessary to modify your job
description, add to, or remove certain duties and responsibilities, or reassign you to an alternate
job position.
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V. PAYROLL

A. WORKING HOURS & SCHEDULES FOR ADMINISTRATIVE
EMPLOYEES

The Company is normally open for business from 7:00 am to 5:00 pm, Monday through Friday.
You will be assigned a work schedule and you will be expected to begin and end work according
to the schedule. In order to accommodate the needs of our business, it may be necessary to
change individual work schedules on either a short-term or long-term basis.

Administrative employees will be given a one hour unpaid meal period to be taken approximately
in the middle of the workday.

At times, emergencies such as power failures, road closings, fires, or severe weather may
interfere with the Company’s operations. In such an event, the Company may order a temporary
shutdown of part or all of its operations. Depending on the circumstances, time off may or may
not be paid.

B. WORKING HOURS & SCHEDULES FOR NON-ADMINISTRATIVE
EMPLOYEES

When working a schedule of five 8 hour days, the normal workday is defined as a work period
from 7:00 am to 3:30 pm, Monday through Friday. When working a schedule of four 10 hour
days, the normal workday is defined as a work period from 7:00 am to 5:30 pm, Monday through
Thursday. Said schedules will be determined by the specific project and at the discretion of the
Project Manager. If working four 10’s, Friday will be used as a make up day, at the standard rate
if weather or other natural occurrences prevent work from being done Monday through Thursday.
These normal workday hours may be modified per client or job requirements.

Non-administrative employees will be given one 30 minute unpaid meal period to be taken
approximately in the middle of the workday. Unless prohibited by State law, our policy is an
employee may take two fifteen minutes rest periods each work day. Employees who choose to
continue working and not take a 15 minute rest break are not entitled to arrive later than the
scheduled starting time or leave before the normal quitting time and will not receive extra pay for
the time worked. Employees are not allowed to combine the two rest periods and take one 30
minute break per day.

The practice of leaving the jobsite early to pick up materials from the office or a vendor is
prohibited except when pre-approved by the Project Manager. At all other times, drivers of
company vehicles should pick up materials on the way to or from the jobsite, as long as the
detour from their normal commute to such jobsite is less than 30 miles and this time shall be
compensated. If that is not the case, the Project Manager will make arrangements for the
materials to be delivered to the site or to the home of the driver of the company vehicle. It is the
foreman’s responsibility to give the Project Manager timely notice to facilitate such arrangement.

C. TIMEKEEPING PROCEDURES

Non-exempt employees must record their actual time worked for payroll and benefits purposes.
Non-exempt employees should record the time work begins and ends, as well as the beginning
and ending time of each meal period. Non-exempt employees must also record any departure
from work for any non-work related reason.
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Altering, falsifying, and tampering with time records, or recording time on another employee’s
time record is prohibited and subject to disciplinary action, up to and including termination of
employment.

Exempt employees may also be required to record their time worked and report full days of
absence from work for reasons such as paid time off.

It is your responsibility to sign your time record to certify the accuracy of all time recorded. Any
errors in your timecard should be reported immediately to your manager, who will attempt to
correct legitimate errors.

Employees may be asked to be On Call. Your manager will inform you of any On Call Status.

D. ON CALL — PAYOFFS

Since many of our projects occur in facilities that operate 24-hours per day, 365 days per year,
we are often required to work hours outside our normal day and on weekends. When a jobsite
works “off-hours” and the Project Manager or Superintendent believes there is a potential need
for a payoff check, either the Project manager or the Superintendent must call the Jacksonville
office and notify the Accounting Manager of this need. Company courtesy requires as much
notice be given to accounting personnel as possible. If a jobsite requires payroll personnel to be
placed “on call”, the jobsite will be given a cell phone number and/or a home phone number to
call for payoff services. If the project requires a payroll person to be on call over the weekend,
the person on call shall receive a fixed compensation amount of $100.00 and this amount shall be
charged to the job requesting the service.

E. OVERTIME FOR ADMINISTRATIVE EMPLOYEES

When operating requirements or other needs cannot be met during regular working hours, an
employee may be scheduled to work overtime. All overtime work must be authorized in advance
by your Manager. Working overtime without prior authorization may result in disciplinary action.

Non-exempt employees will be paid time and one-half compensation for all hours worked in
excess of 40 in one workweek and as otherwise required by state and federal law. Exempt
employees are expected to work as much of each workday as is necessary to complete their job
responsibilities. No overtime is provided to exempt employees. For the purpose of calculating
overtime for non-exempt employees, the workweek begins at 12:01 am Monday and ends at
12:00 pm Sunday.

F. OVERTIME FOR NON-ADMINISTRATIVE EMPLOYEES

Non-exempt employees will be paid time and one-half compensation for all hours worked in
excess of 40 hours per and as otherwise required by state and federal law. Non-scheduled
emergency work that occurs between the hours of 7:00 pm and 7:00 am will be paid time and
one-half. If such non-scheduled emergency work (after hours only) work occurs during a holiday,
double time pay will apply and holiday pay will be forfeited.

For the purpose of calculating overtime for non-exempt employees, the workweek begins at 12:01
am Monday and ends at 12:00 pm Sunday. When a workday carries over from one workweek to
the next, the entire work day shall be considered to have occurred in the workweek in which it
started.
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G. OTHER PAY

Employees shall be compensated for time spent at mandatory company events (i.e. training,
meetings) as described in the policies above. Any non-mandatory company events (i.e. cook-out,
company picnic) are non-compensable.

H. PAYMENT OF WAGES

Paydays are no later than Friday for work performed during the previous one-week pay period. If
a regular payday falls on a holiday, employees will be paid on the preceding workday. Paychecks
or direct deposit notifications are normally available by 5:00 pm on a payday. If there is an error
in your check or direct deposit notification, please report it immediately to your Manager. No one
other than the employee to whom the paycheck or direct deposit natification is written will be
allowed to pick up unless written authorization has been given for another person to do so.

l. REPORTING / SHOW-UP COMPENSATION

An employee who is requested to report to work but is sent home early without working a full day
shall be paid for the actual hours worked in accordance with applicable State law.

J. DISCRETIONARY BONUSES

Bonuses may be given at the sole discretion of the Company. If bonuses are given, there is no
express or implied promise that bonuses will be given at a specific time or for a specific amount
or that all employees will receive equal or proportionate bonuses.

K. SALARY PAY POLICY

Exempt employees will be paid a salary in accordance with applicable law. Although exempt
employees are generally entitled to a salary for any week in which work is performed, deductions
can and will be made when permitted by law. For example, an exempt employee’s salary may be
reduced for complete days of absence for personal reasons if all available PTO has been
exhausted and for incomplete initial or final weeks of work. There may also be other occasions
when an exempt employee’s salary may be reduced. Please contact your Manager or the
Corporate Secretary for more information.

L. WAGE GARNISHMENTS

Milton J. Wood would like to avoid incurring the administrative costs of garnishments and wage
assignments for employees. Accordingly, Milton J. Wood encourages all employees to meet their
financial obligations without involving the Company. Nonetheless, the Company will adhere to
legally imposed wage assignments and garnishments, and will not modify the terms of those legal
arrangements unless ordered by a court. The Company will deduct the administrative costs of
complying with wage assignment and garnishment orders up to the amount allowed by statute.

M. BUSINESS EXPENSE REIMBURSEMENT

Employees will be reimbursed for pre-approved expenses incurred in the course of business.
These expenses may include air travel, hotels, motels, meals, cab fare, rental vehicles or gas and
car mileage for personal vehicles. Please see the Per Diem and Lodging policy and Exhibit C —
Air Travel Policy for further details. Also, please refer to the Credit Card Policy, Exhibit F, for
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authorized use of Credit Card purchases. All expenses incurred should be submitted to the
Company along with the receipts no later than 2 weeks from the date of the expenditure. If not
submitted within said 2 weeks, expenditures may not be reimbursed.

Employees are expected to exercise restraint and good judgment when incurring expenses.
Employees should contact their Manager in advance if they have any questions about whether an
expense will be reimbursed.

N. PER DIEM AND LODGING

Job requirements of the Company may require you to work out of town on some occasions.
When this occurs, the Company realizes this is an inconvenience and may create additional costs
on your part. It is not the desire of the Company for you to suffer or benefit financially from this
situation. The following reimbursement policy has been developed with this philosophy in mind.
This policy will be utilized in both bidding and manning work.

A written list of individuals recommended for per diem and lodging must be submitted by the
Project Manager to the Division Manager responsible for the project. Authorization for per diem
and lodging must be approved by the Division Manager and be submitted to the Payroll
Department prior to the start of the job.

The company shall provide each employee $30.00 per day for every out of town workday of four
hours or more toward their authorized out of town expenses plus reasonable lodging (i.e.
Budgetel, Holiday Inn, Ramada Inn, Days Inn, Comfort Inn, etc). If more than one employee of
the same gender is staying in the area, they shall stay two to a room. In the event a Company
employee chooses to stay in his or her own travel trailer, apartment, etc., the Company will only
reimburse the employee at a fixed rate per night of stay calculated at the rate of 60% of the
appropriate hotel rate.

If an employee chooses to spend Sunday night at their assigned out of town location, the motel or
fixed rate will be reimbursed and the per diem allowance for meals will not be provided.

Per diem and lodging fixed rates will be documented on the daily time sheet. Reimbursement for
each day shall be included with the weekly payroll, originating at the Jacksonville office.

All long term away from home work assignments will be negotiated between the employee and
the Project Manager / Division Manager and approved in writing by the President.

Local, State and Federal taxes that may be assessed when employees work out of town are not
reimbursable by the Company.

If you have any questions or require clarification, please contact Corporate Secretary.
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V. PERSONNEL

A. OPEN-DOOR POLICY

Milton J. Wood recognizes that Employees will have suggestions for improving the workplace, as
well as complaints about the workplace. The most satisfactory solution to a job-related problem or
concern is usually reached through a prompt discussion with your Manager. Please feel free to
contact your Manager with any suggestions and/or complaints.

If you do not feel comfortable contacting your Manager or are not satisfied with your Manager's
response, please submit your complaint or suggestion in writing to the Corporate Secretary. The
Corporate Secretary will review your written submission and provide you with a final resolution.

While the Company provides you with this opportunity to communicate your views, please
understand that not every complaint can be resolved to your satisfaction. Even so, Milton J. Wood
believes that open communication is essential to a successful work environment and all
Employees should feel free to raise issues of concern without fear of reprisal.

B. UNLAWFUL HARASSMENT

In accordance with applicable law, Milton J. Wood prohibits sexual harassment and harassment
because of race, color, national origin, ancestry, religion, physical or mental disability, veteran
status, marital status, familial status, sexual orientation, possession of the sickle cell trait, genetic
characteristics, HIV-positive status, political views, age, or any other basis protected by federal,
state, or local law. Any such harassment may violate the law and will not be tolerated.

1. Sexual Harassment Defined

Applicable state and federal law defines sexual harassment as unwanted sexual advances,
requests for sexual favors, or visual, verbal, or physical conduct of a sexual nature when: (1)
submission to the conduct is made a term or condition of employment; or (2) submission to or
rejection of the conduct is used as basis for employment decisions affecting the individual; or (3)
the conduct has the purpose or effect of unreasonably interfering with the Employee's work
performance or creating an intimidating, hostile, or offensive working environment. This definition
includes many forms of offensive behavior. The following is a partial list:

a. Unwanted sexual advances;
b. Offering employment benefits in exchange for sexual favors;
c. Making or threatening reprisals after a negative response to sexual advances;

d. Visual conduct such as leering, making sexual gestures, or displaying sexually suggestive
objects, pictures, cartoons, or posters;

e. Verbal conduct such as making or using derogatory comments, epithets, slurs, sexually explicit
jokes, or comments about any Employee's body or dress;

f. Verbal sexual advances or propositions;
g. Verbal abuse of a sexual nature, graphic verbal commentary about an individual's body,
sexually degrading words to describe an individual, or suggestive or obscene letters, notes, or

invitations;

h. Physical conduct such as touching, assault, or impeding or blocking movements; and
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i. Retaliation for reporting harassment or threatening to report harassment.

It is unlawful for males to sexually harass females or other males, and for females to sexually
harass males or other females. Sexual harassment on the job is unlawful whether it involves co-
worker harassment, harassment by a Manager, or harassment by persons doing business with or
for the Company.

2. Other Types Of Harassment

Prohibited harassment on the basis of race, color, national origin, ancestry, religion, physical or
mental disability, veteran status, marital status, familial status, sexual orientation, possession of
the sickle cell trait, genetic characteristics, HIV-positive status, political views, age, or any other
protected basis includes behavior similar to sexual harassment, such as:

a. Verbal conduct, such as threats, epithets, derogatory comments, or slurs;
b. Visual conduct, such as derogatory posters, photographs, cartoons, drawings, or gestures;
c. Physical conduct, such as assault, unwanted touching, or blocking normal movement; and

d. Retaliation for reporting harassment or threatening to report harassment.

3. Milton J. Wood's Complaint Procedure

Milton J. Wood's complaint procedure provides for an immediate, thorough, and objective
investigation of any claim of unlawful or prohibited harassment, appropriate disciplinary action
against one found to have engaged in prohibited harassment, and appropriate remedies for any
target of harassment. A claim of harassment may exist even if the Employee has not lost a job or
some economic benefit.

If you believe you have been harassed on the job, or if you are aware of the harassment of
others, you should provide a written or verbal complaint to Mark Wood, Annmarie Nemeth or Ann
Lott as soon as possible. Your complaint should be as detailed as possible, including the names
of individuals involved, the names of any witnesses, direct quotations when language is relevant,
and any documentary evidence (notes, pictures, cartoons, et cetera).

Applicable law also prohibits retaliation against any Employee by another Employee or by the
Company for using this complaint procedure or for filing, testifying, assisting, or participating in
any manner in any investigation, proceeding, or hearing conducted by a governmental
enforcement agency. Additionally, the Company will not knowingly permit any retaliation against
any Employee who complains of prohibited harassment or who participates in an investigation.

All incidents of prohibited harassment that are reported will be investigated. The Company will
immediately undertake or direct an effective, thorough, and objective investigation of the
harassment allegations. The investigation will be completed and a determination regarding the
reported harassment will be made and communicated to the Employee who complained and to
the accused harasser(s).

If the Company determines that prohibited harassment has occurred, the Company will take
effective remedial action commensurate with the circumstances. Appropriate action will also be
taken to deter any future harassment. If a complaint of prohibited harassment is substantiated,
appropriate disciplinary action, up to and including discharge, will be taken. Whatever action is
taken against the harasser will be communicated to the Employee who complained.
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4. Liability For Harassment

Any Employee of Milton J. Wood, whether a co-worker or Manager, who is found to have
engaged in prohibited harassment is subject to disciplinary action, up to and including discharge
from employment. Any Employee who engages in prohibited harassment, including any Manager
or supervisor who knew about the harassment but took no action to stop it, may be held
personally liable for monetary damages. Any Manager or supervisor who knew about harassment
and took no action to stop it or failed to report the harassment to the Corporate Secretary or the
President may also be subject to disciplinary action up to and including discharge. The Company
does not consider conduct in violation of this policy to be within the course and scope of
employment or the direct consequence of the discharge of one's duties. Accordingly, to the extent
permitted by law, the Company reserves the right not to provide a defense or pay damages
assessed against Employees for conduct in violation of this policy.

5. Additional Enforcement Information

In addition to the Company's internal complaint procedure, Employees should also be aware that
the federal Equal Employment Opportunity Commission (EEOC) and the appropriate State
agency(ies) investigate and pursue complaints of unlawful harassment in employment.
Employees who believe that they have been unlawfully harassed may file a complaint with either
of these agencies. The EEOC and the State agency(ies) serve as neutral fact finders and attempt
to help the parties voluntarily resolve disputes.

For more information, contact the Company's President. You may also contact the nearest office
of the EEOC or State agency(ies), as listed in the telephone directory.

C. PROHIBITED CONDUCT

In order to assure orderly operations and provide the best possible work environment, Milton J.
Wood expects Employees to follow rules of conduct that will protect the interests and safety of
personnel. It is not possible to list all the forms of behavior that are considered unacceptable in
the workplace, but the following are examples of infractions of rules of conduct that may result in
disciplinary action, including suspension, demotion, or termination of employment:

1. Falsification of employment records, employment information, or other records.
2. Falsely recording the work time of another Employee, allowing any other Employee to falsely
record your work time, or allowing falsification of any time card, whether your own or another

Employee's.

3. Theft or the deliberate or careless damage of any Company property or the property of any
Employee or client.

4. Removing or borrowing Company property without prior written authorization.
5. Unauthorized use of Company equipment, time, materials, or facilities.
6. Working under the influence of alcohol.

7. Possessing, distributing, selling, transferring, or using—or being under the influence of—
alcohol or illegal drugs in the workplace.

8. Provoking a fight or fighting during working hours or on premises owned or occupied by the
Company.
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9. Participating in horseplay or practical jokes on the Company's time or on premises owned or
occupied by the Company.

10. Carrying firearms or any other dangerous weapons, at any time, on premises owned or
occupied by the Company.

11. Engaging in criminal conduct whether or not related to job performance.

12. Causing, creating, or participating in a disruption of any kind during working hours or on
premises owned or occupied by the Company.

13. Insubordination, including but not limited to failure or refusal to obey the orders or instructions
of any Manager or member of management, or the use of abusive or threatening language
toward any Manager or member of management.

14. Using profane or abusive language at any time during working hours or while on premises
owned or occupied by the Company.

15. Failing to notify the appropriate Manager when unable to report to work.

16. Unreported absence of three consecutive scheduled workdays.

17. Failing to obtain permission to leave work for any reason during normal working hours.
18. Failing to observe working schedules, including rest and lunch periods.

19. Abusing paid time off.

20. Failing to provide a physician's certificate when requested or required to do so.

21. Sleeping or malingering on the job.

22. Making or accepting personal telephone calls of more than 10 minutes in duration during
working hours.

23. Working overtime without authorization or refusing to work assigned overtime.

24. Wearing extreme, unprofessional, or inappropriate styles of dress or hair while working.
25. Violating any safety, health, or security policy, rule, or procedure of the Company.

26. Committing a fraudulent act or a breach of trust in any circumstances.

Although employment may be terminated at will by either the Employee or the Company at any
time, without following any formal system of discipline or warning, the Company may exercise its
discretion to utilize forms of discipline that are less severe than termination. Examples of less
severe forms of discipline include verbal warnings, written warnings, demotions, and
suspensions. While one or more of these forms of discipline may be taken in connection with a
particular Employee, no formal order or procedures are necessary.

This statement of prohibited conduct does not alter or limit the Company's policy of employment
at will. Either you or the Company may terminate the employment relationship at any time for any
reason, with or without cause or without notice.
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D. CONDUCT & EMPLOYMENT OUTSIDE WORK

In general, the Company does not seek to interfere with Employees' off-duty activities. However,
the Company will not tolerate off-duty conduct that impacts negatively on the Company, either in
terms of an Employee's individual work performance or the business interests of the Company,
including its reputation. Also, the Company prohibits outside employment (including self-
employment) that conflicts with employment at Milton J. Wood, impacts the Employee's work
performance or schedule, and/or affects the business interests of the Company. Employees are
urged to contact the Corporate President prior to engaging in any outside employment.

E. EMPLOYEE SAFETY & EMERGENCY RESPONSE
Refer to the Milton J. Wood Safety Manual for guidelines.

F. DRUG & ALCOHOL ABUSE

The use of alcohol and the illegal use of drugs, intoxicants, and controlled substances, whether
on or off duty, can impair Employees' ability to work safely and efficiently. The Company prohibits
the use of these substances to the extent that they affect, or have the potential to affect, the
workplace. Milton J. Wood will not jeopardize the safety of the Employee, other Employees, our
clients, the public, and Company operations due to an individual's poor judgment. Accordingly,
the Company prohibits the following:

1. Possession, use, or being under the influence of alcohol or an illegal drug, intoxicant, or
controlled substance during working hours.

2. Operating a vehicle owned or leased by the Company while under the influence of alcohol or
an illegal drug, intoxicant, or controlled substance.

3. Distribution, sale, manufacture or purchase—or the attempted distribution, sale, manufacture
or purchase—of an illegal drug, intoxicant, or controlled substance during working hours or while
on premises owned or occupied by the Company.

Any Employee suspected of possessing alcohol or an illegal drug, intoxicants, or a controlled
substance is subject to inspection and search, with or without notice. Employees' personal
belongings, including any bags, purses, briefcases, and clothing, and all Company property, are
also subject to inspection and search, with or without notice. Employees who violate the
Company's drug and alcohol abuse policy will be removed from the workplace immediately. The
Company may also bring the matter to the attention of appropriate law enforcement authorities.
Any conviction for criminal conduct involving illegal drugs, intoxicants, or controlled substances,
whether on or off duty, or any violation of the Company's drug and alcohol abuse policy, including
having a positive drug-test result, may lead to disciplinary action, up to and including termination.

The use of prescription drugs and/or over-the-counter drugs may also affect Employees' job
performance and seriously impair Employees' value to the Company. Any Safety Sensitive
Employee who is using prescription or over-the-counter drugs that may impair his or her ability to
safely perform the job or may affect the safety or well-being of others must submit a physician's
statement that the prescription drug use will not affect job safety. The Employee is not required to
identify the medication or the underlying illness. Various federal, state, and local laws protect the
rights of individuals with disabilities and others with regard to the confidentiality of medical
information, medical treatment, and the use of prescription drugs and substances taken under
medical supervision. Nothing contained in this policy is intended to interfere with individual rights
under, or to violate, these laws.

NOTE: On occasion, managerial, executive, and sales staff may entertain clients during work
hours or after work hours as representatives of the Company. These occasions may include

MJIW Employee Handbook Revised March 2010
15



lunches, dinners, and business conferences. On these occasions, only the moderate and limited
use of alcoholic beverages is acceptable. In addition, occasionally, alcohol is served at social
events sponsored by the Company. Alcohol may be served at these events only with the approval
of the President. Only the moderate and limited use of alcohol is acceptable. Employees are
expected to remain responsible, professional, and sober at all times and should consume no
more than one 1% oz. of hard liquor, 4 oz. glass of wine, or 12 0z. Beer per hour.

In the event that the Company is classified as a covered employer under the Federal Drug-Free
Workplace Act, Milton J. Wood will be required to certify to the contracting government
agencies that it will provide a drug-free workplace in connection with the performance of
its government contracts. In conjunction with certification, all Employees will be given and
will be required to sign an Employee Notification Statement. The Company will include
drug-free awareness information in its programs and will comply with the requirements
that the government be notified of any Employee's workplace-related drug conviction.

In connection with the Company's drug-free workplace compliance efforts, please note the
following requirements:

a. Employees must, as a condition of employment, report any conviction under a criminal drug
statute for violations occurring on Company premises or while conducting Company business. A
report of a conviction must be made to the President within five days of the conviction. Within ten
days of learning about an Employee's conviction, the Company must notify any government
agency with which it contracts or subcontracts of the Employee's criminal drug statute conviction.

b. Within 30 days of the date the Company learns of any Employee's conviction, it will discipline
the Employee, up to and including termination. Any Employee who is not terminated will be
required to satisfactorily participate in and complete a drug abuse assistance or rehabilitation
program.

c. Each Employee, as a condition of employment, shall sign an Employee Notification Statement,
which sets forth the requirements of the Drug-Free Workplace Act.

Milton J. Wood will make ongoing good faith efforts to maintain a drug-free workplace by
implementing the above requirements. Our failure to comply with the provisions of the drug-free
workplace statute may subject the Company to loss of payments under a government contract,
termination of the contract, and debarment as a contractor for up to five years. Any questions
regarding our drug-free workplace compliance efforts should be directed to the President. A
complete copy of the DFWP Policy may be found in the MJW Safety Manual, Section II.

G. PUNCTUALITY & ATTENDANCE

Milton J. Wood expects you to report to work on a reliable and punctual basis. Absenteeism, early
departures from work, and late arrivals burden your fellow Employees and the Company. If you
cannot avoid being late to work or are unable to work as scheduled, you must call your Manager
as soon as possible.

Every time you are absent or late, or leave early, you must provide your Manager with an honest
reason or explanation. You must also inform your Manager of the expected duration of any
absence. The Company will comply with applicable laws relating to time off from work, but it is
your responsibility to provide sufficient information to enable the Company to make a
determination. You must notify your Manager of any change in your status as soon as possible.

Excessive absenteeism may lead to disciplinary action, up to and including termination of
employment. Three absences in a one-month period or two instances of tardiness in a one-month
period constitute unacceptable attendance. Other continuing patterns of absences, early
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departures or tardiness—regardless of the exact number of days—may also warrant disciplinary
action.

If you fail to report for work without any notification to your Manager, you may be considered to
have abandoned your employment.

Individuals with disabilities may be granted reasonable accommodation in complying with these
policies if undue hardship does not result to the Company's operations. However, regular
attendance and promptness are considered part of each Employee's essential job functions.

H. INVESTIGATIONS OF CURRENT EMPLOYEES

The Company may occasionally find it necessary to investigate current Employees, where
behavior or other relevant circumstances raise questions concerning, for example, work
performance, reliability, honesty, trustworthiness, or potential threat to the safety of coworkers or
others. Employee investigations may, where appropriate, include credit reports and investigations
of criminal records, including appropriate inquiries about any arrest for which the Employee is out
on bail. In the event that a background check is conducted, the Company will comply with the
federal Fair Credit Reporting Act and applicable state laws, including providing the Employee with
any required notices and forms. Employees subject to an investigation are required to cooperate
with the Company's lawful efforts to obtain relevant information, and may be disciplined up to and
including termination for failure to do so. A copy of the Consumer Report Authorization form is
appended to this Manual (See Exhibit E).

l. PERFORMANCE EVALUATIONS

Performance evaluations are conducted from time to time to provide both you and your Manager
with the opportunity to discuss your job tasks, identify and correct weaknesses, encourage and
recognize strengths, and discuss methods for improving your performance. However, please
understand that a positive performance evaluation does not guarantee an increase in salary, a
promotion, or even continued employment. Compensation increases and the terms and
conditions of employment, including job assignments, transfers, promotions, and demotions, are
determined by and at the discretion of Milton J. Wood.

In addition to these more formal performance evaluations, the Company encourages you and
your Manager to discuss your job performance on an ongoing basis.

Some employees will be eligible for Company Family Membership. Please discuss eligibility
requirements with your manager.

J. IMPROVING EMPLOYEE JOB PERFORMANCE

Milton J. Wood believes in the principle that Employees should be given the opportunity to
demonstrate their abilities and continually improve their job performance. Where performance
problems exist, Employees should be told about these deficiencies and, in many instances, given
an opportunity to improve. When the Company determines that an Employee is a candidate for
improvement, the Company will attempt to help the Employee meet the Company's expectations.
However, any effort to work with Employees to overcome performance problems should not be
deemed as changing the Company's policy of at-will employment.

K. PERSONNEL RECORDS

The information recorded in your personnel file is extremely important. Make sure that the
personal data in the file is accurate and up to date. Please report any change of address, phone
number, et cetera to the Corporate Secretary.
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Employees may inspect their personnel file in the presence of a representative of the Company.
Please contact your Manager to schedule a time. You may request copies from your file of any
documents that you have previously signed. If you desire, you may add a written statement to
your file explaining any disputed item.

Only authorized Managers and management personnel will have access to your personnel file.
However, the Company will cooperate with—and provide access to your personnel file to—law
enforcement officials; local, state, or federal agencies; and you in accordance with applicable law.
All requests to review an Employee's personnel file should be referred to the Corporate
Secretary. Confidential health/medical records are not included in your personnel file. The
Company will safeguard them from disclosure and will divulge that information only (1) as allowed
by law; (2) to the Employee's personal physician upon written request of the Employee; or (3) as
required for workers' compensation cases.

L. TELECOMMUTING

A telecommuter is an Employee who works for the Company from home or an off-site remote
office for some part of the regularly scheduled workweek. The Company considers telecommuting
to be a viable work option for certain Employees that, when properly implemented and
administered, benefits both the Company and the telecommuter.

Telecommuting does not change the basic terms and conditions of employment. Telecommuters
remain subject to the Company's employment policies and procedures. For example, if any
unlawful harassment and discrimination occurs at the telecommuter's work site, the Company
should be notified immediately. Entering into a telecommuting arrangement does not guarantee
continued employment and does not change the at-will nature of the employment relationship.

1. Scheduled Workweek

A telecommuting Employee must be accessible during regular work hours while working from a
home office or any other remote office. Telecommuters who are overtime non-exempt Employees
must complete a daily time sheet, and either "log on" to their computer or call in to work at the
beginning of the workday and "log out" or call in at the conclusion of the workday. An overtime
non-exempt telecommuter must also take his or her required breaks and must obtain prior
approval to work any overtime in accordance with Company policy. Overtime exempt
telecommuters should make arrangements with their Manager for tracking the work they perform
for the Company while telecommuting.

2. Workplace Safety

Telecommuting Employees are responsible for designating and maintaining a workplace that is
free from recognized hazards and that complies with all occupational safety and health standards,
rules, and regulations. This includes setting up and maintaining an ergonomically correct
workstation. Employees requiring assistance in this regard should contact the Corporate
Secretary or their Manager.

To ensure that safe work conditions exist and that other Company policies are met,
telecommuters must allow Company representatives to inspect their designated workplace at any
time between 9:00 a.m. and 5:00 p.m. on any regularly scheduled workday.

3. Equipment

The Company provides telecommuting Employees with the equipment to be used in their home
office or remote office. Telecommuters must use Company equipment for its intended purpose, in
accordance with the manufacturer's instructions, and in a safe manner.
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The Company will be responsible for the installation and routine maintenance of all Company-
owned or Company-leased telecommuting equipment, office equipment, and furniture. Company-
owned or Company-leased items may be used only by authorized Employees for business
purposes.

All telecommuting equipment provided by the Company, including any software and information
stored in the equipment, is the property of the Company at all times even though located in a
telecommuter's home or at another remote location.

4. Confidential Materials

In order to safeguard confidential Company information, every telecommuter should take the
following protective measures:

a. At the end of each day, file all business records in locked filing cabinets.
b. Mark all documents containing trade secrets or confidential information as "CONFIDENTIAL."

c. Take all other steps necessary to protect the confidentiality of sales information, trade secrets,
and all other confidential information.

5. Business Meetings

Business meetings should not take place at a telecommuter's home. Meetings should be held at
a Company facility, at the client's facility, or at a public meeting place such as a restaurant.
Clients should not be invited to a telecommuter's home for any business reason.

6. Ending a Telecommuting Arrangement

Upon termination of employment or an end to the telecommuting arrangement, a telecommuter
must make all Company-owned or Company-leased equipment, furniture, business records, files,
and supplies available for pickup by the Company at the earliest mutually convenient time.

M. CLIENT RELATIONS

Milton J. Wood's success depends on satisfying our clients. Employees of Milton J. Wood are
expected to treat clients courteously and with the utmost respect at all times. You must attend to
our clients' questions and demands promptly and professionally. If you need assistance, please
contact your Manager or another Employee who you know will be able to assist you and/or the
client.

N. BUSINESS CONDUCT

Employees may accept any gift or gratuity valued in excess of twenty-five dollars ($25) from any
client, vendor, supplier, or other person doing business with the Company if authorized by the
President. However, the Company discourages Employees from accepting gifts or gratuities to
ensure that business decisions, transactions, and services are provided on an objective and
professional basis.

O. CONFIDENTIALITY

Milton J. Wood has expended and continues to expend significant time, effort, and financial
resources to develop its Employees, referral sources, and methods of operations, including
forms, policies, and procedures, which are necessary to the continued success of its business.
Information about Milton J. Wood, its Employees, clients, suppliers, and vendors is to be kept
confidential and divulged only to individuals within the Company with both a need to receive and
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authorization to receive the information. If in doubt as to whether information should be divulged,
err in favor of not divulging information and discuss the situation with your Manager.

All records and files maintained by the Company are confidential and remain the property of the
Company. Records and files are not to be disclosed to any outside party without the express
permission of the Corporate Secretary.

Other confidential information includes, but is in no way limited to: Pricing Information; Standard
Operating Procedures; Personnel Policy; Crane Manual; Safety MSDS Book; Equipment Rates;
ASME/NBIC Quality Control Manual (code information and procedures); Quality Control Manual
(non-code); Approved Subcontractor & Vendor List; Cost Code Book; Forms (computerized and
printed), Safety Manual; Scheduling Programs; List of Customers; Various Training Manuals;
Leaflets; Financial Information and Records; Processes; Electronically Stored Data; Marketing
Materials; Estimating Software and Systems; Business, Marketing, and Strategic plans;
Personnel and Payroll Records Regarding Current and Former Employees; The Identity of,
Contact Information for, and any other Account Information on Clients, Vendors, and Suppliers;
Inventions; Programs; Trade Secrets; Formulas; Techniques; and Processes; any other
Documents or Information regarding the Company's Operations, Procedures, or Practices; and
any other documents or information which the Company intends to keep confidential. Confidential
information may not be removed from Company premises without express authorization.

All Employees are prohibited from discussing or disclosing construction estimates, quotations,
productivity standards, labor rates, or any other confidential pricing information to third parties
outside the Company.

Confidential information obtained during or through employment with the Company may not be
used by any Employee for the purpose of furthering current or future outside employment or
activities or for obtaining personal gain or profit. The Company reserves the right to avail itself of
all legal or equitable remedies to prevent impermissible use of confidential information or to
recover damages incurred as a result of the impermissible use of confidential information.

Employees may be required to enter into written confidentiality agreements confirming their
understanding of the Company's confidentiality policies. Please refer to the Confidentiality
Agreement in this handbook (See Exhibit D).

P. EMPLOYEE DRESS & PERSONAL APPEARANCE

You are expected to report to work well groomed, clean, and dressed according to the
requirements of your position. Some Employees may be required to wear uniforms or safety
equipment/clothing. Please contact your Manager for specific information regarding acceptable
attire for your position. If you report to work dressed or groomed inappropriately, you may be
prevented from working until you return to work well groomed and wearing the proper attire.

Q. NON-FRATERNIZATION

In the best interest of our Employees and the Company, any relationships on or off the job that
create a conflict of interest, interferes with the ability of an employee to perform his/her job or is
detrimental to the Company’s ability to conduct business will not be created or tolerated.

R. EMPLOYMENT SERVICE CREDIT

"Length of service" refers to the length of time that our Employees spend as active full-time or
part-time Employees with Milton J. Wood. Service begins on the day you become a full-time or
part-time Employee.
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Length of service may be a factor for determining certain Employee benefits, such as paid
holidays or paid time off, set forth in this Employee Handbook. Employees will not lose credit for
service with the Company in determining eligibility for these benefits, provided their last day of
service was within one year of again becoming an active Employee. Employees will not accrue
service credit with the Company while taking unpaid leaves of absence, including family and
medical leaves.

S. PUBLICITY/STATEMENTS TO THE MEDIA

All media inquiries regarding the Company and its operations must be referred to the President.
Only the President is authorized to make or approve public statements pertaining to the Company
or its operations. No Employees, unless specifically designated by the President, are authorized
to make those statements. Any Employee wishing to write and/or publish an article, paper, or
other publication on behalf of the Company must first obtain approval from the President before
publication.

T. HELPING EMPLOYEES WITH AIDS

Our company is committed to a healthy work environment and to the physical and emotional
health and well being of all employees in the workplace. Employees with physical disabilities who
are able to work will be provided employment. Employees with an AIDS virus-related condition
who are medically able to work and can meet expected performance standards may continue to
work. An employee with an AIDS virus-related condition will be given reasonable accommodation.

For the purpose of this policy, an “AIDS virus-related conditions” is one of the following medical
conditions:

presence of an AIDS-Related Complex or the AIDS antibody without symptoms of
AIDS

an infection to the central nervous system

AIDS

Facts about AIDS

As co-workers we must all be sensitive to the physical, mental and emotional stress created by
this condition. Our company encourages employees to seek education on the AIDS issue and
become more familiar with its effects.

Based on current research, there is no known risk of contracting AIDS from an affected employee
and other employees during normal work related functions.

You cannot transmit the AIDS virus by casual contact or sharing facilities with an infected
employee. To date, saliva or tears is not a recognized mode for the transmission of the virus. The
virus has been found to be transmitted only through IV drug use, blood transfusions, sexual
intercourse, and babies born to infected mothers. No particular sexual orientation is at more risk
than another for contracting an AIDS virus Due to the wide variance in the incubation period, a
person who tests positive for the antibody will not necessarily develop AIDS.

In summary, an employee with AIDS must obtain a written medical opinion that they are capable
of working up to their present performance standards with reasonable accommodation from the
company. The company will make every effort to transfer the employee into a different job or
change their work related activities if medically necessary. An employee who does not wish to
work with an employee with AIDS can potentially change jobs if medically necessary (as
submitted in writing by their physician). Confidentiality of medical condition and medical records
of an employee with AIDS will be maintained.
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VI. MILTON J. WOOD FACILITIES

A. POLICIES AGAINST WORKPLACE VIOLENCE
1. Statement of Policy

The costs of workplace violence can be great, both in human and financial terms. Therefore, the
Company has adopted this policy regarding workplace violence.

Acts or threats of physical violence, including intimidation, harassment, and/or coercion, that
involve or affect the Company or that occur on Company property or in the conduct of Company
business off Company property, will not be tolerated. This prohibition against threats and acts of
violence applies to all persons involved in Company operations, including, but not limited to,
Milton J. Wood personnel, contract workers, temporary employees, subcontractors, vendors, and
anyone else on Milton J. Wood property or conducting Company business off Company property.
Violations of this policy, by any individual, may lead to disciplinary and/or legal action as
appropriate.

This policy is intended to bring Milton J. Wood into compliance with existing legal provisions
requiring employers to provide a safe workplace; it is not intended to create any obligations
beyond those required by existing law.

2. Definitions

Workplace violence is any intentional conduct that is sufficiently severe, offensive, or intimidating
to cause an individual to reasonably fear for his or her personal safety or the safety of his or her
family, friends, and/or property such that employment conditions are altered or a hostile, abusive,
or intimidating work environment is created for one or more Milton J. Wood Employees.
Workplace violence may involve any threats or acts of violence occurring on Company premises,
regardless of the relationship between the Company and the parties involved in the incident. It
also includes threats or acts of violence that affect the business interests of the Company or that
may lead to an incident of violence on Company premises. Threats or acts of violence occurring
off Company premises that involve Employees, agents, or individuals acting as a representative
of the Company, whether as victims of or active participants in the conduct, may also constitute
workplace violence. Specific examples of conduct that may constitute threats or acts of violence
under this policy include, but are not limited to, the following:

Threats or acts of physical or aggressive contact directed toward another individual;
Threats or acts of physical harm directed toward an individual or his/her family, friends,
associates, or property;

The intentional destruction or threat of destruction of Company property or another
Employee's property;

Harassing or threatening phone calls;

Surveillance;

Stalking;

Veiled threats of physical harm or similar intimidation; and

Any conduct resulting in the conviction under any criminal code provision relating to
violence or threats of violence that adversely affects the Company's legitimate business
interests. Workplace violence does not refer to occasional comments of a socially
acceptable nature. These comments may include references to legitimate sporting
activities, popular entertainment, or current events. Rather, it refers to behavior that is
personally offensive, threatening, or intimidating.
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3. Enforcement

Any person who engages in a threat or violent action on Company property may be removed from
the premises as quickly as safety permits and may be required, at the Company's discretion, to
remain off Company premises pending the outcome of an investigation of the incident.

When threats are made or acts of violence are committed by an Employee, a judgment will be
made by the Company as to what actions are appropriate with respect to that Employee,
including potential medical evaluation and/or disciplinary action up to and including discharge.

Important Note: Milton J. Wood will make the sole determination of whether, and to what extent,
threats or acts of violence will be acted upon by the Company. In making this determination, the
Company may undertake a case-by-case analysis in order to ascertain whether there is a
reasonable basis to believe that workplace violence has occurred. No provision of this policy
alters the at-will nature of employment at Milton J. Wood.

B. OPERATION OF VEHICLES

Employees driving on Company business—whether in a Company-owned or leased vehicle, a
rented vehicle, an Employee's own vehicle, or any other vehicle—are not permitted to engage in
unauthorized activity or travel. The use of Company-owned or leased vehicles and rental of
vehicles for Company business are limited to authorized Employees. These vehicles must only be
used in work-related activities and may not be used for personal business or activities without the
express prior approval of the President.

All Employees authorized to drive Company-owned or Company-leased vehicles or to rent
vehicles for use in conducting Company business must possess a current, valid driver's license
and an acceptable driving record. Any change in license status or driving record must be reported
to management immediately. From time to time, the Company or its insurance carrier may
request reports from the relevant government agencies regarding the license status and driving
record of Employees whose job responsibilities include driving (See Exhibit E). In the event that
the license status or driving record of any Employee whose job responsibilities include driving
becomes unacceptable to management or the Company's insurance carrier, that Employee may
be restricted from driving, reassigned, suspended, or terminated, at management's discretion.

A valid driver's license must be in your possession while operating a vehicle off or on Company
property. It is the responsibility of every Employee to drive safely and obey all traffic, vehicle
safety, and parking laws or regulations. Drivers must demonstrate safe driving habits and not
drive too fast or recklessly.

Certain Employees may drive their own personal vehicles while conducting Company business.
These Employees must maintain minimum personal automobile liability insurance, with limits in
the amount of $100,000 Incident and $300,000 Aggregate Bodily Injury and $50,000 property
damage. Employees doing so should promptly submit an expense report detailing the number of
miles driven on Company business within 30 days. The Company will pay mileage
reimbursement in accordance with applicable reimbursement rates as follows $.55/mile.
Employees are expected to observe these policies while driving on Company business, even if
operating their own vehicles or other vehicles not owned, leased, or rented by the Company.
Please refer to the Vehicle Service Policy contained in this Handbook.

1. Fleet Utilization Policy

As our Company grows in number as well as our construction disciplines and geographic work
area, we have more and more Company vehicles on the road. A Company vehicle will be
assigned to employees in the Company whose work requires this in the course of their work. A
Company vehicle is a necessary tool to carry out Company business, not a fringe benefit.
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Purchase and assignment of Company vehicles is done by management.

This Company policy is developed as a guideline for all employees. All company drivers should
review this policy and sign the Company Vehicle Agreement (See Exhibit J).

a. Employee-owned vehicles

When an employee uses his or her personal vehicle for travel on authorized Company business,
the employee will be reimbursed. The schedule of reimbursement rates and insurance coverage
will be handled on an individual basis with the Company President.

b. Use of Company Assigned Vehicles

Whether you are on or off the job, when you are in a company vehicle, you are representing the
company. People will remember the company, not the driver; thus you project an image. Bad
driving habits (speeding through neighborhoods, being discourteous to other drivers, parking in
handicap parking spaces, etc.) reflect on Milton J. Wood. Keep this in mind.

Q) Use of company assigned vehicle for company
business

Ultimately, the employee the vehicle is assigned to is responsible for the appearance and
maintenance of the vehicle. It is understood that it will be used on the job and to service the job.
Do not subject the vehicle to hazardous conditions or use it beyond its design capability. KEEP
VEHICLE CLEAN AT ALL TIMES!

2 Use of company assigned vehicle for personal
business

For security purposes and to facilitate response to emergency after-hours calls, the assigned
vehicle is to be kept at the employee’s residence. It is understood that the purpose of a Company
vehicle is to facilitate the business of Milton J. Wood. It is not the intent of the Company to
provide a vehicle for any purpose other than Company business. Therefore, a Company vehicle
may not be used for personal, recreational activities or “outside projects”. Personal use of a
company owned vehicle is permitted for emergencies or incidental errands only.

(3) Use of company assigned vehicle for company
business or personal business

No passengers, other than employees of this company or those persons contracting with this
company, are allowed in any company vehicle.

C. Use of Company Pool Vehicles for Company
Business
(1) The Company will maintain a small pool of vehicles

which may be used by employees on the Approved Drivers List for company business. Pool
vehicles are meant to be used in place of personal vehicles for business purposes.

(2) Pool vehicles should be reserved and are available on a
first-come, first-served basis. In case of conflicting requests, priority will be given to out-of-town
trips. The sign-in / sign-out sheet, kept at the front desk, must always be utilized.
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3) Pool vehicles are to be used for company business only.
When pool vehicles are not in use, they are to be left at our company offices. Pool vehicles are
not to be taken home at night unless authorized by a Management Team member.

(4) Pool vehicles are to be kept clean. Trash should never
be left in pool vehicles.

(5) Pool vehicles are to be left with no less than % tank of
gas for the next user.

(6) No passengers, other than employees of this Company

or those persons contracting with this Company, are allowed in any Company vehicle.

@) So that pool vehicles are kept in good operating
condition, maintenance or service needs are to be reported immediately to the equipment office.

d. Motor Vehicle Cell Phone Usage

It is the policy of Milton J. Wood to provide communication technology capabilities for employees
to help them remain productive and safe. When employees are entrusted with any technology, it
is their responsibility to utilize it in a safe, prudent manner that in no way jeopardizes their safety
or that of other employees and the motoring public. This includes employee safety, protection of
equipment, facilities, and other materials. It is essential that when a conflict exists between safety
and the utilization of an in-vehicle cell phone, safety must receive top priority. All employees who
are authorized to operate Milton J. Wood vehicles must receive, read, and comply with this policy.

Drivers must be aware of the hazards related to the use of cell phones and/or other hand-held
electronic devices while driving (distraction, limited control of vehicle, slowed emergency
response, etc.) and they must realize that they are responsible for the control of their vehicle at all
times. This mandates that drivers operate their vehicles at the lowest risk possible (an example
might be using voice mail to answer calls while driving and stopping at a safe location to return
calls) and avoid distractions that take their attention away from the task at hand — driving safety.

e. Tax treatment of vehicles

The IRS considers personal use of a Company-owned vehicle (excluding work trucks and vans)
as a taxable fringe benefit. In order to meet the requirements of the law, the Company charges
the employee for such use; this amount will be shown on the employee’'s W-2 form. Permitted
personal use is defined as:

a. Commuting to and from work (between employee’s residence and the office or job site).

f. Insurance

In general, all Company vehicles have full coverage (liability and collision) for the first three years.
After three years, collision insurance is dropped on some of the vehicles, depending upon the
condition (replacement value).

As long as a vehicle is considered a “road vehicle,” it is insured on the Company’s auto insurance
policy. When the vehicle is taken off the road and classed as a “mill truck,” it cannot be placed on
public roads and is insured the same as Company-owned equipment (backhoe, cherrypicker,
etc.).

(1) Company owned vehicles can be operated only by employees who are approved in
writing by this company and who have good driving records as demonstrated by a recent MVR,
have passed a company drug-screening test, and continually demonstrate a safe driving record.
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(2) DO NOT DRINK AND DRIVE. Anyone driving under the influence of alcohol or drugs will
place the entire Company at risk. The Company will take the vehicle away from an employee who
uses poor judgment by violating the above. The violation may also result in termination.

g. Vehicle drivers

Driving a Milton J. Wood vehicle is not only a privilege but also a big responsibility. You are often
a client’s first impression of our company. It is, therefore, very important that drivers maintain a
professional attitude and appearance when operating a company vehicle.
Personal appearance—A neat, clean appearance is essential.
Personality—Your personality should be courteous and friendly.
Temperament—You must always maintain control of your temper.
Training—You must stay current of all training requirements of your job.

h. Driver selection criteria

It is a privilege, not a right, to drive a vehicle for Milton J. Wood. Before anyone is allowed to drive
a Company vehicle or their personal vehicle for Company business, a current three-year motor
vehicle record (MVR) must be obtained. Driving records (MVR’s) will be reviewed at least
annually on all designated drivers. It is the responsibility of the immediate supervisor to ensure
that only authorized employees are allowed to operate a Company vehicle.

(1) General criteria

Minimum age 18 years old for non-CDL drivers and 21 years old for CDL
drivers

Valid driver’s license

An MVR that meets Company MVR criteria

Must pass Company drug-screening requirements

CDL drivers must meet commercial driver qualification requirements

CDL drivers required to transport placarded hazardous materials must have
a valid hazardous material endorsement with their license

CDL drivers must pass a road test as a condition of employment

(2) MVR evaluation guidelines (minimum requirements)

No major violations in the past three years

Maximum of two moving violations in the past three years in combination with
one at-fault accident

Maximum of three moving violations in the past three years with no at-fault
accidents

Maximum of two at-fault accidents in the past three years with no moving
violations

A major violation is defined as:
Leaving the scene of an accident
Reckless driving
Speeding over 25 mph of posted limit
Driving under the influence of alcohol or drugs
Driving under suspension or revocation
Fleeing a police officer
Vehicle theft
Use of vehicle in drug trafficking, reckless homicide, unlawful use of
weapons, or any other criminal-type conviction
Conspiracy/misrepresentation of identity in the last three years.

In addition, CDL drivers and driver applicants will be disqualified to drive a

commercial vehicle per DOT standards:
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Until mandatory driver qualification requirements are achieved
Driver committed a violation of an “Out of Service” order
Driver refused to be tested (for alcohol or drugs) by state or jurisdiction

Note - this includes off-the-job and on-the-job violations

Any employee who has an “unacceptable driving record” is subject to disciplinary
action up to:

Loss of driving privilege of company vehicle

Mandatory enrollment in defensive driver’s class

Termination

i Vehicle purchase

Historically, the Company has purchased trucks for superintendents that are then passed to
assistant superintendents, etc., until eventually they are “mill trucks.”

With the amount of accessories needed to “rig out” a truck, it is sometimes not cost effective to
“swap out” trucks frequently. Likewise, the demand for trucks for assistants, foremen, and field
engineers is greater than the original policy can supply. Therefore, the purchase is made on an
individual basis. It is up to management, the Yard, and the individual employee to assess the kind
of truck to be purchased.

(2) Once a decision is made and the vehicle is purchased, it should not be accepted until all
approved accessories are installed.

(2) A Company vehicle shall not be modified without justification and only after approval by
the Company President.

3) Accessories added to the vehicle after acceptance must be approved by the Company
President. Accessories chosen by personal preference of the driver shall be at the driver's
expense.

J. Maintenance

Maintenance is very important. A maintenance record shall be kept on all Company vehicles.
These records are used to determine the need for collision insurance as well as timing the
replacement of the vehicle.

(1) Service and maintenance—All maintenance is the responsibility of the driver. Vehicles
may be serviced at the job site, the MJW Yard (if it is convenient for the employee and the Yard),
at a quickie oil change shop, or you may prefer to service it yourself. The company will pay for
any expenses incurred.

(2) Service schedule—The schedule is defined in the vehicle operator's manual.

3) Repairs and major maintenance—The MJW Yard office has established working relations
with a number of specialty repair services and can refer you to the best place for tires, mufflers,
brakes, transmission, AC repair, etc. For any non-emergency repair estimate exceeding $100.00,
contact the Yard Foreman for approval and referral before proceeding with repairs.

4 Repair invoicing—All repairs must be approved by the Yard. Upon approval, a Yard
purchase order shall be issued for this repair only. No other purchase order may be used.
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(5) Maintenance record—The Yard Office uses a service report sent out with payroll at least
quarterly to update the maintenance records. This report must be filled out completely and
returned to the Payroll Department.

(6) Negligence—Misuse of vehicles or lack of maintenance is subject to disciplinary action.

(7 Washing—It is the responsibility of the assigned driver of the vehicle to keep the vehicle
neat and clean at all times. The expense incurred to maintain the vehicle appearance shall be
borne by the assigned driver.

K. Cost Sharing

Milton J. Wood Company and Milton J. Wood Fire Protection invest heavily in the vehicle fleet
and company equipment and tools. It is your responsibility as a driver of a company vehicle to
take all precautions to ensure that company vehicles and what is in and on the vehicles is not
stolen or otherwise put at risk for theft, fire or vandalism. Drivers shall ensure that:

(1) Unattended vehicles are locked and windows are closed.

(2) Keys are not left in unattended vehicles.

3) While fueling the vehicle, the engine is off as per state and federal laws.

(4) While fueling the vehicle will not be left unattended as per state and federal laws. If fuel

is flowing someone must be there to observe and be ready to shut the pump down if
overflow occurs.

(5) All tool boxes and storage compartments in or on the vehicle shall remain locked unless
you are present with the vehicle.
(6) Tools and equipment in the bed of the truck shall be chained and locked to prevent theft
(including gas cans).
@) Seatbelts are to be worn at all times while operating a company vehicle.
Note: Some jobsites require that ignition keys be left in unattended vehicles. These

site rules will override Items 1 and 2 above.

Anyone found not in compliance with the above rules may lose driving privileges. Any
loss of tools, equipment or vehicle to theft, fire vandalism, etc., due to violation of the above
rules will be handled the same as an “at fault” accident as described below.

In the event a driver is cited and found “at fault” for an accident, the cost of repair will be
the driver’s responsibility to the extent of the lesser of one half cost of the repair to the vehicle
or one half the cost of the insurance deductible (currently $1000).

[ Monitoring

Senior management reserves the right to monitor the location of company owned vehicles using
GPS Global Satellite Navigation Systems for business purposes only. Business purposes include
strict compliance with the Company’s Fleet Utilization Policy and vehicle use consistent with the
safety, security and productivity concerns associated with the Company’s missions and
objectives. The information technology manager may store and secure location monitoring data
for up to three years. Only individuals authorized by top management may access the data.
Senior management may annually review location monitoring policies and procedures to ensure
compliance with the Company’s policies and objectives. The review process may include the
analysis of the data collected, employee and supervisor opinions or other relevant means

2. Fleet Safety Program

While senior management has the ultimate responsibility for safety, each manager/supervisor/
employee must also assume accountability for the safe performance of their job duties.
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a. Responsibility

Senior Management

Demonstrates interest and actively supports safety efforts

Establishes safety goals/objectives for the Company

Communicates safety goals/objectives to Safety Director

Provides adequate resources (time, money, personnel) to accomplish safety
objectives

Participates in safety functions/activities on a regular basis

Assumes the responsibility for meeting safety goals

Maintains safe working conditions, vehicles, equipment, and procedures

Safety Director

Participates and supports safety efforts of Company

Coordinates all safety activities involving fleet operations and training

Understands the specific loss causes, accident types, and major exposures
associated with operation

Remains informed on current DOT, DMV, and motor vehicle regulations
Communicates new regulations and safety goals/objectives to supervisors

Analyzes accidents, identified trends, and submits recommended corrective
measures to senior management

Verifies adequacy of vehicle maintenance procedures

Audits results of safety efforts and provides regular reports to senior management

Supervisor

Participates and supports safety efforts of Company

Translates management’s safety policies into action and promotes safety activities
directly among employees

Acts as role model for fellow employees by setting good example

Enforces safety rules/policies

Evaluates safety performance of employees regularly

Reports and investigates all accidents

Provides training for new and current employees

Employee
Adheres to all safety rules and regulations
Protects Company assets and reputation
Demonstrates safe defensive driving skills
Reports all unsafe conditions promptly
Reports all accidents immediately
Provides suggestions for accident prevention

Any employee who has an “unacceptable driving record” is subject to disciplinary action
up to:

Loss of driving privileges of Company vehicle

Mandatory enrollment in defensive driver’s class

Termination

b. Driver training

Effective driver training is critical in developing a proper driver attitude. The type and
frequency of training varies directly with the job complexity, as well as the knowledge and
experience of the employee. Training activities include:
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Initial Training—introduces the new driver to the Company, rules and regulations, and
the Company safety philosophy.

Refresher Training—utilized to update drivers on operational changes, new routes,
equipment, government regulations, and reinforces defensive driving techniques.
Primary forum is usually at supervisor's meetings for key personnel and area offices
for field personnel.

Special Training—useful when there is a problem of substandard performance. Can
be required of drivers on “Probationary and Non-Driver Status.” May be conducted
“in-house” or through outside training facilities. (If outside training facility is used, it is
the employee’s responsibility to submit training certificate to the Safety Director.)

C. Maintenance and inspection procedure

A pre-trip inspection should be conducted by the driver, and any unsafe conditions reported
immediately. All safety devices must be operational and in use on all Company vehicles.

Maintenance must be performed in accordance with Milton J. Wood policy and accurate records
maintained.

d. Work hour limitations

(2) Limiting Work Hours for Drivers of Company Vehicles

A scheduled workday shall not exceed 14 hours working and two hours drive time.
(Total work and drive time not to exceed 16 hours.)

An emergency shift shall not exceed 16 hours working and two hours driving time.
(Total work and drive time not to exceed 18 hours.)

No more than two emergency shifts will be completed in a seven day work week
without prior authorization from a Company officer.

If at any time the employee feels fatigued while driving, he shall stop and get
adequate rest before resuming his travel.

(2) Limiting Work Hours for Drivers of Non-Company Vehicles

A scheduled work shift shall not exceed 14 hours.
An emergency shift shall not exceed 16 hours. No more than two 16 hour shifts will
be permitted within a seven day work week.

e. What to do in case of accident

Stop at once and investigate.

Protect the scene. Use warning devices. Get help from bystanders. Turn off all
engines. No smoking. Guard against fire.

Assist injured persons. Don't move them unless absolutely necessary. Summon
ambulance, if needed.

Get help. Use nearby phone or send reliable passerby. Notify police, as instructed.
Give location and nature of accident accurately.

Identify yourself and Company. Show license and registration on request.

BE COURTEOUS. Make no statement about accident except to police or Milton J.
Wood representative. UNDER NO CIRCUMSTANCES SHOULD THE DRIVER
ADMIT FAULT.

Complete an Event / Incident Report BEFORE YOU LEAVE THE SCENE (See
Exhibit K).

In case of serious injury, report the incident immediately to your supervisor, Safety
Director, or Company President.

Take pictures of the accident scene, if possible.

The Safety Director must be notified in writing within 24 hours of all accidents.

MJIW Employee Handbook Revised March 2010
30



f. Accident reporting and investigation

Report all accidents to your supervisor immediately

The supervisor is to submit report to the Safety Director within 24 hours

The supervisor or Safety Director will conduct an initial investigation immediately.

A meeting will be scheduled with the driver to review the facts of the investigation.

All accident investigations will be reviewed by the Executive Safety Committee to
determine the cause of the accident and to prevent reoccurrence.

The Safety Director shall report all accidents to the supervisor, project manager, area
manager, and the President in a loss report quarterly.

If driver is found “at fault” for accident and cited, the cost of repair will be the driver’s
responsibility to the extent of the lesser of one half cost to repair vehicle or one half
cost of the insurance deductible (currently $1000).

g. Driver motivation

Milton J. Wood recognizes that our employees are required to operate vehicles for a significant
number of hours in changing weather and traffic conditions. This contributes to the potential for
personal injury, as well as expensive equipment and property damage. To reduce the potential for
an accident, safe and defensive driving habits must be utilized at all times. Proper maintenance
and protection of our equipment must be ensured.

C. HEAVY EQUIPMENT DAMAGE REPORTING PROCEDURE

In the event any Milton J. Wood equipment is damaged the Superintendent, Superintendent
Designee, and / or the employee responsible for the accident should:

Immediately after the incident, secure the equipment to ensure that future damage
does not occur. Protect the environmental hazards or spillage, if applicable.
Complete the Event / Incident Report within four (4) hours of the accident (See
Exhibit K).

Send the Milton J. Wood employee that caused the accident or who was operating
the equipment to get a post-accident drug test (within 24 hours of the incident).

Fax / mail the Event / Incident Report within twenty-four (24) hours to the following:
Yard Superintendent, Safety Director, President and Project Manager.

Contact the Yard Superintendent to discuss options for equipment replacement.

D. USE OF COMPANY PROPERTY
1. Maintenance

All Company property—including desks, storage areas, work areas, lockers, file cabinets,
credenzas, computer systems, office telephones, cellular telephones, modems, facsimile
machines, duplicating machines, and vehicles—must be used properly and maintained in good
working order. Employees who lose, steal, or misuse Company property may be personally liable
for replacing or fixing the item and may be subject to discipline, up to and including discharge.

2. Inspections

The Company reserves the right, at all times and without prior notice, to inspect and search any
and all of its property for the purpose of determining whether this policy or any other policy of the
Company has been violated, or when an inspection and investigation is necessary for purposes
of promoting safety in the workplace or compliance with state and federal laws. These inspections
may be conducted during or after business hours and in the presence or absence of the
Employee.
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In addition, in order to ensure the safety and security of Employees and clients, and to protect the
Company's legitimate business interests, Milton J. Wood reserves the right to question and
inspect or search any Employee or other individual entering onto or leaving Company premises.
The inspection or search may include any packages or items that the individual may be carrying,
including briefcases, handbags, knapsacks, and shopping bags. These items are subject to
inspection and search at any time, with or without prior notice. The Company also may require
Employees while on the job or on the Company's premises to agree to reasonable inspection of
their personal property and/or persons. The individual may be requested to self-inspect his or her
personal property or person by displaying the contents of any packages, turning out his or her
pockets, or other similar procedures, in the presence of a representative of the Company,
typically a Management Representative of the same gender. The Company will not tolerate any
Employee's refusal to cooperate in these procedures or to complete a search required by the
Company.

3. Telephone Calls

Telephone calls to and from Company facilities may be monitored by the Company to ensure
quality and client satisfaction.

4, Rights of Privacy and Access

Employees are not permitted to use the Company's equipment for occasional, non-work
purposes. Employees have no right of privacy as to any information or file maintained in or on
Company property or transmitted using the Company property. For purposes of inspecting,
investigating, or searching Employees' files or documents, the Company may override any
applicable passwords, codes, or locks in accordance with the best interests of the Company, its
Employees, or its clients or visitors. All bills and other documentation related to the use of
Company equipment or property are the property of the Company and may be reviewed and used
for purposes that the Company considers appropriate.

Employees may access only files or documents that they have permission to enter. Unauthorized
review, duplication, dissemination, removal, damage, or alteration of files, or other property of the
Company, or improper use of information obtained by unauthorized means, may be grounds for
disciplinary action, up to and including discharge.

5. Hurricane Preparedness

In times of severe weather, please refer to the Hurricane Preparedness for Computer Equipment.

6. Sale of Surplus or Scrap Material

All monies or credits generated from the sale or return of surplus or scrap material must be turned
in to the home office and will be credited to the project as revenue. Failure to follow this policy will
result in disciplinary action, up to and including termination.

7. Project Revenue

All monies or credits generated from any project activity must be turned in to the home office and
will be credited to the project as revenue. Failure to follow this policy will result in disciplinary
action, up to and including termination.

E. USE OF TECHNOLOGY AND THE INTERNET

The Company's technical resources—including but not limited to desktop and portable computer
systems, fax machines, Internet and World Wide Web (www) access, voice mail, electronic malil
(e-mail), electronic bulletin boards, and its intranet—enable Employees quickly and efficiently to
access and exchange information throughout the Company and around the world. When used
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properly, we believe these resources greatly enhance Employee productivity and knowledge. In
many respects, these new tools are similar to other Company tools, such as stationery, file
cabinets, photocopiers, and telephones. Because these technologies are both new and rapidly
changing, it is important to explain how they fit within the Company and within your
responsibilities as an Employee.

This policy applies to all technical resources that are owned or leased by the Company, that are
used on or accessed from Company premises, or that are used on Company business. This
policy also applies to all activities using any Company-paid accounts, subscriptions, or other
technical services, such as Internet and World Wide Web access, voice mail, and e-mail, whether
or not the activities are conducted from Company premises.

NOTE: As you use the Company's technical resources, it is important to remember the nature of
the information created and stored there. Because they seem informal, e-mail messages are
sometimes offhand, like a conversation, and not as carefully thought out as a letter or
memorandum. Like any other document, an e-mail message or other computer information can
later be used to indicate what an Employee knew or felt. You should keep this in mind when
creating e-mail messages and other documents. Even after you delete an e-mail message or
close a computer session, it may still be recoverable and may even remain on the system.

1. Acceptable Uses

The Company's technical resources are provided for the benefit of the Company and its clients,
vendors, and suppliers. These resources are provided for use in the pursuit of Company business
and are to be reviewed, monitored, and used only in that pursuit, except as otherwise provided in
this policy.

Employees are not permitted to use the Company's technical resources for occasional, hon-work
purposes. Employees have no right of privacy as to any information or file maintained in or on the
Company's property or transmitted or stored through the Company's computer, voice mail, e-mail,
or telephone systems.

2. Unacceptable Uses

The Company's technical resources should not be used for personal gain or the advancement of
individual views. Employees who wish to express personal opinions on the Internet are
encouraged to obtain a personal account with a commercial Internet service provider and to
access the Internet without using Company resources. Employee postings are not permitted on
the Company's Intranet or electronic bulletin board.

Solicitation for any non-Company business or activities using Company resources is strictly
prohibited. Your use of the Company's technical resources must not interfere with your
productivity, the productivity of any other Employee, or the operation of the Company's technical
resources. Employees may not play games on the Company's computers and other technical
resources.

You should not send e-mail or other communications that either mask your identity or indicate
that they were sent by someone else. You should never access any technical resources using
another Employee's password. Similarly, you should only access the libraries, files, data,
programs, and directories that are related to your work duties. Unauthorized review, duplication,
dissemination, removal, installation, damage, or alteration of files, passwords, computer systems
or programs, or other property of the Company, or improper use of information obtained by
unauthorized means, is prohibited.

Sending, saving, or viewing offensive material is prohibited. Messages stored and/or transmitted
by computer, voice mail, e-mail, or telephone systems must not contain content that may
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reasonably be considered offensive to any Employee. Offensive material includes, but is not
limited to, sexual comments, jokes or images, racial slurs, gender-specific comments, or any
comments, jokes or images that would offend someone on the basis of his or her race, color,
religion, sex, age, national origin or ancestry, physical or mental disability, veteran status, marital
status, familial status, sexual orientation, possession of the sickle cell trait, genetic
characteristics, HIV-positive status, political views, as well as any other category protected by
federal, state, or local laws. Any use of the Internet/World Wide Web, Intranet, or electronic
bulletin board to harass or discriminate is unlawful and strictly prohibited by the Company.
Violators will be subject to discipline, up to and including discharge.

Milton J. Wood does not consider conduct in violation of this policy to be within the course and
scope of employment or the direct consequence of the discharge of one's duties. Accordingly, to
the extent permitted by law, the Company reserves the right not to provide a defense or pay
damages assessed against Employees for conduct in violation of this policy.

3. Access to Information

The Company asks you to keep in mind that when you are using the Company's computers you
are creating Company documents using a Company asset. The Company respects the individual
privacy of its Employees. However, that privacy does not extend to an Employee's work-related
conduct or to the use of Company-provided technical resources or supplies.

The Company's computer, voice mail, e-mail, or telephone systems, and the data stored on them
are and remain at all times the property of the Company. As a result, computer data, voice mail
messages, e-mail messages, and other data are readily available to numerous persons. If, during
the course of your employment, you perform or transmit work on the Company's computer
system and other technical resources, your work may be subject to the investigation, search, and
review of others in accordance with this policy.

All information, including e-mail messages and files, created, sent, or retrieved over the
Company's technical resources is the property of the Company, and should not be considered
private or confidential. Employees have no right to privacy as to any information or file transmitted
or stored through the Company's computer, voice mail, e-mail, or telephone systems. Any
electronically stored information that you create, send to, or receive from others may be retrieved
and reviewed when doing so serves the legitimate business interests and obligations of the
Company. Employees should also be aware that, even when a file or message is erased or a visit
to an Internet or Web site is closed, it is still possible to recreate the message or locate the Web
site. The Company reserves the right to monitor your use of its technical resources at any time.
All information including text and images may be disclosed to law enforcement or to other third
parties without prior consent of the sender or the receiver.

4. Copyrighted Materials

You should not copy and distribute copyrighted material (e.g., software, database files,
documentation, articles, graphics files, and downloaded information) through the e-mail system or
by any other means unless you have confirmed in advance from appropriate sources that the
Company has the right to copy or distribute the material. Failure to observe a copyright may result
in disciplinary action by the Company as well as legal action by the copyright owner. Any
guestions concerning these rights should be directed to your Manager.

5. Confidential Information

E-mail and Internet/Web access are not entirely secure. Others outside the Company may also
be able to monitor your e-mail and Internet/Web access. For example, Internet sites maintain logs
of visits from users; these logs identify which company, and even which particular person,
accessed the service. If your work using these resources requires a higher level of security,
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please ask your Manager or the MIS Department for guidance on securely exchanging e-mail or
gathering information from sources such as the Internet or World Wide Web.

All Employees should safeguard the Company's confidential information, as well as that of clients
and others, from disclosure. Do not access new voice mail or e-mail messages with others
present. Messages containing confidential information should not be left visible while you are
away from your work area.

E-mail messages containing confidential information should include the following statement, in all
capital letters, at the top of the message: CONFIDENTIAL: UNAUTHORIZED USE OR
DISCLOSURE IS STRICTLY PROHIBITED.

6. Security of Information

Although you may have passwords to access computer, voice mail, and e-mail systems, these
technical resources belong to the Company, are to be accessible at all times by the Company,
and are subject to inspections by the Company with or without notice. The Company may
override any applicable passwords or codes to inspect, investigate, or search an Employee's files
and messages. All passwords must be made available to the MIS Department upon request. You
should not provide a password to other Employees or to anyone outside the Company and should
never access any technical resources using another Employee's password.

In order to facilitate the Company's access to information on its technical resources, you may not
encrypt or encode any voice mail or e-mail communication or any other files or data stored or
exchanged on Company systems without the express prior written permission from the MIS
Department and your Manager. As part of this approval, the MIS Department will indicate a
procedure for you to deposit any password, encryption key or code, or software with the MIS
Department so that the encrypted or encoded information can be accessed in your absence.

7. Milton J. Wood's Software Policy

If you want to install software on Company computers, you must contact the MIS Department and
request to have the software installed. Employees are prohibited from installing any software on
any Company technical resource without the express prior written permission from the MIS
Department.

Involving the MIS Department ensures that the Company can manage the software on Company
systems, prevent the introduction of computer viruses, and meet its obligations under any
applicable software licenses and copyright laws. Computer software is protected from
unauthorized copying and use by federal and state law; unauthorized copying or use of computer
software exposes the Company and the individual Employee to substantial fines and exposes the
individual Employee to imprisonment. Therefore, Employees may not load personal software onto
the Company's computer system and may not copy software from the Company for personal use.

8. Your Responsibilities

Each Employee is responsible for the content of all text, audio, or images that they place or send
over the Company's technical resources. Employees may access only files or programs, whether
computerized or not, that they have permission to enter.

Violations of any guidelines in this policy may result in disciplinary action up to and including
termination. In addition, the Company may advise appropriate legal officials of any illegal
violations.
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F. USE OF STATIONERY & MAIL SERVICES

All engraved or printed Company stationery, envelopes, and other work materials are for
Company business only. These materials may not be used for personal correspondence or non-
business matters. When signing business letters on Milton J. Wood letterhead, the Employee's
name and title or position must be used.

Employees are requested not to send or receive personal mail using the Company's mail
services. Employees may be required to reimburse the cost of postage for non-business-related
materials that they send through the Company's mail services.

G. EMPLOYEE PROPERTY

Employees should not bring valuables to work. If you decide to do so, all valuables should be
kept in a secure location. The Company assumes no responsibility for the loss, theft, or damage
of Employees' personal property.

H. VISITORS

Employees may have an occasional visit from a friend or relative provided advance approval is
obtained from their Manager or the Corporate Secretary. Any visit must be arranged to minimize
disruption of work. Generally, friends and relatives should be asked not to visit Employees during
working hours. Unattended children are not allowed in the facility or on the premises at any time.
For safety and insurance reasons, friends, relatives, and clients are not permitted in areas
restricted to Employees only, unless authorized by management.

l. SECURITY

Employees should be alert at all times and should immediately report the presence of any
suspicious persons to their Manager or the Corporate Secretary. Employees should also maintain
in their possession at all times their keys, security passes, and identification badge(s). These
items may not be lent to anyone who is not authorized to possess them. Similarly, computer
passwords, electronic door codes, and any other security access information should not be
disclosed to anyone who is not authorized to have that information.

J. SOLICITATION & DISTRIBUTION OF LITERATURE

The Company has established rules, applicable to all Employees, to govern solicitation and
distribution of written material during working time and entry onto the premises and work areas.
All Employees are expected to comply strictly with these rules.

1. No Employee shall solicit or promote support for any cause or organization during his or her
working time or during the working time of the Employee or Employees at whom the activity is
directed,;

2. No Employee shall distribute or circulate any written or printed material in work areas at any
time, during his or her working time, or during the working time of the Employee or Employees at
whom the activity is directed; and

3. Under no circumstances will non-Employees be permitted to solicit or to distribute written
material for any purpose on Company property.

As used in this policy, "working time" includes all time for which an Employee is paid and/or is
scheduled to be performing services for the Company; it does not include break periods, meal
periods, or periods in which an Employee is not, and is not scheduled to be, performing services
or work for the Company.
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K. EMPLOYEE PARKING

The Company provides Employees with parking on a first-come first-served basis. You may park
your vehicle in a non-reserved space. Some parking areas, however, may be reserved for
disabled drivers, vendors, clients, vehicles belonging to the Company, and others. The Company
will not be responsible for any damage to your vehicle or the contents of your vehicle while
parked on Company property.

L. BULLETIN BOARDS

Bulletin boards are reserved for the exclusive use of the Company for posting work-related
notices or notices posted pursuant to local, state, and federal law. From time to time, special
notices and information for Employees will be posted by the Company on the bulletin boards.
Please check the boards regularly for these notices. Employee postings are not permitted.

M. TELEPHONES

While at work, Employees are expected to perform their job duties and responsibilities. Personal
calls, both incoming and outgoing, must be kept to a minimum and must not interfere with
Employees' duties and responsibilities. Employees should limit their use of Company telephones
for personal long-distance calls. In the event it is necessary to make a personal long-distance
call, Employees will be asked to reimburse the Company for the cost. Abuse of the telephone
policy may result in discipline, up to and including termination.

N. HOUSEKEEPING

All Employees are expected to maintain their desks and/or work areas in an orderly fashion. Also,
please pick up after yourself when you use the break room, lunch room, locker room, or restroom.

O. SMOKING POLICY

Employees, clients, vendors, and other guests are not allowed to smoke in Company facilities at
any time. Smoking is not allowed in client areas, Company vehicles, or in restrooms. Employees
are permitted to smoke only in designated areas.

P. HEALTH & SAFETY

The health and safety of Employees and others on Company property are of critical concern to
Milton J. Wood. The Company also intends to comply with all health and safety laws applicable to
our business.

To this end, the Company must rely upon Employees to ensure that work areas are kept safe and
free of hazardous conditions. Employees are required to be conscientious about workplace
safety, including proper operating methods and known dangerous conditions or hazards. You
should report any unsafe conditions or potential hazards to a Manager immediately, even if the
problem appears to be corrected. Any suspicion of a concealed danger present on the
Company's premises, or in a product, facility, piece of equipment, process, or business practice
for which the Company is responsible should be brought to the attention of a Manager or the
Safety Director immediately.

Periodically, the Company may issue rules and guidelines governing workplace safety and health.
All Employees should familiarize themselves with these rules and guidelines as strict compliance
will be expected. Contact your Manager for copies of current rules and guidelines. Failure to
comply strictly with rules and guidelines regarding health and safety or negligent work
performance that endangers health and safety will not be tolerated.
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Any workplace injury, accident, or illness must be reported to the Employee's Manager as soon
as possible, regardless of the severity of the injury or accident. If medical attention is required
immediately, Managers will assist Employees in obtaining medical care, after which the details of
the injury or accident must be reported.

Q. POLICY REGARDING VIOLENT CRIME
1. Statement of Policy

Milton J. Wood recognizes the unfortunate reality that violent crimes do occur in the workplace.
The potential for commission of a violent crime in the workplace may threaten the safety of
Employees as well as clients.

2. Guidelines for Protecting Employee and Client Safety

Prevention is the threshold measure to protect Employee and client safety. Accordingly, you
should make a conscious effort to observe your surroundings and report any suspicious persons
or activities to the police.

In the unfortunate event of a holdup or robbery, you should obey all orders issued by the
perpetrator. Failure to follow the perpetrator's orders jeopardizes your safety as well as the safety
of clients and other Employees. Therefore, remember to stay calm, move slowly, and cooperate
with the perpetrator. Do not argue, fight, display a weapon, or offer any other form of resistance.
To the extent possible, Employees should attempt to concentrate on the perpetrator's physical
features, dress, voice, automobile, et cetera in hope of later identification.

Once the incident is over, you should remain where you are—do not attempt to follow or catch the
perpetrator. Once you are certain that the perpetrator has left the immediate area, quickly secure
the area and call the police. While waiting for the police to arrive, avoid touching anything or
disturbing the area. If possible, write down everything you can remember about the incident and
the perpetrator. Employees are expected to cooperate fully with the enforcement authorities after
the occurrence of an incident.
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VII.  BENEFITS

A. HOLIDAYS

Milton J. Wood observes the following holidays: New Year's Day, Memorial Day, Fourth of July,
Labor Day, Thanksgiving Day, and Christmas Day. If a holiday falls on a weekend day, it is
usually observed on the preceding Friday or the following Monday. Holiday observance will be
announced in advance.

The Company will maintain a pre-approved list of Employees eligible for holiday pay. All other
employees are not eligible for holiday pay. All holiday pay benefits will be based on an eight hour
day. Eligible employees, whether working an eight hour day or a ten hour day, will receive eight
hours pay for the designated holiday. Holiday pay will be calculated based on your straight time
pay rate (as of the date of the holiday) times eight hours. Holiday pay is not counted for the
purpose of calculating an employee's overtime hours of work or overtime premiums. Employees
who are discharged or end their employment with the Company will not be paid for any accrued
but unused holiday time off. To be eligible for holiday pay, you must work the last scheduled day
immediately preceding and the first scheduled day following the holiday unless prior approval
from an officer is given.

WORKING THE HOLIDAY - If an eligible employee is required to work on a designated holiday,
the rate of pay will be as established in the appropriate collective bargaining agreement or shall
be paid one and one half times the normal hourly rate. In this situation, the holiday pay would be
forfeited and no additional paid time off would be provided. In the event an eligible employee
works only part of a holiday, said employee would receive the remainder of the day based on his
standard rate of pay (eight hours total).

If a holiday occurs during your vacation period or paid time off, you will be granted one additional
day of vacation period or paid time off, to be taken at a time approved in advance by your
Manager.

WORK DAYS SURROUNDING A HOLIDAY — Due to the lack of ability to perform Company
business in an efficient manner, the Company may elect to close its offices and jobsites. This
usually occurs at Thanksgiving and Christmas. As a discretionary benefit, these days may be
given to eligible employees as paid time off. This discretionary benefit will be an option the
Management Team may exercise, but in no case shall it be expected. If the Company decides to
close an office or job site and does not elect to give eligible employees paid time off, eligible
employees may use unused PTO or the day will be an unpaid day off.

4-10's WORK WEEK - Eligible employees working a scheduled 4 day — 10 hours per day work
week will receive an eight hour holiday benefit.

1. If the designated holiday falls on a scheduled work day, the eligible employee will
receive eight hours pay in lieu of the ten hour pay for working. (Example — The employee is
working 4-10’s Monday thru Thursday and the holiday is on a Wednesday. The employee will
work 10 hours Monday, Tuesday and Thursday and be paid 8 eights for Wednesday. Total hours
paid — 38 straight time hours.)

2. If the designated holiday falls on a day outside the normal work week, the employee
will receive eight hours pay for the holiday. (Example — The employee is working 4-10's Monday
thru Thursday and the holiday is on a Friday. The employee will work 10 hours Monday,
Tuesday, Wednesday and Thursday and be paid 8 hours for Friday. Total hours paid — 48
straight time hours.)
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Benefits for employees whose terms and conditions of employment are covered by a
collective bargaining agreement may differ from the benefits described above. Please refer to
your collective bargaining agreement for a description of the benefits to which you are entitled.

B. PAID TIME OFF

The Company will maintain a pre-approved list of Employees eligible for paid time off (PTO). All
other workers, including new hires that have not yet completed 90 days of employment, are not
eligible for PTO. PTO may be taken for any reason including iliness, vacation time, and other
personal time away from work. If a holiday occurs during your PTO, you will be granted one
additional day of PTO to be taken at a time approved in advance by your Division Manager.

Employees are encouraged to take their designated PTO each year. However, all PTO must be
scheduled so it does not interfere with the needs of your job. In order to accomplish this
requirement, it is best to follow one of the guidelines below in scheduling your PTO:

1. Request your PTO date several months in advance and communicate that date
to your Division Manager. This will allow the Company to schedule a fill-in
person for your duties while you are off.

2. Take your PTO during a slow work period or between work assignments. This
option allows you time off and helps to make certain you are available when the
Company is very busy.

So replacement workers can be scheduled during your PTO, all PTO requests must be made to
the appropriate Division Manager. The Division Manager will communicate your request to the
Corporate Secretary who will enter your request into the master vacation calendar. If there is a
conflict in days requested for PTO, the Company President shall make the final decision. At no
time may an employee use more than five consecutive days of PTO without written permission
from the Division Manager or written certification of medical necessity from a healthcare provider.
Unused PTO will not be carried over without written authorization from the President. (Warning:
Permission to carry over PTO will not be granted except when PTO is scheduled for the last two
weeks of the year and a job emergency occurs that requires the individual to work).

Unscheduled PTO may be taken only for an Employee's own illness or injury, or that of the
Employee's current spouse or dependent child. Certification by your health care provider is
required for absences due to your illness or injury of four or more consecutive workdays or for
intermittent absences due to the same reason. A health care provider's certification is also
required prior to reinstatement after one of those absences. A health care provider's certification
may also be required in other circumstances. It is your responsibility to apply for any disability
benefits for which you may be eligible as a result of illness or disability, including workers'
compensation insurance and/or any short-term disability insurance benefits for which you qualify.

PTO is an employment benefit awarded at the discretion of the Company. PTO is not an earned
or accruable benefit. Employees who are discharged or end their employment with the company
will not be paid for any unused PTO.

Employees must use PTO for otherwise unexcused time away from work during their regularly
scheduled hours. Your PTO benefits will be fully integrated with other benefits available to you so
that at no time will you be paid more than your regular compensation. Employees will not accrue
PTO during leaves of absence or other periods of inactive service.

Benefits for employees whose terms and conditions of employment are covered by a collective
bargaining agreement may differ from the benefits described above. Please refer to your
collective bargaining agreement for a description of the benefits to which you are entitled.
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C. INSURANCE BENEFITS
1. Medical Insurance

Fulltime office, administrative employees and non-union field engineers may be eligible for
medical insurance coverage under the Company's policy after one month of employment.
Lakeland Fab Shop, Fire Protection Fab Shop and Maintenance Shop employees may be eligible
for medical insurance coverage under the Company's policy after three months of employment.
Non-collective bargain field employees may be eligible for medical insurance coverage under the
Company's policy after 6 months of employment. Currently, the Company pays a portion of your
Medical Insurance premium and 100% of Basic Life Insurance and Long Term Disability
premiums. If elected, premiums for Vision, Dental and Voluntary Benefits will be paid by
employees at 100% of the Group rate. Employees should consult the Summary Plan Description
for more complete information about eligibility and the details of the Company's medical
insurance plan. Copies of the Plan Document and Summary Plan Description are available from
the Corporate Secretary. The Plan Document is controlling.

2. Unemployment Compensation

The Company contributes to the Unemployment Compensation Trust Fund on behalf of its
Employees.

3. Social Security

The Company matches each Employee's Social Security contribution dollar for dollar. You may
be eligible to receive these benefits upon your retirement and/or perhaps in other circumstances
in accordance with the Social Security laws.

4. Workers' Compensation

If you are injured or become ill on the job, then you may receive, at no cost to you, workers'
compensation insurance benefits which may include medical care, compensation, and vocational
rehabilitation. To receive workers' compensation benefits, you must:

a. Report any work-related injury to your Manager immediately.
b. Complete a written claim form and return it to your supervisor.
c. Seek medical treatment and follow-up care if required.

State law imposes legal consequences on the abuse of workers' compensation benefits. The
Company will report any concerns of false or fraudulent claims to the workers' compensation
insurance carrier for investigation. Any person who makes or causes to be made any material
statement or representation, known to be false or fraudulent, for the purpose of obtaining or
denying workers' compensation benefits or payments is guilty of a crime and subject to criminal
and civil penalties.

Benefits for employees whose terms and conditions of employment are covered by a collective
bargaining agreement may differ from the benefits described above. Please refer to your
collective bargaining agreement for a description of the benefits to which you are entitled.

D. POST-TERMINATION CONTINUATION OF MEDICAL
INSURANCE

The Consolidated Omnibus Budget Reconciliation Act of 1985 ("COBRA") provides eligible
individuals with the option to continue medical insurance coverage under the Company's policy,
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at their own expense and for a certain period of time, upon the termination of employment as well
as in other circumstances. For more information please contact the Corporate Secretary.

Benefits for employees whose terms and conditions of employment are covered by a collective
bargaining agreement may differ from the benefits described above. Please refer to your
collective bargaining agreement for a description of the benefits to which you are entitled.

E. LEAVES OF ABSENCE
1. General Provisions

Milton J. Wood may grant a leave of absence in certain circumstances. You should notify your
Manager and/or the Corporate Secretary in writing as soon as you become aware that you may
need a leave of absence. The Company will consider your request in accordance with applicable
law and the Company's leave policies. You will be notified whether your leave request is granted
or denied. If you are granted leave, you must comply with the terms and conditions of the leave,
including keeping in touch with your Manager or the Corporate Secretary during your leave, and
giving prompt notice if there is any change in your return date.

You must not accept other employment or apply for unemployment insurance while you are on a
leave of absence. Acceptance of other employment while on leave will be treated as a voluntary
resignation from employment at the Company. Upon return from a leave of absence, you will be
credited with the full employment status that existed prior to the start of the leave. You will not
receive credit for the time during the unpaid portion of any leave, except that you will retain your
original date of hire.

The Company may hold in abeyance or proceed with any counseling, performance review, or
disciplinary action, including discharge, that was contemplated prior to any Employee's request
for or receipt of a leave of absence or that has come to the Company's attention during the leave.
If any action is held in abeyance during the leave of absence, the Company reserves the right to
proceed with the action upon the Employee's return. Requesting or receiving a leave of absence
in no way relieves Employees of their obligation while on the job to perform their job
responsibilities capably and up to the Company's expectations and to observe all the Company
policies, rules, and procedures.

2. Family And Medical Leave (FMLA)

The Company will grant family and medical leave in accordance with the requirements of
applicable state and federal law in effect at the time the leave is granted. No greater or lesser
leave benefits will be granted than those set forth in the relevant state or federal laws.

Please contact your Manager as soon as you become aware of the need for a family and medical
leave. The following is a summary of the relevant provisions.

a. Employee Eligibility

To be eligible for family and medical leave benefits, you must: (1) have worked for the Company
for a total of at least 12 months; (2) have worked at least 1,250 hours over the previous 12
months; and (3) work at a location where at least 50 Employees are employed by the Company
within 75 miles.

b. Leave Available

Eligible Employees may receive a total of 12 workweeks of unpaid leave during a 12 month
period. The 12-month period is measured forward from the date of an eligible employee's first
FMLA leave.
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Leave may be used for one or more of the following reasons: (1) for the birth or placement of a
child with an Employee for adoption or foster care; (2) to care for an immediate family member
(spouse, child, or parent) with a serious health condition; or (3) to take medical leave when the
Employee is unable to work because of a serious health condition. Under some circumstances,
Employees may take family and medical leave intermittently—which means taking leave in blocks
of time, or by reducing their normal weekly or daily work schedule. If you are pregnant, you may
have the right to take a pregnancy disability leave in addition to a family and medical leave.
Please review the pregnancy disability leave policy below and notify your Manager or the
Corporate Secretary if you need leave due to your pregnancy.

Certain restrictions on these benefits may apply.

C. Notice & Certification

If you need family and medical leave, you may be required to provide:
(1) 30-day advance notice when the need for the leave is foreseeable;

(2) Certification from a health care provider (both prior to the leave and prior to
reinstatement) See Exhibit M;

3) Periodic recertification; and
4) Periodic reports during the leave.

When leave is needed to care for an immediate family member or your own serious health
condition, and is for planned medical treatment, you must try to schedule treatment so as not to
unduly disrupt the Company's operation.

d. Compensation During Leave

Family and medical leave are unpaid.

e. Benefits During Leave

The Company will maintain, for up to a maximum of 12 workweeks of family and medical leave,
any group health insurance coverage that you were provided before the leave on the same terms
as if you had continued to work. In some instances, the Company may recover premiums it paid
to maintain health coverage if you do not return to work following family or medical leave.

If you are on family and medical leave but you are not entitled to continuing paid coverage, you
may continue your group health insurance coverage through the Company in conjunction with
federal COBRA guidelines by making monthly payments to the Company for the amount of the
relevant premium. Please contact your Manager for further information.

f. Job Reinstatement

Under most circumstances, upon return from family and medical leave, you will be reinstated to
your previous position, or to an equivalent job with equivalent pay, benefits, and other
employment terms and conditions. However, upon return from a family and medical leave, you
have no greater right to reinstatement than if you had been continuously employed rather than on
leave. For example, if you would have been laid off had you not gone on family and medical
leave, or if your position has been eliminated during the leave, then you will not be entitled to
reinstatement.
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If you are returning from family and medical leave taken for your own serious health condition, but
you are unable to perform the essential functions of your job because of a physical or mental
disability, the Company will attempt to accommodate you. Your use of family and medical leave
will not result in the loss of any employment benefit that you earned or were entitled to before
using family and medical leave.

3. Temporary Disability Leave
a. Employee Eligibility

Temporary disability leave is available to those Employees who are not eligible for leave under
the federal or state family and medical leave laws.

b. Leave Available

Temporary disability leave without pay for a maximum of three weeks may be granted if you are
unable to perform the duties of your position as a result of a disability not related to your
employment.

C. Notice & Certification

Requests for leave should be made in writing as far in advance as possible. All requests must be
accompanied by a health care provider's statement indicating the nature of the disability, the last
day you can work, and the expected duration of your leave (See Exhibit M). A written health care
provider's release is required before you can return to work. Milton J. Wood reserves the right to
have you examined by a health care provider of its choice prior to your return to work.

d. Compensation During Leave

Temporary disability leave is unpaid. If you are granted a temporary disability leave, you may
elect to take any unused paid time off. All payments, however, will be coordinated with any state
disability or other wage reimbursement benefits for which you may be eligible so that at no time
will you receive a greater total payment than your regular salary.

e. Benefits During Leave

If you would like to continue your medical insurance coverage during your leave, you may
continue coverage by paying the full amount of the premiums under the provisions of COBRA.
Your Manager or the Corporate Secretary can give you additional information on this subject.

f. Reinstatement

Employees returning from a temporary disability leave will be offered the same position held at
the time of leaving, if available. If this position is not available, a comparable position will be
offered. If neither the same nor a comparable position is available, your return to work will depend
on job openings existing at the time of your scheduled return. There are no guarantees of
reinstatement and your return will depend on your qualifications for existing openings. If any
Employee returning from temporary disability leave is unable to perform the essential functions of
the job because of a physical or mental condition, the Company will attempt to accommodate the
Employee.

4. Pregnancy Disability Leave
a. Employee Eligibility

The Company will grant an unpaid pregnancy disability leave if you are disabled because of your
pregnancy, childbirth, or a related medical condition.
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b. Leave Available

If you are disabled due to pregnancy, childbirth, or a related medical condition, you may take up
to a maximum of three months leave. As an alternative, the Company may transfer you to a less
strenuous or hazardous position if you so request, with the advice of your physician, and if the
transfer can be reasonably accommodated.

Leave taken under the pregnancy disability policy runs concurrently with family and medical leave
under both federal and state law.

C. Notice & Certification Requirements

You must provide the Company with reasonable advance notice of your need for a pregnancy
disability leave. In addition, you must provide the Company with a health care provider's
statement certifying the last day you can work and the expected duration of your leave (See
Exhibit M).

d. Compensation During Leave

Pregnancy disability leaves are without pay. However, you may utilize unused paid time off during
the leave. All payments will be integrated with any state disability or other wage reimbursement
benefits that you may receive. At no time will you receive a greater total payment than your
regular compensation.

e. Benefits During Leave

If you are also eligible for federal or state family and medical leave, the Company will maintain,
for up to a maximum of 12 workweeks, any group health insurance coverage that you were
provided before the leave on the same terms as if you had continued to work. In some instances,
the Company may recover premiums it paid to maintain health coverage if you do not return to
work following pregnancy disability leave. If you are not eligible for family and medical leave, you
will receive continued paid coverage on the same basis as Employees taking other leaves.

If you are on pregnancy disability leave but you do not receive continued paid coverage, you may
continue your group health insurance coverage through the Company in conjunction with federal
COBRA guidelines by making monthly payments to the Company for the amount of the relevant
premium. You should contact your Manager for further information.

f. Reinstatement

Upon the submission of a medical certification from a health care provider that you are able to
return to work, you will, in most circumstances, be offered the same position held at the time of
the leave or an equivalent position. However, you will not be entitled to any greater right to
reinstatement than if you had been employed continuously rather than on leave. For example, if
you would have been laid off if you had not gone on leave, then you will not be entitled to
reinstatement. Similarly, if your position has been filled in order to avoid undermining the
Company's ability to operate safely and efficiently while you were on leave, and there is no
equivalent position available, then reinstatement will be denied.

If upon return from a pregnancy disability leave you are unable to perform the essential functions
of the job because of a physical or mental disability, the Company will attempt to accommodate
you.
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5. Workers' Compensation Disability Leave
a. Employee Eligibility

The Company will grant you a workers' compensation disability leave in accordance with state
law if you incur an occupational illness or injury. As an alternative, the Company may offer you
modified work. Leave taken under the workers' compensation disability policy runs concurrently
with family and medical leave under both federal and state law.

b. Notice & Certification Requirements

You must report all accidents, injuries, and illnesses, no matter how minor, to your immediate
Manager. You must also provide the Company with a health care provider's statement certifying
your work-related illness or injury, your inability to work, and the expected duration of your leave.

C. Compensation During Leave

Workers' compensation disability leaves are without pay. However, you may utilize unused paid
time off during the leave. All of those payments will be coordinated with any state disability,
workers' compensation, or other wage reimbursement benefits for which you may be eligible. At
no time will you receive a greater total payment than your regular compensation.

d. Benefits During Leave

If you are eligible for family and medical leave under the federal or state family and medical leave
laws, the Company will maintain, for up to a maximum of 12 workweeks, any group health
insurance coverage that you were provided before the leave on the same terms as if you had
continued to work. In some instances, the Company may recover premiums it paid to maintain
health coverage if you do not return to work following your workers' compensation disability leave.
If you are not eligible for family and medical leave, you will receive continued coverage on the
same basis as Employees taking other leaves.

If you are not entitled to continuing paid coverage, you may continue your group health insurance
coverage through the Company in conjunction with federal COBRA guidelines by making monthly
payments to the Company for the amount of the relevant premium. You should contact your
Manager for further information.

e. Reinstatement

Upon the submission of a medical certification that you are able to return to work, you will be
reinstated in accordance with applicable law. If you are disabled due to an industrial injury, the
Company will attempt to accommodate you. If you are returning from a workers' compensation
disability leave that runs concurrently with a family and medical leave, then the provisions of the
family and medical leave policy will also apply.

6. Military Leave (Active And Reserve Service)

If eligible, leave without pay is provided to you when you enter the uniformed services, as defined
by federal or state law. For example, the uniformed services include military services with the
Armed Forces of the United States or the Armed Forces Reserves. You may be entitled to
reemployment rights and retention of full seniority benefits for all prior service upon reemployment
under the Uniformed Services Employment and Reemployment Rights Act of 1994 and applicable
state laws. You need to bring your military service orders to the Corporate Secretary for review
prior to commencement of the leave.
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Temporary Employees may not be eligible for reinstatement following military leave, and
reinstatement may not be required for other Employees in some circumstances. Contact the
Corporate Secretary for information pertinent to your situation.

As with other leaves of absence, failure to return to work or to reapply within applicable time limits
may result in termination of employment.

Benefits for employees whose terms and conditions of employment are covered by a collective
bargaining agreement may differ from the benefits described above. Please refer to your
collective bargaining agreement for a description of the benefits to which you are entitled.

7. Domestic Violence Leave
a. Employee Eligibility

Up to three working days of leave within a 12-month period will be afforded to employees if the
employee or a family or household member is the victim of domestic violence and if the leave
request is sought for specific reasons related to domestic violence. The employee must be
employed for at least three months to be eligible for this leave.

b. Leave Available

Leave will be provided to an employee in the following circumstances as related to domestic
violence to:

Seek an injunction for protection against domestic violence, repeat violence, dating
violence or sexual violence;

Obtain medical care or mental health counseling for the employee or a family or
household member to address physical or psychological injuries resulting from the
domestic violence;

Obtain services from a victim-services organization;

Make the employee’s home secure from the domestic violence perpetrator or to seek
new housing to escape the perpetrator; or

Seek legal assistance to address issues arising from the domestic violence and to attend
and prepare for court related proceedings arising from the domestic violence.

C. Notice & Certification

Requests for leave should be made in writing as far in advance as possible. Upon request, the
Company may require the Employee who is requesting leave to provide sufficient documentation
of the domestic violence.

d. Compensation During Leave
Domestic violence leave is unpaid; however the Employee may elect to take any unused paid
time off.

e. Company Requirements

The Company will keep all information relating to the leave confidential. The Company will not
take any disciplinary action “or in any other manner discriminate(ing)” against the Employee for
exercising rights under the law. However, the Employee is not granted any greater rights to
continued employment or other benefits than if he or she was not entitled to leave under the law.

MJIW Employee Handbook Revised March 2010
47



F. OTHER TIME OFF
1. Personal Leaves of Absence

A personal leave of absence without pay for up to one month may be granted at the discretion of
the Company. Requests for personal leave should be limited to unusual circumstances requiring
an extended absence.

Employees are hereby notified that the Company does not guarantee reinstatement following a
personal leave. However, the Company will offer Employees returning from a personal leave of
absence the same position, or a comparable position that the individual is qualified to perform, if
either position is available.

2. Funeral or Bereavement Time Off

Any Employee may take up to seven consecutive workdays off without pay following the death of
the Employee's current spouse, parent, child, sister, brother, legal guardian, domestic partner,
grandparent, grandchild, mother-in-law, father-in-law, daughter-in-law, or son-in-law. The
Corporate Secretary may also approve additional unpaid time off.

3. Jury Leave

Milton J. Wood encourages Employees to serve on jury duty when called. You must notify your
Manager of the need for time off for jury duty as soon as a notice or summons from the court or a
subpoena is received. Employees will not incur any reduction in pay for a partial week of absence
due to jury or witness duty. Any payments for jury duty, such as mileage allowances, per diems,
or other fees will be credited against any payments made by the Company. You will be required
to provide verification from the court clerk confirming your service as a juror and you will be
expected to report or return to work for the remainder of your work schedule on any day you are
dismissed from jury duty.

4. Time Off for Witness Duty

Employees may take time off without pay to exercise your rights under state law as the victim of a
crime or violation, or on account of your required attendance as a witness in a criminal
proceeding. Employees are requested to notify the Corporate Secretary of the need to take time
off as far in advance as is possible, but in no event later than on the date prior to taking witness
or victim leave.

Benefits for Employees whose terms and conditions of employment are covered by a collective
bargaining agreement may differ from the benefits described above. Please refer to your
collective bargaining agreement for a description of the benefits to which you are entitled.

G. TRAINING PROGRAMS AND SEMINARS

During your employment at Milton J. Wood, Employees may be required or Employees may
request to attend a training seminar, conference, et cetera. Employees must obtain their
Manager's written approval prior to attending one of these functions. Employees must also
estimate their expenses for attending the function and submit them to their Manager for approval.
Employees will not be reimbursed for expenses without prior written approval from their Manager.
Please note that Employees' voluntary attendance at seminars or other educational forums is not
subject to this policy. Employees will not be compensated for time spent in voluntary attendance
seminars and other programs that are conducted outside of normal business hours or that are not
directly related to their current position.

All union craft workers are responsible for any/all safety or craft training required to perform the
work of their trade. Union craft workers that are requested or required by the Company to attend
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safety or craft training to work outside the geographic area covered by their home local will be
compensated at their straight-time rate.

Benefits for Employees whose terms and conditions of employment are covered by a collective
bargaining agreement may differ from the benefits described above. Please refer to your
collective bargaining agreement for a description of the benefits to which you are entitled.

H. EDUCATIONAL ASSISTANCE/TUITION REIMBURSEMENT

Milton J. Wood Employees are encouraged to continue learning within their profession or career.
Accordingly, full-time Employees may be eligible to receive tuition reimbursement for educational
courses directly related to their performance and/or position with the Company. In order to qualify
for reimbursement, Employees must submit a course description at least four weeks in advance
of the beginning of instruction to the Corporate Secretary for approval by the Company. Courses
must be taken at an accredited school to qualify for reimbursement.

Tuition will be reimbursed to the Employee upon satisfactory completion of the course, and
submission of documentation showing a grade of B or better. In order to receive reimbursement,
Employees must provide receipts establishing enrollment in the course.

The Company provides compensation for time spent in attendance at outside courses only when
attendance is required by the Company, the course takes place during normal business hours,
and the course is directly related to the Employee's current position. Employees will not receive
compensation for time spent in voluntary attendance in courses that are conducted outside of
normal business hours and/or that are not directly related to their current position.

The Company's commitment to providing educational assistance should not be understood as
guaranteeing that successful completion of a course will result in the Company providing
additional compensation or job benefits.

Benefits for Employees whose terms and conditions of employment are covered by a collective
bargaining agreement may differ from the benefits described above. Please refer to your
collective bargaining agreement for a description of the benefits to which you are entitled.

l. PROFIT SHARING PLAN

Milton J. Wood has adopted a profit sharing plan for certain eligible Employees. Please consult
the Plan Document and Summary Plan Description for more complete information about eligibility
and the details of the Company's profit sharing plan. Copies of the Plan Document and Summary
Plan Description are available from the Corporate Secretary.

Benefits for Employees whose terms and conditions of employment are covered by a collective
bargaining agreement may differ from the benefits described above. Please refer to your
collective bargaining agreement for a description of the benefits to which you are entitled.

J.  401(K) PLAN

Milton J. Wood has adopted a 401(k) Plan for certain eligible Employees. Please consult the
Summary Plan Description for more complete information. Copies of the Plan Document and
Summary Plan Description are available from the Corporate Secretary. The Plan Document is
controlling.

Benefits for Employees whose terms and conditions of employment are covered by a collective
bargaining agreement may differ from the benefits described above. Please refer to your
collective bargaining agreement for a description of the benefits to which you are entitled.
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VIIl.  TERMINATION

A. VOLUNTARY TERMINATIONS

If you decide to leave your employment with Milton J. Wood, we ask that you give us at least two
weeks written notice. This will give us the opportunity to make the necessary adjustments in our
operation. You are required to return all property owned by the Company (e.g., vehicles,
computers, keys, uniforms, identification badges, and credit cards) prior to your departure. The
Company retains the right to accept your resignation immediately and pay in lieu of notice.

B. INVOLUNTARY TERMINATIONS

While the decision to commence employment is consensual, the same is not always true when
the time comes to end the employment relationship. As an at-will employer, the Company
reserves the right to end the employment relationship at any time, with or without cause or notice.
In the event your employment is terminated, you are required to return all property owned by the
Company to the Corporate Secretary prior to your departure.

1. Rehire Subsequent To Involuntary Termination

Former employees are ineligible for re-hire if their employment with Milton J. Wood was
terminated involuntarily by Milton J. Wood due to misconduct or inadequate job performance by
the former employee.

C. REDUCTIONS IN FORCE

While the Company hopes to continue growing and providing employment opportunities, business
conditions, client demand, and other factors are unpredictable. Changes or downturns in any of
these or other areas could create a need to restructure or reduce the number of people
employed. In light of these uncertainties, please be advised that it may become necessary to
conduct reductions in force (RIF) at some point in the future.

In the event that the Company conducts RIFs of any Employee or a number of Employees, the
Company retains full discretion to select which Employee(s) will be affected. While Milton J.
Wood retains full discretion, some of the relevant factors might include the Company's
operational requirements and the skill, productivity, behavior, ability, and past performance of
those involved.

D. EXIT INTERVIEWS

Before leaving, you may be asked to participate in a voluntary exit interview. This will provide
closure to your employment with Milton J. Wood and will allow the Company to ensure that it has
resolved various administrative matters, answered any questions about continuation of benefits,
and listened to any of your comments or ideas about improving the Company's operations.

E. REFERENCES

All reference requests should be directed to the Corporate Secretary. No other Manager or
Employee is authorized or permitted to release references for a current or former Employee.

IX. IN CLOSING

Many Milton J. Wood policies and Employee benefits have been treated only briefly in this
Employee Handbook. If you have any questions or want more information, your Manager will be
glad to fill in the details for you. The Corporate Secretary will also be happy to help you with
guestions or problems.
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X. EXHIBITS
All checked exhibits must be signed and returned to the Corporate Secretary.
Exhibit A Acknowledgement and Agreement
Exhibit B Acknowledgment of Receipt of No-Harassment Policy
Exhibit C  Air Travel Policy
Exhibit D  Confidentiality Agreement
Exhibit E  Consumer Report Authorization
Exhibit F Credit Card Policy
Exhibit G Blank
ExhibitH  Post Conditional Job Office Medical Review
Exhibit | Training Program — New PM and Assistant PM
ExhibitJ  Company Vehicle Agreement
Exhibit K Event/ Incident Report
Exhibit L Computer Use Policy

Exhibit M  FMLA Serious lliness Procedure, Medical Certification Form, Definitions
of Serious Health Condition, Fitness for Duty Form
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Exhibit A

ACKNOWLEDGMENT AND AGREEMENT

This is to acknowledge that | have received a copy of the Milton J. Wood ("Milton J. Wood" or "the
Company") Employee Handbook and understand that it sets forth the terms and conditions of my
employment as well as the duties, responsibilities, and obligations of employment with Milton J.
Wood. | understand and agree that it is my responsibility to read the Employee Handbook and to
abide by the rules, policies, and standards set forth in the Employee Handbook.

| also acknowledge that my employment with Milton J. Wood is not for a specified period of time
and can be terminated at any time for any reason, with or without cause or notice, by me or by
the Company. | acknowledge that nothing in this Employee Handbook and no oral statements or
representations regarding my employment can alter the foregoing. | also acknowledge that this
policy of at-will employment may be revised, deleted or superseded only by a written employment
agreement signed by the President that expressly revises, modifies, deletes, or supersedes the
policy of at-will employment.

| also acknowledge that, except for the policy of at-will employment, the Company reserves the
right to revise, delete, and add to the provisions of this Employee Handbook. All such revisions,
deletions, or additions must be in writing and must be signed by the President of the Company.
No oral statements or representations can change the provisions of this Employee Handbook. |
also acknowledge that, except for the policy of at-will employment or a written employment
agreement providing otherwise, terms and conditions of employment with the Company may be
modified at the sole discretion of the Company with or without cause or notice at any time. No
implied contract concerning any employment-related decision or term and condition of
employment can be established by any other statement, conduct, policy, or practice.

| understand that, unless my employment is covered by a written employment agreement
providing otherwise, the foregoing agreement concerning my at-will employment status and the
Company's right to determine and modify the terms and conditions of employment is the sole and
entire agreement between me and Milton J. Wood concerning the duration of my employment,
the circumstances under which my employment may be terminated, and the circumstances under
which the terms and conditions of my employment may change. | further understand that, with the
exception of written employment agreements signed by the President, this agreement
supersedes all prior agreements, understandings, and representations concerning my
employment with Milton J. Wood.

If applicable, | also acknowledge that the provisions of this Employee Handbook are not intended
to supersede or override any provisions of the collective bargaining agreement applicable to my
employment. In the event of any conflict or inconsistency between the provisions of this
Employee Handbook and the provisions of the applicable collective bargaining agreement, the
bargaining agreement shall apply.

Date

Employee Signature

Employee Name [printed]
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Exhibit B

ACKNOWLEDGEMENT OF RECEIPT OF NO-HARASSMENT POLICY

As a manager or supervisor at Milton J. Wood, | acknowledge receipt of the Company’s “NO-
HARASSMENT POLICY.” | understand that the Company can be held responsible for acts of
harassment that | commit, condone, tolerate, or fail to report or to investigate, if authorized to do
so by my supervisor. Therefore, if | know of or have reason to know of any act of harassment or
the existence of a hostile, intimidating, or offensive work environment at this Company and | fail to
report it to higher management, both the Company and | can be placed in jeopardy.

| understand that because | am a member of management, | may not date or make sexual
advances, welcome or unwelcome, toward any employee. | will conduct myself in accordance
with the Company’s policies. | will immediately report any act, allegation, or rumor of harassment
to Mark Cole or Annmarie Nemeth. | will support corrective action, including investigation of the
claims, and | will not penalize any person who has reported the existence of such improper
conduct.

Finally, | understand that if | violate any aspect of this policy, | will be subject to immediate
termination and that | can be sued and held personally liable for my acts or omissions.

Date:

Signature of Manager/Supervisor
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Exhibit C

AIR TRAVEL POLICY

Due to insurance coverage and legal liability, the Company must take a firm position on the use
of noncommercial airplanes for travel. Therefore the following policy for noncommercial air travel
shall apply.

Policy:

Travel for business purpose must be by a large commercial carrier i.e., Delta Airlines, TWA,
Northwest Airlines, etc.

If the required destination or time constraint does not permit the use of a large commercial airline,
a commercial airline licensed as a commercial carrier with the primary business purpose of
private charter flying may be used. However, the following requirements must be met:
1. Written approval granted by the President of Milton J. Wood.
2. Milton J. Wood added as an “Additional Insured” on the general liability insurance
policy of the commercial airline.
At no time and under no condition is the use of a personal airplane approved for use in the

course of business or for travel for business purposes relating to Milton J. Wood.

Any individual that owns a personal airplane must sign acknowledgement of this policy and agree
to adhere to it.

I, , acknowledge | understand the Milton J. Wood “Air Travel
Policy” and agree to adhere to this policy.

Pilot Signature Date
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Exhibit D

CONFIDENTIALITY AGREEMENT

l, , am about to commence or have commenced employment with
Milton J. Wood Company / Milton J. Wood Fire Protection, Inc. (“Milton J. Wood”). | am executing this
Employee Confidentiality Agreement as a condition of my employment. | acknowledge and agree to the
following.

1. This Employee Confidentiality Agreement contains provisions regarding the
receipt, protection and disclosure of Confidential Information.

2. Milton J. Wood is engaged in the construction business and operates in various
counties of Florida, Georgia, Alabama and occasionally other states.

3. “Confidential Information” means information, whether or not in written form,
which (i) is not generally made available by Milton J. Wood to the public; (ii) relates to Milton J. Wood's
business; and (iii) includes, but is not limited to Standard Operating Procedures, Personnel Policy, Crane
Manual, Safety MSDS Book, Equipment Rates, ASME/NBIC Quality Control Manual (code information
and procedures), Quality Control Manual (non-code), Approved Subcontractor & Vendor List, Cost Code
Book, forms (computerized & printed), Safety Manual, scheduling programs, list of customers, various
training manuals, leaflets, financial information, processes, electronically stored data, marketing material,
estimating software and systems and other such written documents which Milton J. Wood intends to keep
confidential. Milton J. Wood regards, and Employee agrees that this Confidential Information is a trade
secret which Milton J. Wood is protecting.

4. Milton J. Wood has expended and intends to continue to expend significant time,
effort and financial resources to develop its employees, referral sources, and methods of operation,
including forms, policies and procedures, which are necessary to the continued success of its business.
Information relative to this development is confidential and trade secret information which is proprietary to
Milton J. Wood.

5. During my employment | will have access to Milton J. Wood’s confidential or
trade secret information. Unauthorized use or disclosure of this information to a competitor of Milton J.
Wood will cause serious and irreparable financial and business damage to Milton J. Wood.

Therefore, | agree to abide by the following terms and conditions:

6. Disclosure of Confidential Information. | will not either during my employment
with Milton J. Wood or thereafter, except as may be necessary in the course of my duties as an employee
of Milton J. Wood, use or disclose Confidential Information without the prior written consent of the Chief
Executive Officer of Milton J. Wood.

7. Disclosure by Law. In the event that | become legally compelled to disclose any
Confidential Information, | will provide Milton J. Wood with prompt notice so that Milton J. Wood may seek
a protective order or other appropriate remedy or waive compliance with the provisions of this Agreement.
In the event that such protective order or other remedy is not obtained, or that Milton J. Wood waives
compliance with the provisions of this Agreement, | shall furnish only that portion of such Confidential
Information which is legally required to be disclosed.

8. No License or Right to Use. Except as expressly set forth in this Agreement, |
shall have no right to examine, hold, use, access or disclose the Confidential Information in any manner.
Nothing in this Agreement shall be deemed to create a license of such Confidential Information.
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9. Removal of Materials. 1 will not, without the prior written consent of Milton J.
Wood, remove from Milton J. Wood’s premises any printed, written, recorded or graphic material, or any
reproduction thereof, which constitutes, contains or reflects Confidential Information.

10. Return of Materials. When | cease to be an employee of Milton J. Wood, | agree
to turn over to Milton J. Wood all materials which belong to Milton J. Wood, including without limitation,
customer lists, correspondence, notebooks, reports, sketches, formulas, computer programs, software,
software documentation, business manuals, Milton J. Wood’s estimating software and systems, and all
other materials relating in any way to the business of Milton J. Wood, made fully or in part, or obtained by
me during the course of my employment, whether Confidential Information or not, which are in my
possession or control. | acknowledge that all such material is the property of Milton J. Wood.

11. Law. Any claim or action arising out of this Agreement shall be decided in Duval
County, Florida. This Agreement shall be construed under the laws of the State of Florida, without regard
to the conflict of law provisions thereof.

12. Remedies. | agree that if any breach or threatened breach of any of the
provisions of this paragraph cannot be remedied solely by the recovery of damages, Milton J. Wood shall
be entitled to any other remedies available at law or in equity for any such breach or threatened breach,
including injunctive relief, specific performance or such other relief as Milton J. Wood may request to
enjoin or otherwise restrain any act prohibited hereby, as well as the recovery of all costs and expenses,
including attorneys’ fees, incurred. | will not raise and hereby waive any objection or defense that there is
an adequate remedy at law. This provision applies to the entire Agreement.

13. Severability. If any condition of this Agreement or the application of such
condition shall be invalid and unenforceable, the remainder of this Agreement shall not be affected and
each remaining condition hereof shall be valid and enforced to the fullest extent permitted by law. This
provision applies to provisions regarding Confidentiality and the Agreement Not-to-Compete.

14. Warranty. | warrant that | have not previously assumed any obligations
inconsistent with those of this Agreement.

15. Parties. This Agreement shall be binding on Milton J. Wood and Employee and
their successors and assigns. This Agreement may not be assigned without the prior written consent of
Milton J. Wood and any purported assignment shall be void. Term or provisions of this Agreement may
only be changed, waived, discharged or terminated in writing signed by the party against which the
enforcement of the change, waiver, discharge or termination is sought.

WITNESS: EMPLOYEE:

Signature Signature

Witness Name Printed Employee Name Printed
Date Date

Agreed and accepted:
EMPLOYER: MILTON J. WOOD COMPANY / MILTON J. WOOD FIRE PROTECTION, INC.

By:

Name: Title:
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Exhibit E

CONSUMER REPORT (RELEASE) AUTHORIZATION

Notification to Applicant / Employee that
a Consumer Report May be Obtained

In compliance with Public Law 91-508 (the Fair Credit Reporting Act), as amended by Public Law
104-208 (the Consumer Credit Reporting Act) and applicable state law, this notice is to inform you that
Milton J. Wood may obtain a consumer report or reports in connection with your application for
employment and for other employment-related reasons. “Consumer reports” include, but are not limited
to, credit reports, criminal background checks, Department of Motor Vehicle records, and investigative
consumer reports. An “investigative consumer report” contains information on your character, general
reputation, personal characteristics, or mode of living which has been obtained through personal
interviews with neighbors, friends, or associates, or from others with whom you are or have been
acquainted or who may have knowledge concerning any such information.

| hereby fully release Milton J. Wood and any and all of its employees, directors, agents, successors and
assigns and all contributing parties or sources from whom any information is lawfully obtained from any
and all claims or liability which is in any way related to this or any subsequent investigation(s) of my credit
history and/or Motor Vehicle Reports.

| further acknowledge that a telephonic facsimile (FAX) or photographic copy shall be as valid as the
original. This release includes all state and federal agencies. According to the Fair Credit Report Act, |
am entitled to know if employment is denied by Milton J. Wood because of information obtained from a
consumer reporting agency. If so, | will be so advised and be given the name of the agency or source of
information.

The following must be filled out completely (please print) and signed by applicant / employee:

Last Name First Name Middle Initial
Home Address Apt. #
City State Zip Code
Social Security Number Date of Birth
Drivers License Number State License was issued

Date Signature of Applicant / Employee
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Exhibit F

CREDIT CARD POLICY

Milton J Wood Company / Milton J. Wood Fire Protection Visa cards are issued for the convenience in
making purchases on the company’s behalf.

Your Company Visa should not be used for full/oil purchases unless absolutely necessary.

Your Company Visa should not be used where the Company has an account set up for charges. Use
established accounts when possible.

The following guidelines are for those employees that do not have internet access:
Complete a blue voucher (Milton J Wood Company) / grey voucher (Milton J Wood Fire

Protection) for each credit card purchase made with job number and cost code. If you are
entertaining clients, be sure to include their names, company and purpose of the meeting.

Turn your receipts in daily so they are received in Accounting before your monthly statement
arrives from the bank.

The following guidelines are for those employees that have internet access:

Maintain your receipts to match up with your monthly statement which is sent to you via e-mail or
with payroll during the second week of each month. Complete the schedule, attach your
statement and receipts and send it in to the Jacksonville office no later than the 25" of each
month. Remember to include the job number and cost code for each credit card purchase. If
you are entertaining clients, be sure to include their names, company and purpose of the
meeting.
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Exhibit G

THIS PAGE WAS INTENTIONALLY LEFT BLANK
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Exhibit H
POST-CONDITIONAL JOB OFFER MEDICAL REVIEW

CONFIDENTIAL INFORMATION
Post-Offer Employee Note: This form is to be completed only after you have been given an offer of employment.

POST-CONDITIONAL JOB OFFER MEDICAL REVIEW

/ /
POST-OFFER EMPLOYEE NAME POSITION DATE OF JOB OFFER

Based on your qualifications presented on your application form and/or in your job interview, you have been offered a job with our Company conditional upon submitting to our standard medical review and
the verification of your answers to the following questions. Your job offer cannot and will not be rescinded unless a medical review reveals that you cannot perform the essential functions of the job (with
accommodations necessary), or you present a direct threat to yourself or others. False or misleading statements are also grounds for termination of employment. This form must be accurate and
complete for us to process. This information is considered personal and medical in nature and will be treated as such by handling it confidentially in compliance with the applicable law. This offer is only
valid when signed by an authorized Company representative.

l. EMERGENCY INFORMATION

In case of an emergency contact:

Name Phone # Address

Describe any emergency instructions, circumstances, medical needs, allergic responses or medical procedures applicable to you:

1. HEALTH HISTORY

A. Do you have, or have you ever had (or been treated for) any of the following? Write “Yes” or “No”. If “Yes,” record question
number and give details below. ANSWER ALL QUESTIONS.

1  SURGICAL OPERATION 34 BLURRED VISION OR BLINDNESS 67 FRACTURE, BREAK OR SPRAIN
2 ACCIDENT OR INJURY 35 DOUBLE VISION 68 DISEASE OF STOMACH OR INTESTINES
3 HOSPITALIZATION 36 IMPAIRED HEARING/RINGING IN EARS 69 ULCERS OF THE STOMACH
4 SYPHILIS 37 KIDNEY DISEASE OR KIDNEY STONES 70 NERVOUS STOMACH
5 TUBERCULOSIS 38 URINARY BLADDER DISEASE 71 GAINED OR LOST WEIGHT RECENTLY
6 CANCER 39 PASSING OF BLOOD, STONES OR 72 RECENT CHANGE IN BOWEL
GRAVEL IN YOUR URINE MOVEMENT
7  MALARIA OR ANY OTHER TROPICAL 40 ANY ABNORMALITY IN URINE 73 BLOOD IN BOWEL MOVEMENT OR
DISEASE BLACK STOOL
RHEUMATIC FEVER 41 DISEASE OF TESTICLES 74 COLITIS OR DYSENTERY
RHEUMATISM 42 DISEASE OF FEMALE ORGANS 75 JAUNDICE
10 LIVER DISEASE 43 RECTAL ABSCESS OR CONDITIONS 76 SKIN DISEASE (RASH OR BOILS)
11. GOUT 44 HEMORRHOIDS (PILES) 77 ALLERGIES OR HAY FEVER
12. INFECTIOUS HEPATITIS 45 TUMOR OR GROWTH 78 ANY ILLNESS SUFFERED WITHIN PAST
FIVE YEARS
13 DIABETES OR SUGAR IN URINE 46 GOITER OR THYROID DISEASE 79 DO YOU WEAR GLASSES
14 ANEMIA 47 ANY NERVOUS DISORDER OR 80 MISSING ANY FINGERS OR TOES
BREAKDOWN
15 LEUKEMIA 48 NERVOUSNESS 81 MULTIPLE SCLEROSIS
16 ANY BLOOD DISEASE 49 DIZZINESS 82 CEREBRAL PALSY
17 BLEEDING (ANYWHERE) 50 WEAKNESS 83 HEMOPHILIA
18 A BLOOD TRANSFUSION 51 FAINTING SPELLS 84 AIDS
19 ASTHMA OR WHEEZING 52 NUMBNESS OR TINGLING IN ANY PART 85 AIDS-RELATED COMPLEX (ARC)
OF YOUR BODY
20 COUGH, PLEURISY OR OTHER 53 MUSCULAR DYSTROPHY 86 MARIE STRUMPELL DISEASE
DISEASE OF THE LUNGS
21 SPINAL FUSION 54 “BLACKOUT” OR UNCONSCIOUSNESS 87 POLIO
22 SPITTING OR COUGHING UP BLOOD 55 QUICK TEMPERED 88 ANY AMPUTATION
23 CHEST PAINS 56 CRY EASILY OR DEPRESSED FEELING 89 PARKINSON'S DISEASE
24 SHORTNESS OF BREATH (DAY OR 57 ANY MENTAL DISORDER 90 CIRCULATION DISORDER
NIGHT)
25 PAINS AROUND YOUR HEART 58 EPILEPSY, FITS OR CONVULSIONS 91 CHRONIC OSTEOMYELITIS
26 HEART “TROUBLE” 59 HEADACHES 92 PSYCHIATRIC/PSYCHOLOGICAL
TREATMENT
27 HIGH BLOOD PRESSURE 60 DISEASE OF MUSCLE OR BONE 93 HYPOGLYCEMIA
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28 FAST HEART RATE OR IRREGULAR 61 LOSS OF STRENGTH, TIRED/WEAK 94 BACK SURGERY
BEATS
29 SWELLING OF FEET OR ANKLES 62 MUSCLE PAIN 95 THROMBOPHLEBITIS
30 DISEASE OF THE BLOOD VESSELS 63 DISEASE, SWELLING/PAIN OF JOINTS 96 HERNIATED INTERVERTEBRAL DISC
31 HARDENING OF THE ARTERIES 64 ARTHRITIS
32 VARICOSE VEINS OR PHLEBITIS 65 BACK TROUBLE
33 DISEASE OF THE EYES OR PAIN IN 66 LOCKED OR “TRICK KNEE”
THE EYES
Dates (Mo./Yr.)
Question No. Details or Reason From To Result Full Name & Address of Attending Doctor
/
/
/
/
B. Additional medical questions:

1. Have you ever used marijuana, LSD, or other controlled substance?

What and when?

2. How much beer do you drink each day?

3. How much alcohol each day?

4. Do you take any drugs or medication? If yes, what and how much?

5. Do you smoke? Cigarettes? Cigars? If yes, how much?

6. Do you engage in any exercise? If yes, what?

7. Areyouonadiet? _ Ifyes,whattype? ___ Low Calorie ___ LowFat ____Low Salt ____ Other
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C. Have you ever had any job related injury or injuries? If yes, how many? Please describe below.

1 2 3 4

Date of Injury?

Employer?

Specific Injury?

Cause of Injury?

Days of Lost Work?

Hospitalization?

Permanent Injury?

Was workers comp.
claim filed?

D. Do you have or have you had other injuries or illnesses not on the job (home, auto, sports, hunting, etc.) that have resulted in
hospitalization, surgery, serious injury or lost work-time (excluding non-serious illness such as colds and flu)?

If yes, please provide details on all incidents:

E. Have you ever received a disability rating for any reason?

F. Are you taking any long-term (more than 30-days) prescribed medication? If yes, please list all below:

G. Do you have or have you been diagnosed as having any iliness or injury for which you are not seeking treatment? If yes, please
explain:

H. Approximate total number of days missed from work during the last two years:

. Additional comments by Post-Offer Employee:

POST-OFFER EMPLOYEE'S STATEMENT

1, the undersigned, on this date hereby declare under penalty of perjury that all of the information that | provided on this Post-Conditional Job Offer Medical Review questionnaire is true and accurate. |
understand that if such information is later found to be false in any respect, | may be immediately dismissed with or without notice. | authorize any physician, medical facility, law enforcement agency,
institution, information bureau, insurance company or employer contacted by this Company or an agent of this Company to furnish or verify my workers’ compensation information and medical records. |
also understand that this Post-Conditional Job Offer Medical Review and any other Company documents are not promises of continuing / permanent employment. | understand that my employment can
be terminated with or without cause and with or without notice, at any time, at the option of either the Company or myself.

Today’s Date Signature of Post-Offer Employee

Today’s Date Authorized Signature of Company Representative

NOTE: Upon successful completion of this review you will be given a start date.
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Exhibit |

TRAINING PROGRAM — NEW PM & ASSISTANT PM

Milton J. Wood Training Program
For New Hire
Project Managers & Assistant Project Managers

1. Read Manual of Procedures and ask questions.
Read Employee Handbook.

2. Review estimating forms.
a. How to Pull Estimate Number
b. Vendor/Sub Log
C. Phone Quote
d. Take Off Through General Conditions
e. Review Minimums — Expected on Every Pink Sheet
f. Equipment Rental (Pre-print recommended.)
3. Study several old estimates.
4. Assist with an estimate.
5. Prepare several estimates.
6. Review Computer Estimating Procedure.
7. Review MJW CPM Schedule Methods.
8. Prepare MJW CPM for a small estimate.
9. Review how to pull a job number.
10. Review purchase orders and subcontracts.
a. Short Subcontract
b. Long Subcontract
11. Review how to complete W4’s and timesheets.

12. Review “Field Paperwork” book.
13. Review daily log requirement.

14. Review ASME procedures. (Give copy of Guideline.)

15. Review material receiving records and invoice approval with Jacksonville Accounting
Representative.
16. Required company information and materials.
a. Manual of Procedures
b. Cost Codes
C. Crane Book
d. Safety Manual
e. Equipment Rental Rates
f. Contracts (their area)
g. Rate Sheets (their area)
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17.

18.

19.

20.

21.

22.

23.

H. Vendor List (their area, if and when available)
Equipment Review
Review Payroll Procedures — Jacksonville Accounting Department

General Forms

a. Memo
b. Phone Conversation
C. Sales Call Report

AAW Procedure

d. Request
e. Log
f. Extra Work Daily Log

Estimate Breakdown
For job cost tracking on computer.
(Pre-printed recommended.)

Cost Projection Instruction
Month-to-Month Comparison Report Instruction

Mentoring for two months minimum with Senior Project Manager.

MJIW Employee Handbook

64

Revised September 2009



Exhibit J

COMPANY VEHICLE AGREEMENT (FLEET UTILIZATION)

| have read and agree to comply with the terms of the Fleet Utilization Policy and Fleet Safety
Program governing use of MILTON J. WOOD COMPANY and MILTON J. WOOD FIRE PROTECTION
vehicle resources. | understand that this Policy and Program supersede all previous Fleet
Utilization Policies and Fleet Safety Programs. | understand that a violation of either the Fleet
Utilization Policy or Fleet Safety Program may result in disciplinary action, including possible
termination.

Date:

Signature

Printed Name
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Exhibit K

EVENT / INCIDENT REPORT

EVENT / INCIDENT REPORT  [Superniendent B
A. EVENT TYPE (Chack all that apply) Fax report to the Jax Safety Department at (004) 353-0043.
L1 Mear Miss L] Injury/tiiness L Praperty Damage || Envirarenental
(4, C and al that apply] [Complete A, 8, C, £) [Complata A, G, O £} (Cromplata 4, C, E )

Was Safety Director Contacted? [Jyes [ No
FOR ALL POTENTIALLY SERIOUS INCIDENTS, SAFETY DIRECTOR MUST BE CALLED IMMEDIATELY.

Choourrence First Reported Location of Event / Incident:
Date: Data: Street:
Time: Time: City!State:
County:
Shift: [ pay | might [ weskand Wehicle/Equipment Incident Location: fe.g., MW comer)
Hours: Cls Can [z
Overtime: Ll :

Describe the Evenl: [(Addiionsl pages, drewings, or picfures are welcome, )

Weas incident immediately reported? [ves [no 1 No, when and how oid you leam of the acoldent?
Oid you physically inspect the area where injury occurred? (v¥es wa
Explain:
Any unsafe conditions or unusual hazards present? [Jves [no
Explain:
Was Drugldleohel test administered? Clves wo Date Tested:
Wes employer provided safety equipment in usa? Cves it
Explain:
Was immediate medical attention necessaryy Ces no If Yas, where and wiho wenf with the injured?
Loss or Saverity Potantial: Probability this Event will be repea ted:
[ Major [ Serius [ Minar [ High (] Medium [ Low
Immediate Action Taken:
Recommended Comective Action Flan: Job Mumber; Estimated Carmplation Date:
Aszigned To: C ompleted'Rescolved Date:
B. INJURED EMPLOYEE INFORMATION (To be completed by Injured Employee)
Mama: Address:
DOB: Soc. Sec. #
Sex | | Male | |Female Local/Craft:
Task Agsignmeant: Hame Phone:
Length of Time Employed: Length of Tima in Trade:

Employee’s Description of Incsdent (Defails - including part of body injured, )

C. SIGNATURES

Employes (Pleass Srnt ) Supervigor (Plasse Print ) S uperntendent/Manager:
Signature: Signature: Slgnature:
Date: Date: Drate:

The State's First Report of Injury must be completed for all incidents invelving medical treatment.
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EVENT / INCIDENT REPORT (Back)

D. PROPERTY DAMAGE {Check all that apply)

|:| Equipment Damage :| Moter Vehicle Damage
[] Facility Damage ] Matural Bisaster

Fire
Explosion

[L] Third Party Demage

Describe Damage or Property Involved: (e.g., benf forkift fork)

Vehicle/Equipment Damaged: (.0, pickup, fan, moior, aic.)

Maka: Model: WIMiSerial &
Lic. Plete No.: Vehicle Use: [ |on Raad | | OF Road Equip. Class: | Hezwy Duty | Light Duty
Equipment 1.0, No.: Vehicle/Equipment Damage? Ours: [_Iminer _Imoderate [ Severe

Others: ClMiner [l Modesate [ severs
Operator/Driver of Vehicle: | [ oriver sutharized [ briver Unautharized
Marmes of Other Occupants:
Was law enforcement called? [ lves [ no lfyes:  |[Officer's Name & Rank:

Badge No.: [Incident Raport Nurmber:

|Case Numbear:

E. WITNESS INFORMATION

Mame:

Address:

Emplaver:

Work Phana:

Local #:

Homme Phone:

Description of Incident: (Details - incluging pant of body infurad.)

shed,

— [DrugTe

if ragui

Mame:

Emplayer:

Work Phone:

Local #:

Home Phona:

Description of Incident: (Detallz - including part of body injured.}

Signature: [Drug Tested,

if reguired: [ Jves [ Ihe [Date Tested:

F. ENVIRONMENTAL RELEASE (May Require Notification. Consull the Emengency Actlan Plan or Operating Instruchions. )

Immediate Actions Taken:

Mumnber of Injurles Incurred: |Outside Impact: [Jves  [ue
Agent{s)Substances Released: Estimated Amount Released: |Media Affected:
[ 5
[ ] water
';:l Air
Weather Conditions:
[ clear D hee Wind Direction: Approx. Wind Valocity:
[ Rain ] comd
Agency Motfied: Person Contacted: Phone MNo.: Date: Time:
Comments:

The State's First Report of Injury must be co
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Exhibit L

COMPUTER USE POLICY

Purpose

MILTON J. WOOD COMPANY / MILTON J. WOOD FIRE PROTECTION (“MILTON J. WOOD") relies on
its computer network to conduct its business. To ensure that its computer resources are used properly by
its employees, independent contractors, agents and other computer users, MILTON J. WOOD has
created this Computer Use Policy (the “Policy”).

The rules and obligations described in this Policy apply to all users (the “Users”) of MILTON J. WOOD’S
computer network, wherever they may be located. Violations will be taken very seriously and may result
in disciplinary action, including possible termination and civil and criminal liability.

It is every employee’s duty to use MILTON J. WOOD'S computer resources responsibly, professionally,
ethically and lawfully.

Definitions
From time to time in this Policy, we refer to terms that required definitions:

The term Computer Resources refers to MILTON J. WOOD'S entire computer network. Specifically,
Computer Resources include, but are not limited to: host computers, file servers, application servers,
communication servers, mail servers, fax servers, Web servers, workstations, stand-alone computers,
laptops, software, data files and all internal and external computer and communications networks (for
example, Internet, commercial online services, value-added networks, e-mail systems) that may be
accessed directly or indirectly from our computer network.

The term Users refers to all employees, independent contractors, consultants, temporary workers and
other persons or entities who use our Computer Resources.

Policy

The Computer Resources are the property of MILTON J. WOOD and may be used only for legitimate
business purposes. Users are permitted access to the Computer Resources to assist them in the
performance of their jobs. Use of the computer system is a privilege that may be revoked at any time.

In using or accessing our Computer Resources, Users must comply with the following provisions.
A. No Expectation of Privacy

No expectation of privacy. The computers and computer accounts given to Users are to assist them in
the performance of their jobs. Users should not have an expectation of privacy in anything they create,
store, send or receive on the computer system. The computer system belongs to the company and may
be used only for business purposes.

Waiver of privacy rights. Users expressly waive any right of privacy in anything they create, store, send
or receive on the computer or through the Internet or any other computer network. Users consent to
allowing personnel of the company to access and review all materials Users create, store, send or receive
on the computer or through the Internet or any other computer network. Users understand that MILTON
J. WOOD may use human or automated means to monitor use of its Computer Resources.
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B. Prohibited Activities

Inappropriate or unlawful material. Material that is fraudulent, harassing, embarrassing, sexually explicit,
profane, obscene, intimidating, defamatory or otherwise unlawful or inappropriate may not be sent by e-
mail or other form of electronic communication (such as bulletin board systems, newsgroups, chat
groups) or displayed on or stored in MILTON J. WOOD'S computers. Users encountering or receiving
this kind of material should immediately report the incident to their supervisors.

Prohibited uses. Without prior written permission from Mark Wood, MILTON J. WOOD’S Computer
Resources may not be used for dissemination or storage of commercial or personal advertisements,
solicitations, promotions, destructive programs (that is viruses or self-replicating code), political material,
playing games or any other unauthorized use.

Waste of computer resources. Users may not deliberately perform acts that waste Computer Resources
or unfairly monopolize resources to the exclusion of others. These acts include, but are not limited to
sending mass mailings or chain letters, spending excessive amounts of time on the Internet, engaging in
online chat groups or otherwise creating unnecessary network traffic.

Misuse of software. Without prior written authorization from the IT Manager, users may not do any of the
following: (1) copy software for use on their home computers; (2) provide copies of software to any
independent contractors or clients of MILTON J. WOOD or to any third person; (3) install software on any
of MILTON J. WOOD'’S workstations or servers; (4) download any software from the Internet or other
online service to any of MILTON J. WOOD'S workstations or servers; (5) modify, revise, transform, recast
or adapt any software; or (6) reverse-engineer, disassemble or decompile any software. Users who
become aware of any misuse of software or violation of copyright law should immediately report the
incident to their supervisors.

Communication of trade secrets. Unless expressly authorized by Mark Wood, sending, transmitting or
otherwise disseminating proprietary data, trade secrets or other confidential information of the company is
strictly prohibited. Unauthorized dissemination of this information may result in substantial civil liability as
well as severe criminal penalties under the Economic Espionage Act of 1996.

C. Passwords

Responsibility for passwords. Users are responsible for safeguarding their passwords for access to the
computer system. Individual passwords should not be printed, stored online or given to others. Users
are responsible for all transactions made using their passwords. No User may access the computer
system with another User’s password or account.

Passwords do not imply privacy. Use of passwords to gain access to the computer system or to encode
particular files or messages does not imply that Users have an expectation of privacy in the material they
create or receive on the computer system. MILTON J. WOOD has global passwords that permit it access
to all material stored on its computer system — regardless of whether that material has been encoded with
a particular User’s password.

D. Security

Accessing other user’s files. Users may not alter or copy a file belonging to another User without first
obtaining permission from the owner of the file. Ability to read, alter or copy a file belonging to another
User does not imply permission to read, alter or copy that file. Users may not use the computer system to
“snoop” or pry into the affairs of other users by unnecessarily reviewing their files and e-mail.

Accessing other computers and networks. A User’s ability to connect to other computer systems through
the network or by a modem does not imply a right to connect to those systems or to make use of those
systems unless specifically authorized by the operators of those systems.
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Computer security. Each User is responsible for ensuring that use of outside computers and networks,
such as the Internet, does not compromise the security of MILTON J. WOOD’S Computer Resources.
This duty includes taking reasonable precautions to prevent intruders from accessing the company’s
network without authorization and to prevent the introduction and spread of viruses.

E. Viruses

Virus detection. Viruses can cause substantial damage to computer systems. Each User is responsible
for taking precautions to ensure that he or she does not introduce viruses into MILTON J. WOOD’S
network. To that end, all material received on floppy disk or other magnetic or optical medium and all
material downloaded from the Internet or from computers or networks that do not belong to MILTON J.
WOOD MUST be scanned for viruses and other destructive programs BEFORE being placed onto the
computer system. Users should understand that their home computers and laptops may contain viruses.
All disks transferred from these computers to MILTON J. WOOD'S network MUST be scanned for
viruses.

Accessing the Internet. To ensure security and avoid the spread of viruses, Users accessing the Internet
through a computer attached to MILTON J. WOOD'S network must do so through an approved Internet
firewall. Accessing the Internet directly, by modem, is strictly prohibited unless the computer you are
using is not connected to the company’s network.

F. Encryption Software

Use of encryption software. Users may not install or use encryption software on any of MILTON J.
WOOD'’S computers without first obtaining written permission from their supervisors. Users may not use
passwords or encryption keys that are unknown to their supervisors.

Export restrictions. The federal government has imposed restrictions on the export of programs or files
containing encryption technology (such as e-mail programs that permit encryption of messages and
electronic commerce software that encodes transactions). Software containing encryption technology is
not to be placed on the Internet or transmitted in any way outside of the United States without prior written
authorization from Mark Wood.

G. Miscellaneous
Attorney-client communications. E-mail sent from or to in-house counsel or an attorney representing the
company should include this warning header on each page “ATTORNEY-CLIENT PRIVILEGED; DO NOT
FORWARD WITHOUT PERMISSION.”
Compliance with applicable laws and licenses. In their use of Computer Resources, Users must comply
with all software licenses, copyrights and all other state, federal and international laws governing

intellectual property and online activities.

Amendments and revisions. This Policy may be amended or revised from time to time as the need
arises. Users will be provided with copies of all amendments and revisions.

No additional rights. This Policy is not intended to and does not grant Users any contractual rights.
| have read and agree to comply with the terms of this Policy governing use of MILTON J. WOOD’'S

Computer Resources. | understand that a violation of this Policy may result in disciplinary action,
including possible termination, as well as civil or criminal liability.

Date:

Signature

Printed Name
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Exhibit M

SERIOUS ILLNESS PROCEDURE

Serious health conditions will require the completion of a medical certification form by your treating
physician. This form needs to be filled out and completed no later than 15 days after the employee's
request for the leave (or as soon as possible in the event of an unforeseeable ailment(s)). Failure to
furnish the Company with a completed medical certification form according to this policy may result in a
denial of an employee's request for family leave until the certification form is completed and submitted to
the Human Resources Department. The Company may ask the employee to go to another health care
provider to be designated by the Company for a second opinion (to be paid for by the Company) in order
to verify the medical necessity of such assistance and leave of absence. If the two opinions differ, the
employee may elect to obtain a third opinion at a third health care provider to be designated by the
Company and paid for by the Company. This third opinion will be final and binding.

You may wish to exhaust all of your twelve-week entitlement for purposes of leaves concerning a serious
health condition or you may elect to take your leave on an intermittent or reduced schedule basis.
(Intermittent leaves will not be permitted for leaves concerning birth, adoption or foster care.) You will
need to coordinate with the Human Resources Department, the type of leave to be taken and the
anticipated duration of such leave. Although the Company will attempt to accommodate all intermittent or
reduced schedule leave requests, there may be instances where the Company may have to transfer you
to an alternative position in order to satisfy such request. Your own serious health condition will also
require a "fitness for duty" form to be completed by your treating physician before you return to work. This
certification shall be limited to an evaluation of the particular health condition that resulted in your need for
FMLA leave. Failure to submit the required fithess-for-duty certification to the Human Resources
Department will result in the denial of your request to resume work.

For any of the above mentioned sorts of family leave, the Company will require you to exhaust your PTO
and substitute those PTO days towards your twelve week entitlement for family leave purposes. This will
result in part of your family leave becoming a "paid" leave of absence.

The Company will maintain your health coverage under the same conditions, as the coverage would have
been provided if you had been continuously employed during the entire leave period. Therefore, you will
be responsible for maintaining your portions of your health and dental insurance premiums while you are
out on family leave. You may wish to prepay your portions of the premiums prior to going out on leave.
Your premium payments must be made on a monthly basis. Failure to make timely health insurance
payments in accordance with the Company's health insurance policy (or failure to return to work following
a FMLA leave) will result in the Company instituting actions to recover any premiums that were assumed
by the Company in the absence of your timely payment or may result in the termination of your health
insurance coverage.

The Company may elect to pay your share of other benefits (e.g. life insurance, etc.) while you are out on
FMLA leave in order to avoid a lapse in coverage. Under these circumstances, you will be responsible to
reimburse the Company for any payments that were made on your behalf.

For any type of family and medical leave taken pursuant to this policy, the Company will require you to
report periodically during the course of such leave on your status and your intent to return to work.

When you return from a leave of absence pursuant to this policy, you will be entitled to your same or
equivalent position with the same pay, benefits, working conditions and duties. Benefits will resume and
accrue in the same manner and at the same levels as provided before your leave took place. You will not
be required to re-qualify for any benefits that you enjoyed before the FMLA leave began. If you are no
longer qualified for your position due to certification requirements or training that is required for your
position, you will be afforded additional time to fulfill those conditions upon your return to work. If you
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experience ongoing physical or mental disabilities when you return to work, you will also be afforded
reasonable accommodations pursuant to the Company's duties to comply with the Americans with
Disabilities Act.

There may be circumstances where you will not be afforded this employment protection while you are out
on FMLA leave. "Key" employees whose absence from the Company would result in substantial and
grievous economic harm to the company are not afforded this protection of employment. If you fall under
this classification, you will be notified in writing by the Human Resource Department about your status
when you request to take a FMLA leave from the Company and of the possible ramifications that may
ensue from taking such a leave. You may still wish to take such a FMLA leave. However, there is no
guarantee that your position will be available for you upon your return to employment.
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Milton J Wood Medical Certification Form

Please Return completed form to Human Resources at 904-353-0043

Employee’s Name (Last, First) Employee #

If leave request is for the care of a family member:

Patient’'s Name Relationship to Employee

State the care you will provide and an estimate of the period during which care will be provided, including a
schedule if leave is to be taken intermittently or if it will be necessary for you to work less than a full schedule.

To Be Completed by Healthcare Provider

(Re-certification is required every 30 days)

Serious Health Condition: Page 4 describes what is meant by a “serious health condition” under the Family
Medical Leave Act.

Does the patient’s condition® qualify under any of the categories described? Yes No
If so, please check the applicable category.

[ 1. Hospital Care [J2. Absence Plus Treatment [ 3. Pregnancy* [ 4. Chronic Conditions Requiring
Treatments
[ 5. Permanent/Long Term Conditions Requiring Supervision  [] 6. Multiple Treatments (Non-chronic Conditions) [ 7. None of the
Above

Medical Facts: Describe the medical facts which support your certification, including a brief statement as to how the
medical facts meet the criteria of one of these categories:
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Dates:

a. State the approximate date the condition commenced, and the probable duration of the condition (and also the
probable duration of the patient’s present incapacity? if different):

b. Will it be necessary for the employee to take only inter mittently or to work on alessthan full schedule as aresult
of the condition (including for treatment described in Item 6 below)?
If yes, give probable duration:

c. Iftheconditionisachronic condition (condition #4) or pregnancy, state whether the patient is presently
incapacitated” and the likely duration and frequency of episodes of incapacity*:

Treatments:

a. If additional treatmentswill be required for the condition, provide an estimate of the probable number of such
treatments.
If the patient will be absent from work or other daily activities because of treatment on an inter mittent or part-time
basis, also provide an estimate of the probable number of and interval between such treatments, actual or estimated
dates of treatment if known, and period required for recovery if any:

b. If any of these treatments will be provided by another provider of health service (e.g., physical therapist), please
state the nature of the treatments:

c. If aregimen of continuing treatment by the patient is required under your supervision, provide a general description

of such regimen (e.g., prescription drugs, physical therapy requiring special equipment):
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Ability To Perform Work:

a

If medical leaveisrequired for the employee’s absence from work because of the employee’ s own health
condition (including absences due to pregnancy or a chronic condition), is the employee unable to perform
work of any kind?

If able to perform some work, is the employee unable to perform any one or mor e of the essential functions of
the employee’sjob (the employee or the employer should supply you with information about the essential job
functions)? If yes, please list the essential functions the employee is unable to perform:

If neither a. nor b. applies, isit necessary for the employee to be absent from work for treatment?

Family Care Leave:

a. If leave is required to care for a family member of the employee with a serious health condition, does
the patient require assistance for basic medical or personal needs or safety, or for transportation?
b. If no, would the employee's presence to provide psychological comfort be beneficial to the patient or
assist in the patient's recovery?
c. If the patient will need care only intermittently or on a part-time basis, please indicate the probable
duration of this need:
Signature of Health Care Provider (Print Name) Date
Type of Practice Telephone
Address
Employee Signature Date
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A aSerious Health Condition® means an illness, injury impairment, or physical or mental condition that involves one of
the following:

1. Hospital Care
Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical care facility, including any

period of incapacity2 or subsequent treatment in connection with or consequent to such inpatient care.

2. Absence Plus Treatment
(a) A period of incapacity % of more than three consecutive calendar days (including any subsequent treatment
or period of incapacity2 relating to the same condition), that also involves:

(1) Treatment® two or more times by a health care provider, by a nurse or physician's assistant under
direct supervision of a health care provider, or by a provider of health care services (e.g., physical
therapist) under orders of, or on referral by, a health care provider; or

(2) Treatment by a health care provider on at least one occasion which results in a regimen of
continuing treatment * under the supervision of the health care provider.

3. Pregnancy
Any period of incapacity due to pregnancy, or prenatal care.

4, Chronic Conditions Requiring Treatments
A chronic condition which:

(1) Requires periodic visits for treatment by a health care provider, or by a nurse or physician's assistant
under direct supervision of a health care provider;

(2) Continues over an extended period of time (including recurring episodes of a single underlying
condition); and

(3) May cause episodic rather than a continuing period of incapacity 2 (e.g. asthma, diabetes, epilepsy.
etc.).

5. Permanent/Long-term Conditions Requiring Supervision
A period of Incapacity > which is permanent or long-term due to a condition for which treatment may not be
effective. The employee or family member must be under the continuing supervision of, but need not be
receiving active treatment by, a health care provider. Examples include Alzheimer's, a severe stroke, or the
terminal stages of a disease.

6. Multiple Treatments (Non-Chronic Conditions)
Any period of absence to receive multiple treatments (including any period of recovery therefrom) by a health
care provider or by a provider of health care services under orders of, or on a referral, by a health care provider,
either for restorative surgery after an accident or other injury, or for a condition that would likely result in a period
of Incapacity2 of more than three consecutive calendar days in the absence of medical intervention or
treatment, such as cancer (chemotherapy, radiation, etc.), severe arthritis (physical therapy) and kidney disease
(dialysis).

! Here and elsewhere on this form, the information sought relates only to the condition for which the employee is taking FMLA leave.

2 “Incapacity,” for purposes of FMLA, is defined to mean inability to work, attend school or perform other regular daily activities due to the serious health
condition, treatment therefore, or recovery there from.

% Treatment includes examinations to determine if a serious health condition exists and evaluations of the condition. Treatment does not include routine physical
examinations, eye examinations, or dental examinations.

* A regimen of continuing treatment includes, for example, a course of prescription medication (e.g., antibiotic) or therapy requiring special
equipment to resolve or alleviate the health condition. A regimen of treatment does not include the taking of over-the-counter medications such as
aspirin, antihistamines, or salves; bed+rest, drinking fluids, exercise, and other similar activities that can be initiated without a visit to a health care
provider.
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Milton J. Wood Fitness for Duty

Please return this form to Human Resources at 904-353-0043

Diagnosis by Attending Physician:

Physician’s Recommendation:

[ ]May return to normal duties immediately. [ ] Remain off work until next scheduled visit.

[ ]May return to work only under the following restrictions:

Please complete the bottom portion of this form if restrictions and limitations are applicable.
In agiven day, how many total hours can this employee work? [ |

In an eight-hour workday, how many hours can this employee perform the following:

Sit [12[12[13[141[15[161[17118 [ ] Continuously [ ] With Rests
Stand []1[]12[13[14[15[161[171[18 [ ] Continuously [ ] With Rests
Wak [11[12[13[141[15[161[17118 [ ] Continuously [ ] With Rests
(N = Never, O = Occasionally, F = Frequently, C = Continuously)
Lifting/Carrying N |O |F | C | Activity N |O |F |C
10 Ibs. or less Bend
11 - 20 Ibs. Squat
21 - 40 Ibs. Kneel
41 - 60 Ibs. Twist/Turn
61 - 100 Ibs. Climb
Pushing/Pulling Crawl
10 - 25 Ibs. Stretch
26 - 40 Ibs. Reaching
41-60 Ibs. Over Head Lifts
61-100 Ibs. Reach Above Shoulder
(2). Never- O hours (2). Occasionally- Up to 2.5 hours (3). Frequently- Up to 5.5 hours (4). Continuously- More than 5.5

Comments:
The above listed restrictions are in effect until . The patient will be re-evaluated on
If modified duties are not recommended, stay off work until (please contact Human

Resources Department at 904-353-5527). Date of follow-up visit:

Physician Name: Phone number:
Physician’s signature: Date:
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