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WELCOME

Whether you are a new member of our team dfietro Corp. (“Metro Corp.” or the
“Company”) veteran, we wish you the very best imryemployment with our Company.
You are our most important asset. It is only tigtouyour loyalty, dedication, and
commitment that we can provide quality publication8e are committed to the principle
that if our Company is successful, you, too, shdadduccessful.

We have prepared this Employment Information Mar{tted “Manual”) as a reference
concerning our policies, procedures and benefitd,the role which you are expected to
play. Because change is such a key part of ourpgaag the policies, procedures, and
benefits available to Company staff do not formoatact of employment or a contract
for any definite or fixed period of time. Althougiwe hope that all employment
relationships with Metro Corp. are long-term, enyph@nt at Metro Corp. is considered
to be at-will and may be terminated by you or bg thompany at any time, with or
without notice or cause.

Not all of the policies and procedures of the Conypare set forth in this Manual.
Instead, the Company has summarized some of the sigmificant ones. The policies
and procedures that are included do not constitutéractual terms and conditions of
employment, and should not be construed as exprasglied contractual
commitments. All previously issued manuals, anglianonsistent policy statements,
whether written or oral, are hereby superseded.Cdrapany reserves the right to revise,
delete, or add to any and all policies, procedusesk rules or benefits set forth in this
Manual or anywhere else at any time, with or withanior notice. The Company will
attempt to inform employees when such changes ademNo one at the Company has
the authority to alter, revise, amend or revoke @miicy orally, or to make contractual
commitments without the express written conserthefCompany’s Chief Operating
Officer.

Please direct any questions regarding this Mamuagh¢ Company’s Chief Operating
Officer or the Company’s Human Resources Administra

Again, welcome! We are glad to have you as a memwiie Metro Corp. team.

D. Herbert Lipson David H. Lipson
Chairman President
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OUR WORKING RELATIONSHIP

Over the years, Metro Corp. has grown to a posibbreadership in the publishing
industry by following a philosophy that encouragies team efforts of dedicated, capable
and highly motivated employees. Our future at MeBorp. is dependent upon the
performance of each individual and our ability torlwcooperatively together.

We value and respect you as an important ingredremur formula for success and
growth. To this end, Metro Corp. strives to powii

fair, nondiscriminatory employment practices
competitive pay and benefits

good working conditions

recognition of individual accomplishments

a safe work environment

open lines of communication

opportunity for advancement

the development of a team effort through mutaealperation and
two-way communication.

We are proud of the products we provide to ouramusts and readers. We are equally
proud of our dedication to positive working relaiships with our employees, which is a
basic foundation of Metro Corp. With everyone'stawued cooperation and dedication,
we can continue to make Metro Corp. a superior eygpl

In the event you believe that we are not livingtaghe ideals we have established, we
encourage you to communicate your concerns withr y&upervisor or the Chief
Operating Officer as is appropriate. While we aarpromise that we can eliminate your
every concern, we do want to hear from you.
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WHO WE ARE

Metro Corp. is a publishing with operations in Rdglphia and Boston.

Metro Corp., the successor to Municipal Publicagjoimc. consists of several operating
units --- Boston Magazine, Metro Corp. Custom Publishifipiladelphia Magazine and
Boston Specialty Publications. In addition, Me€@orp is the majority owner of Slice
Communications, LLC. a social media and publictretes company.

Philadelphia magazine (formerly The Greater Philadelphia Mag@gzia national award

winning general interest lifestyle magazine, wastetl in 1908 by the city’s Board of
Trade and was taken over a short time later byGhamber of Commerce. The
magazine was a vehicle for the Chamber to attrasinkess to the city and it published
only self-serving articles. The magazine was pwetaby a group of investors, which
included S. Arthur Lipson in 1950. D. Herbert Lopsjoined the business in 1952. D.
Herbert Lipson became Publisher of the magazing9®il. His son, David H. Lipson

now holds the position of President. The maga&wmablished monthly and distributed
to a guaranteed paid rate base in excess of 1100G@idition, Philadelphia produces
Philadelphia Wedding, GPhilly, Phillymag.com, Foob@om, Birds24-7, various events
(including Philadelphia Food & Wine Festival, PyilliCooks, Health Hero, and

Philadelphia Thinkfest).

Boston magazine was purchased from the Chamber of Conemert970. It is also a

national award winning general interest lifestylagazine, focusing on Boston and its
surrounding communities. The magazine is publishexhthly and distributed to a

guaranteed paid rate base in excess of 90,000dditian, Boston produces Boston
Weddings, Boston Home, Bostonmagazine.com, varements (including The Tent at
Boston Fashion Week, Boston Taste)

In addition Boston Specialty Publications produdgsstom Publications, including
Vestibule for Coldwell Banker New England.

Metro Corp Publishing produces Taste, the successdYine and Spirits Quarterly, a
guarterly publication for Pennsylvania wine andispstores.

In 2013, Metro Corp acquired Slice CommunicatidrisC, which is an integrated social
media and public relations company, which in additio its independent business will be
involved in coordinated editorial content, audignterketing and sales projects within
the Metro Corp family of products.

publishing Company.

Metro Corp., the successor to Municipal Publicagjoimc. consists of several operating
units --- Boston Magazine, Metro Corp. Custom Publishifipiladelphia Magazine and
Boston Specialty Publications.
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Philadelphia magazine (formerly The Greater Philadelphia Magagzia national award

winning general interest lifestyle magazine, wastetl in 1908 by the city’'s Board of
Trade and was taken over a short time later byGhamber of Commerce. The
magazine was a vehicle for the Chamber to attrasinkess to the city and it published
only self-serving articles. The magazine was pwebaby a group of investors, which
included S. Authur Lipson in 1950. D. Herbert lopsjoined the business in 1952. D.
Herbert Lipson became Publisher of the magazing9®il. His son, David H. Lipson

now holds the position of President. The magamdnmblished monthly and distributed
to a guaranteed paid rate base in excess of 125,000

Boston magazine was purchased from the Chamber of Conemert970. It is also a
national award winning general interest lifestylagazine, focusing on Boston and its
surrounding communities. The magazine is publishexhthly and distributed to a
guaranteed paid rate base in excess of 110,000.

In addition Boston Specialty Publications and Me&@arp Custom Publishing publishes
Elegant Wedding magazineHome & Garden magazineNew England Travel & Life, and
Concierge, as well as producing custom editorial productsticlients.

Metro Corp Publishing is a relatively new divisishich specializes in producing custom

editorial products for its clients. These producsge from quarterly newsletters to
annual guides.
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SECTION 1

FACTS ABOUT YOUR JOB
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EQUAL EMPLOYMENT OPPORTUNITY

We take great pride in our diverse and talentedkfsoce. The Company is an equal
opportunity employer and follows a policy of adnstering all employment decisions
and personnel actions without regard to race, colgigion, creed, sex, pregnancy,
national origin, sexual orientation or preferenege, physical or mental disability,
genetic information, marital status, ancestry,zeitiship, veteran, military or reservist
status, or any other category protected under cgipie federal, state or local law.

Consistent with the obligations of state and feldexa, the Company will make
reasonable accommodations for qualified individwdth disabilities. Any requests for
reasonable accommodations regarding religiousipescor disabilities should be
submitted in writing to the Company’s Chief OpemngtOfficer or the Company’s Human
Resources Administrator.
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HIRING/PROMOTIONS/VACANCIES

PURPOSE

To facilitate the recruitment and selection of thest desirable applicants
for employment within Metro Corp.; to comply witihhe Metro Corp.
Equal Employment Opportunity Policy; to establistiform job posting
guidelines.

POLICY

Promotions _and Vacancies Metro Corp. believes in promoting from
within where appropriate, and has established g@shing program to

give all employees an opportunity to apply for posis in and for which

they are interested and qualified.  Vacancies belthe senior

management level may be posted on the bulletin doaarthe main

kitchen or circulated through an interoffice menmmham. Postings

generally include the title and essential functiohthe job.

PROCEDURE

Eligibility . In order to be eligible to apply for a postedigion, you must

(1) meet the minimum hiring specifications for tpesition without

additional training, (2) be capable of performihg essential functions of
the job, with or without a reasonable accommodatiamd (3) be a
qualified employee in good standing in terms of ryawverall work

record.

Job Vacancy Postings. Employees are responsible for monitoring job
vacancy notices and for completing an applicatiod #orwarding it to
the appropriate supervisor. The application forayrbe obtained from
the Assistant to the Company’s Chief Operating ¢@ffi
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EMPLOYMENT ELIGIBILITY VERIFICATION

PURPOSE

To insure compliance with the Immigration Contamid Reform Act of
1986 ("IRCA"), which prohibits employers from higrllegal aliens.

POLICY

Prior to your first day of employment, you mustngadete the United
States Citizenship and Immigration Services (USCI&)rm 1-9
(Employment Verification). Metro Corp. hires orlnited States citizens
or aliens authorized to work in the United Statgstlie United States
government.

SPECIAL RULE FOR REHIRES: A new Form I-9 need not be
completed if you are being rehired within three y8ars of the date of
completion of an original I-9 where information @me Form I-9 shows
that you are still authorized to work.

PROCEDURE

The Form I-9 must be completed and signed by yalithe Company’s
Chief Operating Officer, or his designee, prior dommencement of
employment.

In emergency situations, an individual can bedhas long as the Form I-9
is completed within three (3) days of hire (or thr8) weeks if the
applicant provides written proof he/she has reaqakst lost document
within three (3) days of hire).

Newly-hired individuals who state they are Unit&tiates citizens or
eligible to work in the United States by the Unitgisites government must
provide documentation which establishes BOTH thividual's identity
and employment authorization. Subject to changesaw, documents
which will be accepted to establish both are:

1. U.S. Passport (unexpired or expired)

2. Unexpired foreign passport with (a) unexpireerk
authorization stamp or (b) unexpired [-551 work
authorization stamp on Form 1-94.

3. A Resident Alien Card with photograph, commonlyWm
as the “green card” although it is not necessagilgen in
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color; most are white or rose-colored with a blogd. It
bears the label of USCIS Form I-551 (“Resident Alie
Card”). It has the lawful holder's photograph,gamprint
and signature. Note that USCIS Form [-151 (“Alien
Registration Receipt Card”) is not acceptable.

4. Unexpired Temporary Resident Card, USCIS Fb688,
or Unexpired Employment Authorization Card, USCISrR
I-688A.

5.  Unexpired Employment Authorization Documersuesd by
the USCIS which contains a photograph, USCIS Form |
688B or I-766.

If you do not have one of the documents listedvaebgou must provide
documents_which establish your identity as well dmcuments that
establish employment eligibility. One of the fallmg will be accepted to
establish identity:

1. A state issued driver's license or identificaticard with
photograph, or name, sex, date of birth, heightgraaf eyes
and address.

2. A school identification card with a photograph

3.  Avoter's registration card.

4. A United States Military Card or draft record.

5.  An L.D. card issued by federal, state or logalernment
agencies or entities provided it contains a phatolgror
information such as name, date of birth, gendeghteeye
color and address.

6. A military dependent's I.D. card.

7.  Native American tribal document.

8. A U.S. Coast Guard Merchant Mariner card.

9. A driver's license issued by a Canadian gawemnt
authority.

(For individuals under the age of 16, a schaord or
report card, a clinic, doctor or hospital recordaaday care
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or nursery school record may be accepted as prbof o
identity.)

In addition, documentation which establishes ewymlent eligibility must
also be furnished. One of the following will becapted:

1. An ORIGINAL social security account number CARD
which is not employment restricted.

2. A Certificate of Birth Abroad issued by the gagtment of
State, Form DS-1350 or FS-545.

3.  An original or certified copy of a birth cditate issued by
state, county or municipal authority bearing a seal

4.  An unexpired INS Employment Authorization.
5. A Native American tribal document.
6. A U.S. citizen I.D. card, INS Form 1-197.

7. An |.D. card for use of resident citizen ieiH.S., INS Form
[-179.

After inspection, the original documents will beturned to you. Metro
Corp. will not retain originals or photocopies.

Individuals who cannot supply the documents retpgesen Form [-9 will
not be hired.

Upon expiration of any employment authorizationculoents, the
supervisor must reverify employment eligibility alfens.

Retention of Records Your Form 1-9 is retained for at least three (3)
years after your date of hire, or one (1) yearrafteur date of
employment termination, whichever is longer.

Non-Discrimination. Metro Corp. will not discharge qualified
employees or refuse to hire qualified prospectinmpleyees based upon
foreign nationality, language or citizenship.
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HOURS OF WORK
PURPOSE
To set forth the Company's schedule of operatmgsh
POLICY

Work Week. The Company maintains a 37.50 hour work
week, which runs from Sunday to Saturday. For qlayr
purposes, paychecks for the current pay periodsasied on
the 18" and last day of each month. If either of thosgsda
falls on a weekend, you are paid on the immedigisdgeding
weekday.

Office Hours. General office hours are 8:45 a.m. to 5:15 p.m.,
Monday through Friday, or as determined by local
management at each location.

Meal Break. Metro Corp. provides you with a 1-hour meal

break each day. The meal break is from 12:00 rtoohx00
p.m., or as determined by your immediate supervisor
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PERSONNEL FILES

PURPOSE

To maintain employee personnel files with accuragg privacy as well
as provide opportunity for employee access. Note llowing policy
applies only to Pennsylvania employees. Massacisusetployees should
refer to the policy on personnel files in the Ma$asetts Supplemental to

this Manual.

POLICY

Contents Personnel files are maintained by the Companmgtatoing
information on each employee, such as employmeplicapion, job title,
wage or salary information, performance evaluatiahsciplinary action,
benefit information, beneficiary designation forrasd leave records.
Personnel files are maintained by the Company’'s &tunResources
Administrator in Philadelphia.

Notification of Changes It is the employee’s responsibility to promptly
notify the Company’s Human Resources AdministratoPhiladelphia
concerning “changes to your contact informationg.(etelephone
numbers, home address) or to the contact informatio/our emergency
contacts, changes to your designation of dependenbteneficiaries or

any other identifying information.

File Access Personnel files are treated as confidential iafmmation
contained therein will only be disclosed on a “ndedknow” basis.
Personnel files are the property of Metro Corp. ara/ not be removed
from the Company premises.

You may inspect your personnel file under theoiwihg conditions:

Current Employees If you are currently employed or on leave of
absence, you may examine your personnel file abresble times during
regular business hours, and upon prior 24-houtewrihotice submitted to
the Company’s Chief Operating Officer or the CompaiHuman
Resources Administrator. Employees may not remoater anything in
the personnel file, but may take notes on the cdstelf there is a
disagreement with any information contained ingkesonnel record, and
no mutual resolution is reached by the Companyta@@mployee, the
employee may submit a written statement explaihisgr her position.
This statement shall become part of the employessonnel record.
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Government Inquiries. Inquiries from any federal, state and/or local
government agencies for information from your persd file must be
immediately referred to the Company’s Chief OpagatDfficer.

Information Requests Requests for information from employee
personnel files received from other departmentsiaquiries from
outside Metro Corp., including requests for refee=non former
employees, must be directed to the Company’s ypefrating Officer.
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REFERENCES
PURPOSE
To provide guidelines for inquiries regarding fanemployees
POLICY

Supervisors and other employees are prohibitedn frproviding
employment references regarding former or currenpleyees. Any
representation that the reference is made on beh#etro Corp. may be
grounds for disciplinary action, up to and inclugloischarge.

PROCEDURE

Employees must direct all inquiries regardingspenel information to Human
Resources. Supervisors are responsible for emgstirat employees comply with
this policy.

All requests, whether or not in writing, must l®oneled through the Company’s
Chief Operating Officer. Human Resources genexailllyonly verify the dates of
employment and job titles of current or former eoyples.
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EMERGENCY CLOSINGS

PURPOSE

To provide operational guidelines for inclement atier or other
emergencies beyond an employee's control that reegssitate a closing
of the Company; to recognize that safety both od eff the job is a
serious consideration.

POLICY

Full Closing. Because Metro Corp. is intensely deadline orginte
we are required to be open every business dayrefidre, there is
usually no situation in which a full closing is petted. There
may be occasions, however, when a closing is napeskie to
severe “Acts of God”. In such an unlikely evenbuywill be
notified.

Inclement Weather.

It is our policy to remain open for business evauginess day. There are
times when inclement weather or other emergeneirsatfect business
operations as well as your ability to get to wokkue to the regional
nature of weather patterns in the northeast,difigcult to predict that all
facilities and employees are equally affected lmaloveather. As a
result, the following policy will apply:

The Company will remain open in all conditions wsl@ “state of
emergency” is declared by the Governor which e$fecte of our
location’s operation and public transportationthlf Company must
close due to a “state of emergency” a messagewitecorded on the
office’s main number by 7:00 a.m. The messageinfilrm you that the
Company is open for business, closed due to “statenergency”
conditions or delayed opening. If the Companyased due to “state of

emergency” conditions, all employees scheduleddrkwn that day will
be paid.

We realize that employees must make decisions b@asé#tkir own
safety. If you believe you cannot make it to wdtle to the inclement
weather conditions near your home, you shouldyzall supervisor by
your normal start time and inform him or her of hgou can be reached
during the day in the event of a work problem niegdinmediate
resolution. You will be required to take the daypaid unless there is
prior authorization from your supervisor to useatamn time. Sick time
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may not be used. Failure to notify your supemvispyour normal start
time may result in disciplinary action.

If the Company must close early due to severe veeaibnditions or
other emergencies affecting our facilities, all émgpes scheduled to
work on that day will be paid for their regularigh®duled hours. Again,
we realize that employees must make decisions b@aseadhere they live,
public transportation and family considerationsydu feel you must
leave early without a formal closing notice frone tiompany, you must
consult with your supervisor. Employees who |leaady will be
expected to take the time unpaid unless therdaas guthorization from
your supervisor to use vacation time. Sick timeg/ mat be used.
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SECTION 2

COMPENSATION
SALARY PROGRAM ADMINISTRATION

PURPOSE

To maintain a competitive salary program thatasly administered; to
recognize and reward individual merit.

POLICY

Metro Corp. strives to pay salaries that are maky equitable as well as
competitive with those in our local community anie tpublishing
industry. Metro Corp also aims to recognize indipl effort and
contribution to its overall success. Salary insesaare subject to the
ability of Metro Corp. to grant them based on itefcial situation at the
time.

Determination of salary policy is the ultimate pessibility of the
Company’s Chief Operating Officer.

PROCEDURE - PROGRAM ELEMENTS

Salary Level Each employee at Metro Corp. has been placedsalary
level which reflects the value of the position élation to other positions
at the Company, and which takes into account egtutaprior work
experience and demonstrated performance.

Performance Evaluation Metro Corp. maintains a comprehensive
program of regular performance evaluation.

Paychecks Employees will receive a paycheck issued on theatf
last day of each month. If either of those dajis fon a weekend or
holiday, employees will be paid on the immediatglseceding
weekday. Employees entitled to commissions shall be paidhsuc
commissions in accordance with the applicable casioin policy.
Direct deposit is also available upon written resjusnd completion
of the appropriate paperwork. The Company stroeglgourages all
employees to take advantage of direct deposit, iesctddeposit
enables employees to have quicker access to thaiisfand reduces
administrative work for the Company.
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SECTION 3

EMPLOYEE BENEFITS AND SERVICES
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BENEFIT OVERVIEW

Metro Corp. aims to provide a well-balanced, sugeprogram of benefits designed to
meet the needs of its employees and provide protetom financial hardship. These

benefits are reviewed periodically to assure thaytkeep pace with area and industry
practice.

At the present time, Metro Corp. pays for mostlaf tost of the benefits. Questions

concerning benefits and/or insurance claim inforomatshould be directed to the
Company’s Human Resources Administrator.
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INSURANCE PROGRAMS

PURPOSE

To ensure that eligible employees’ medical costs eovered by a
comprehensive group health insurance program.

SCOPE

All regular full-time and part-time employees (whe applicable),
according to the length of service required beloxceptions are also
noted below.

POLICY

We strive to offer a benefits program that medts heeds of our
employees and is competitive with leading emplaye®ur benefits
program has been designed to assist you acrossad bpectrum of your
life, ranging from healthcare and time-off to retirent planning. The
information in this section represents the hightgbf benefits currently
offered to employees by the Company. Full detadgarding each
program can be obtained from the Company’'s Humarso&ees
Administrator.

Eligibility for certain benefits may be contingenpon a number of
factors, including the employee’s classification thye Company (e.g.
full-time, part-time and temporary), the numberhours an employee is
regularly scheduled to work and an employee’s lejtservice with the
Company. The actual terms and conditions of benafie governed by
the official plan documents. To the extent a dpsion of a benefit in

this Manual varies from the official plan documentise official plan

documents govern. Benefits offered by the Compamyan important
part of the Company’s commitment to its employeeBhe Company
reserves the right to terminate, suspend, withdeamend or modify any
of its benefits plans in whole or in part at anmei without prior notice,
to the extent permitted by law.

The existence of these employee benefits and plaasd of themselves,
does not signify that an employee will be emplofedhe requisite length
of time necessary to qualify for or maintain thbseefits and
participation in any plan.

The following are brief summaries of Metro Corpsurance programs.
These summaries are intended to be general andnafional. Answers
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to specific individual questions will depend upbe terms of the relevant
plan documents then in effect. You should conthet Company’s
Human Resources Administrator with any inquiries.

Health Insurance. The first of the month following the completiaf
ninety (90) days of continuous service, employebe vegularly work at
least thirty (30) hours per week are eligible to dreolled in Metro
Corp.’s group health insurance plan. Upon enraflingou will receive a
Summary of Benefits booklet and related informatidietro Corp. pays
a portion of your premium with the remainder codeby an employee
contribution.

Pre-Tax Health Care Premium Plan Metro Corp. offers its employees
a plan to use “pre-tax” dollars to fund contribmofor group health
insurance coverage. The funds can be automatidatlycted from your
paycheck. By participating, you could save a portof the premium
amount you normally are required to pay. The erianey you put in
your pocket comes from not having to pay Socialuggg federal
income tax and other various taxes on your premiums

Life Insurance. The first of the month following the completiofininety
(90) days of continuous service, Metro Corp. presitb regular full-time
employees a life insurance benefit equal to 1-ibvi2¢ your Basic Annual
Earnings (to a maximum of $200,000), rounded, dessary, to the next
multiple of $1,000 subject to certain limitatiorss @utlined in your policy.
In the event you are separated from our employr gooup policy may be
converted to an individual policy. Information tns conversion can be
obtained through the Company’s Human Resources Aidtrator.

Short Term Disability. Following the completion of one (1) full year of
employment, regular full-time employees of Metroroare entitled to
up to twelve (12) weeks of disability leave for fh@pose of giving birth,
adopting a child under three years of age, for éingss or for other
medical disability. The employee will receive pagual to 60% of his/her
regular compensation for up to eight (8) weeks.

The payment of disability leave will be made wikie tunderstanding that
the employee must return to work for at least tH{@emonths of active

service subsequent to the leave period. If thel@yep does not fulfill the

three months service criteria, he/she may be liadlthe Company for

payment received during the disability period.

This policy is only applicable to disabilities thiast more than five (5)

consecutive working days. Employees are requiredptovide the

Company with a physician’s certificate or otherifteastion explaining the

nature of the disability and establishing an ap&téd return date.
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Additionally, the employee must complete the Conypkeave approval
form

At the conclusion of the leave, reinstatement ® ¢imployee’s previous
position, or similar position with the same statusl] be offered at a

salary structure comparable to that which the eggdoreceived at the
commencement of the disability leave; however, tbmployee’s

anniversary date for purposes of vacation, perfomeand salary reviews
and other employment related dates will be externethe exact number
of days the employee was on the disability leavealméence. During
disability leave or until a return to full-time efgment (within the

twelve week maximum leave), an employee will not dvedited for

vacation and sick days for which the employee wokiéve become
eligible if the employee was not on leave.

The Company reserves the right not to reinstatenaployee on disability
leave where there have been layoffs during theogest disability leave,
or where there have been other changes in empldyowrditions or
economic circumstances.

Employees who do not return to work on the retuate dapproved by the
Company (up to a maximum of twelve weeks) will lmmgidered to have
resigned their employment, and their employmenitt valterminated as of
the date the leave period expired and all disgbpiayments will be
immediately due the Company.

Long-Term Disability. Following the completion of ninety (90) days of
continuous service, if you regularly work more thhinty (30) hours per
week, Metro Corp., at its sole expense, also pesvidsurance benefits if
you are disabled for more than ninety (90) daysabse of injury or
sickness. The amount of benefit varies with yaampensation, and you
begin to receive it following the 90th day of didi. Benefits may
continue for the duration of your disability, fos dong as you are
employed by Metro Corp. Medical confirmation oh¢pterm disability is
required.

Social Security To provide for some of your retirement needs$, al
employees are automatically covered by the Feddraurance
Contribution Act (“F.I.C.A.”). Metro Corp. contribes an amount
matching that deducted from your salary or wagéasis benefit helps
secure your future by providing retirement, dis@épildeath survivor and
Medicare benefits.

Unemployment Compensation_Insurance This program may provide

weekly benefits to you if you become unemployedtigh no fault of

your own. These benefits may be obtained at thal Isiate employment
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office serving the area in which you were last eaypt or where you
currently reside.

Workers' Compensation Insurance To protect you against lost income
when you are injured on the job, Metro Corp. pays your Workers'
Compensation Insurance. Benefits may help pay ylour medical
treatment and for part of the income lost whileokeing. To be assured
of maximum coverage, all work-related accidents tmibe reported
immediately so that Metro Corp. can file a timelim. Forms are
available from the Company’s Human Resources Adstritior

Post-Employment Group Health Insurance Coverage At the time you

terminate your employment with Metro Corp., you niag eligible to

continue your health insurance coverage for 18 @on®nths by the

payment of premiums at group rates. The periodamy extended

coverage is determined by the "qualifying eventiokhtriggers your

separation from our employ. Thereafter, you mayelgble to convert

your group insurance to an individual contract.n@sion procedures are
explained in your group insurance benefits bookl®ease contact the
Company’s Human Resources Administrator
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FLEXIBLE SPENDING PLAN

PURPOSE

To provide a way for employees to pay for certgipes of medical
expenses and dependent daycare expenses with-teefatellars.

SCOPE

All full-time employees working 30 hours or morerpveek, starting the
first of the month following completion of 90 dagEcontinuous service.

POLICY

You may elect to have Metro Corp. automaticallydwie from your
paychecks money, on a pre-tax basis, to pay for yai-of-pocket
medical expenses and dependent daycare expenseseheecessary for

you and/or your spouse to work.
The Flexible Spending Plan includes these programs

Medical Reimbursement Flexible Spending Account. This account,

allows you to set aside before-Tax dollars fromrypaycheck to pay for
such expenses as medical, dental, vision and lieeane that your doctors
prescribe in writing, but your insurance does nmier. The maximum

annual contribution is $5,000.00

Examples
Insurance deductibles and co-payments;

Orthodontics;

Eyeglasses and contact lenses;
Dental care;

Medical supplies.

"0 T

Dependent Day Care. This account, known as DFSA, allows you to set
aside _before-Tax dollars from your paycheck to paychild care or
other qualified dependent care expenses. The &anmaximum
contribution is either $2,500.00 or $5,000.00 delr@m upon how you
file your Federal Income Tax.

Eligibility. Participation for full-time employees begins & ffirst day
of the month following 90 days of continuous seevi@o enroll in the
plan, you must complete an Enroliment Form, whichvailable from the

Company’s Human Resources Administrator
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HOLIDAYS
PURPOSE

To provide a paid time-off benefit in recognitiohholidays observed by
the Company

SCOPE

All part-time and full-time, regular employeesorin date of hire, who
have been with the Company for five (5) consecutwerk days
preceding the date of the holiday.

POLICY
Observances.
The Company generally observes the following paiitlays:

New Year's Day
President's Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day

Day After Thanksgiving
Christmas Day

When a holiday falls on a Saturday or Sunday, litwgually be observed
on the preceding Friday or following Monday. Then@pany will
announce holiday observances in advance. The Qompaerves the
right to substitute holiday observances, especiatign scheduled
holidays interfere with a publication’s deadline.

Regular full-time and regularly scheduled part-tiemeployees are eligible
for holiday pay. Eligible employees receive ong'sipay at their regular
rate of pay for each of the above holidays. Telagble for holiday pay,
such employees must be regularly scheduled to worthe day on which
the holiday falls, and must work their scheduledknaay immediately
preceding and immediately following the holiday|ass an absence on
either day is approved in advance by the employagiervisor.

Should a holiday fall during an employee’s schedwacation, the
holiday will not be counted as vacation taken.
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VACATIONS

Paid Time Off Policy
(Effective January 1, 2012)

PURPOSE

To provide employees with sufficient time-off falaxation and
recreation away
from work as well as time off for illness and otlpersonal needs.

SCOPE

All full-time employees (“FTE”) and permanent péirte employees
(“PPTE")

will be eligible for Personal Time Off (“PTO”). PIEE are classified as
anyone

who is working a regularly scheduled work week air3nore full days and
is indicated as such in the hire letter.

POLICY

All PTO must be requested via our web-based timé&atking website
(www.commonoffice.orly with as much advance notice as possible
(generally at least two weeks for requests of ntioae one day) and
approved in advance by your supervisor. Your reigsfesuld take into
account the deadlines that all of us must adhetiertmighout the year
unless such PTO is being utilized for an illnesstber unscheduled
personal business.

All approved PTO is subject to the employee conmpdeany required job
tasks/projects outlined on the approved PTO request

FTEs and PPTEs will earn PTO on an accrual babkis.amount of days
accrued each month will depend on the years oferv

PPTEs who work on a regular schedule all year legible for PTO
benefits on a pro-rata basis based on the samdidehe

Employees may use their earned PTO time anytinoaigtout the
calendar year. All PTO time must be used priohtodalendar year-end
and does not carry over to the next calendar year.

At the discretion of the supervisor, an employeg bmadvanced up to 5
days of PTO that has not yet been accrued.

During the employee’s first three months of empleyt PTO time is not
considered earned until the completion of 90 ddysmployment.
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For new employees, PTO day availability will beligzbout in their new
hire letter.

Upon termination of employment, any employee vghentitled to PTO
will be paid for earned PTO time not taken regassllef the reason for
termination. If PTO time utilized exceeds accrud@®Rearned time, the
employee’s last paycheck will be deducted for theees PTO time.

In order to facilitate an even distribution oétWork flow, employees may
take PTO time for only one week at a time. Shoulemployee wish to
take more extended PTO, the employee must subwitten plan to
accomplish the employee’s normal job responsibdgitiThe plan should
then be approved by the employee’s supervisor abohgted to the
Company’s Human Resources Administrator or Chiegr@gpng Officer
for final approval.

Any employee who is paid solely on commissioarnisitled to time off
consistent with this policy, but there is no PTQmant for those days at
termination. If an employee receives draw agaiostroissions, draw will
only be paid to such employee during such PTO aptledd against
commissions earned in a manner consistent withetbygective
commission plans.

The Company may designate the holiday week @tw@hristmas and
New Years as the “Holiday Break” and the officedl i closed as an
additional paid holiday. It is our plan to continiine Holiday Break each
year; however, the Company reserves the rightdcoditinue the Holiday
Break in the event that it presents a conflict witiimal business
operations.

The accrual rate for PTO will adjust in the nioatter the employee’s 1, 5
and 10 year anniversary dates (as opposed to gdarEhe chart below
indicates the days earned for each calendar mooitked.

Years Accrual per Month  Maximum Days AccrueaiFull-Year
<1 1.00 days 12
1<5 1.25 days 15
5<10 1.75 days 21
10+ 2.25 days 27

Days earned in any year will round up or down -125 days would be
13 days and 11.25 would be 11 days.
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» For determining the start date for vacation accpuaposes, days will
begin to accrue on the first day of the month aftar hire date. For
example, start date is Februarynlgou would begin accruing days (and
your anniversary date for vacation purposes onlyla/ be March &

Note — Management reserves to modify this plan atng time and will
make the sole final determination of any ambiguitis.

LEAVES OF ABSENCE

PURPOSE
To provide leave for employees who require timexawrom work for

certain family needs, serious medical conditionsifany obligations, and
other necessities for which leave is provided ly. la

POLICY AND PROCEDURE

Family and Medical Leave ACT (EMLA).

Eligibility

Any employee who has worked for the Company fdeast twelve
months and has worked at least 1,250 hours inZhadnth period
immediately preceding the commencement of the lesaeBgible for a
maximum of 12 weeks of unpaid family and medicalvkduring any
rolling 12-month period for one or more of the &olling reasons:

. the birth or placement for adoption or foster azra new son or
daughter, and to care for that child;

. to care for an employee’s parent, spouse/life garson or
daughter with a serious health condition; or

. when a serious health condition makes the emplagaéle to
perform the essential functions of his or her posit

Notice To Company
Employees are expected to submit a written recjoes&tave as far in

advance as possible to Human Resources.

In instances where leave is foreseeable, emplayess provide 30 days’
advance notice of the leave request. In caselmphpd medical
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treatment, the employee should consult with hisesrimmediate
supervisor in an attempt to schedule the leavasgo not unduly disrupt
the Company operations. Where leave is not foeddegsuch as during a
medical emergency, notice must be given as sos@sacticable, and
ordinarily within one or two business days of wiile@ employee learns of
the need for the leave.

In the case of a foreseeable intermittent leavelamned medical
treatment, or during a period of recovery from aoses health condition,
the Company may require an employee to transfepdeanily to an
available alternative position, at the equivalea pnd benefits, for which
the employee is qualified and which better accomatexirecurring
periods of leave than does the employee’s reguasitipn.

An employee must, upon giving notice of an intemtio take leave,
inform the Company of an expected return to worte da&n employee,
who fails to return to work at the end of his or leave, or at the end of
the twelve-week leave period, will be consideretddwe voluntarily
resigned from his or her employment.

Use Of Accrued Vacation Time In Conjunction With AMLA

The Company requires that an employee use anyexttmut unused
vacation time before commencing the unpaid portibhis or her family
and medical leave. Any vacation time used by apleyee in
conjunction with family and medical leave will beunted against the
twelve-week maximum leave period described abdya. any family and
medical leave where accrued vacation is substitthedemployee must
meet the procedural requirements of this family enedlical leave policy.

Conditions On Use Of Leave

Birth Or Placement For Adoption Or Foster Care Of A New Son Or Daughter

All leave taken for purposes of birth and caringdaew son or daughter,
or placement of a new son or daughter for adopirdoster care, must be
taken consecutively during a period of no more tiveive weeks, and
may not be taken on an intermittent or reduced vgohHedule. An
employee must conclude any such leave within oae gkthe birth or
placement for adoption or foster care of a newauaaughter. In the
event that an employee’s spouse works for the Cagpghe employee
and the spouse are limited to a combined totavefe weeks of leave, in
the event that leave is taken for the birth or @haent for adoption or
foster care of a new son or daughter.

Serious Health Condition Of The Employee Or A Family Member
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In accordance with the FMLA, a “serious health abod” means an
illness, injury, impairment, or physical or mentahdition that involves
one of the following:

Hospital Care

Inpatient care (i.e., an overnight stay) in a hiadphospice, or residential
medical care facility, including any period of ipegity* or subsequent
treatment in connection with or consequence to syzdtient care.

Absence Plus Treatment

A period of incapacity of more than three conse®utialendar days
(including any subsequent treatment or period cdjracity relating to the
same condition), that also involves:

Treatment two or more times by a health care provider, inyise or
physician’s assistant under direct supervision loéalth care provider, or
by a provider of health care services (e.g., plasherapist), under order
of, or on referral by, a health care provider; or

Treatment by a health care provider on at leasioorasion, which results
in a regimen of continuing treatméninder the supervision of the health
care provider.

Pregnancy

Any period of incapacity due to pregnancy, or fogrmatal care.
Chronic Conditions Requiring Treatments

A chronic condition which:

Requires periodic visits for treatment by a headtre provider, or by a
nurse or physician’s assistant, under direct sugiervof a health care
provider;

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

! “Incapacity,” for purposes of FMLA, is defined moean inability to work, attend school or perform
other regular daily activities due to the serioaalth condition, treatment therefore or recovepréfrom.

% Treatment includes examinations to determinesié@ous health condition exists and evaluatiorth®f
condition. Treatment does not include routine ptalexaminations, eye examinations, or dental
examinations.

% A regimen of continuing treatment includes, feample, a course of prescription medication (&x.,
antibiotic) or therapy requiring special equipmgntesolve or alleviate the health condition. gineen of
treatment does not include the taking of over-thenter medications such as aspirin, antihistamioes,
salves; or bed-rest, drinking fluids, exercise, atiger similar activities that can be initiatedhvatt a visit
to a health care provider.
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May cause episode rather than a continuing pefiaacapacity (e.g.,
asthma, diabetes, epilepsy, etc.).

Permanent/Long-Term Conditions Requiring Superuaisio

A period of incapacity that is permanent or longrtelue to a condition
for which treatment may not be effective. The empk or family
member must be under the continuing supervisiobwfneed not be
receiving active treatment by, a health care pravidExamples include
Alzheimer’s, a severe stroke, or the terminal sfagfea disease.

Multiple Treatments (Non-Chronic Conditions)

Any period of absence to receive multiple treatradimcluding any
period of recovery there from) by a health carevigler or by a provider
of health care services, under orders of, or oerralff by, a health
provider, either for restorative surgery after anident or other injury, or
for a condition that would likely result in a petiof incapacity of more
than three calendar days in the absence of madieavention or
treatment, such as cancer (chemotherapy, radiaior), severe arthritis
(physical therapy), kidney disease (dialysis).

The Company retains the right to make an indepdrassessment of
whether an injury, illness, or impairment involviogrtain medical
treatment constitutes a “serious health condition’purposes of this
policy. If an employee has questions as to whethanjury, iliness, or
impairment involving certain medical treatment ddoges a “serious
health condition,” inquiries should be directedHioman Resources.

Intermittent or reduced leave, as a result of apleyee’s serious health
condition or that of a family member, may be takdrere medically
necessary. If an employee desires to take intemntior reduced leave,
the employee must provide the Company with a médexdification that

it is medically necessary for the employee to bewvoirk on an

intermittent or reduced basis, and the expectedtidur and schedule of
the intermittent or reduced leave, as well as @stant by the employee
of the reasons why the intermittent or reduceddaanecessary.
Employees needing intermittent or reduced leave @ttsmpt to schedule
their leave so as not to disrupt the Company’s atpmns.

Medical Certification

The Company requires certification by a health gaoxider of any
serious health condition for which an employee $dkave under this
policy, including certification of a serious heatthndition of a spouse,
child, or parent of the employee. An employee npustide the medical
certification of a serious health condition as saerpracticable, but no
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later than 15 calendar days after the employeeastgueave. Failure to
provide the medical certification within the abadescribed period may
result in disciplinary action, up to and includitggmination. The
Company requires that an employee provide periopéates of the
employee’s health status and intent to return tckwdt its discretion, the
Company also may require recertification of a segibealth condition if,
for example, passage of time or other circumstaimzbsate that the
condition may have improved to the point that lesweo longer
necessary. The Company also may require a seqonio from a health
care provider of its choosing and if necessarpjra opinion from a
health care provider jointly chosen by the Compamng the employee,
regarding the serious medical condition upon wieetve is to be or has
been taken under this policy. If the Company rexguithat an employee
obtain a second or third opinion, the Company paly the costs
associated with obtaining that opinion.

The Company requires an employee who takes leaagemult of his or
her own serious illness to provide a fitness fayaertification signed

by a health care provider before returning to wollk employee may not
resume work until he or she provides such a ceatiton.

Medical Insurance/Other Benefits

If the Company pays for any portion of an emplogdealth insurance,
the Company will continue to pay its normal sharssurance costs
while the employee is out on family and medicaleeaEmployees will
be advised by Human Resources about the costiofpitrtion of the
premium and the method of payment for these medimadlor dental
insurance premiums. In the event that the empldges not return to
work after his/her leave, the employee must reirsdtine Company for
any medical and/or dental insurance payments tmep@ay made for the
employee’s benefit while the employee was on unfesde, except if the
reason is due to the continuation, recurrencensetof a serious health
condition, or other circumstances beyond the engdsycontrol. The
Company may recover any costs paid to maintainciiiye employee’s
non-health insurance benefits while the employeg evaunpaid leave,
whether or not the employee returns from leavee Company also may
recover the benefit payments above through anyalite deduction from
any sums owed to the employee or through legabmcti

Reinstatement/Transfer To Alternate Position
Any employee who takes leave under this policy bélrestored to the
same or an equivalent position upon his or hermdrom leave, provided

that the employee’s job still exists, and the erypg@dowould have
continued to be employed in that job had he omsit¢aken leave.
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Nothing in this policy grants an employee a rightdturn to the
employee’s former position following a return frdeave. In the event
that an employee takes intermittent leave, or warksduced work
schedule as a result of his or her own serious eaédondition, or that of
a family member, the Company may, at its discreticansfer the
employee to another position at the Company fodtiration of the
intermittent leave or reduced work schedule. mdtient the Company
chooses to make such a reassignment, the emplayeentinue to
receive the same rate of pay and benefits as tipbogee’s previous job.

The Company may deny reinstatement to an empldybee Company
determines that the individual is a key employees@reinstatement
would cause substantial and grievous economic hatimee Company’s
operations. The Company will inform all employed® fall within this
category of their status as key employees befamammencement of family
and medical leave.

Coordination With Other Statutes

The FMLA does not supersede any provision of aaiedaw that
provides greater family or medical leave rightaithae rights established
under the federal law. Leave entitlements undgedaw and the FMLA
run concurrently where both laws cover the same tfdeave. For
example, if the state in which the employee wonks/jges maternity
leave, time spent on such leave will simultaneobslgounted toward the
employee’s FMLA-leave eligibility.

Miscellaneous

An employee may take no more than twelve weeksafd during any
one-year period. For purposes of this policy, eatdyear period is
measured by a rolling period measured backward frentate an
employee uses any FMLA leave. An employee doesacmiue additional
benefits such as vacation, personal, or sick ddytewn family and
medical leave. Time spent on leave does not dbapplicable towards
length of service credit, except that it shall lsated as continued service
for purposes of the Company retirement plans.

Requests for extension of unpaid leave, beyonthbbe weeks set by
this policy, will be considered on a case-by-caasid) only after the
employee makes a written request for extensionum&h Resources. A
decision to extend leave is solely within the désicn of the Chief
Operating Officer of the Company.

An employee will receive a letter summarizing higer rights under this
policy upon notification of the Company by the eoyae of a need for
family and medical leave. This policy supersedestaer Company
policies on maternity, family, adoption, and metlleaves of absence.
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MASSACHUSETTS PROVISIONS:
Parental Leave Rights Of Recently Hired Full Time Enployees

Massachusetts employees, who have worked for thep@oy for at least
three consecutive months, or who have complete@tmepany’s initial
probationary period of employment, are eligible déayht (8) weeks of
unpaid leave from work for the purpose of givinglHbicaring for a
newborn, adopting a child eighteen (18) years ainger, or adopting a
mentally or physically disabled child age twentyeth (23) or younger.
Employees who qualify for leave under this secaomrequired to give
the Company at least two (2) weeks’ notice of darition to take leave.
Employees must also represent that they intenettwrr to work
following the leave period.

If the employee returns at the completion of tlevéeentitiement, he or
she will be reinstated to his or her previous posior to a substantially
similar position, provided that the employee’s giill exists, and the
employee would have continued to be employed ihjttahad he or she
not taken leave. Where applicable, leaves undgistdction will run
concurrently with the FMLA.

The Company recommends, but does not requiregthptoyees use any
accrued but unused vacation time before commernh@gnpaid portion
of the leave. Employees wishing to use their vandime in conjunction
with parental leave under this section should pdfifiman Resources.

Small Necessities Leave

In addition to the twelve (12) weeks of unpaid keaescribed above,
under Massachusetts law, employees eligible to Fakeily/Medical
Leave may take up to an additional twenty-four (2ddirs of unpaid leave
in the twelve-month period described above, forftlewing purposes:

» To take a child or elderly (at least 60 years oddtive (by blood or
marriage) to a routine medical or dental appointimen

» To participate in a child’s educationally relatethgol activity (including
licensed day care facilities), such as a paremtgraconference, or
interviewing for a new school.

Employees who qualify to take leave are requiregive the Company not
less than seven (7) days’ notice of an intentiotake leave if the need for
leave is foreseeable. If the need for leave idoraseeable, employees
must give notice as soon as practicable. Employegsbe asked to
provide certification for the absence.
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The Company requires that an employee use anyexttmut unused
vacation and personal time before commencing tipaidrportion of his
or her small necessities leave, which will be cedrdgainst the twenty-
four (24) hour leave period described above.

Leave Is Unpaid Family/medical leave is unpaid leave althouglu yo
may be eligible for short or long-term disabilityaypnents and/or
workers’ compensation benefits under those ins@atens. These plans
are described elsewhere in the Manual. If you atéled under Metro
Corp. Policy to take paid leave (for example, sp&rsonal, or vacation
time), then all such available paid leave mustaken concurrently with
family/medical leave, and must be exhausted betorpaid leave is
applied. ._The substitution of paid leave timedapaid leave time does
not extend the 12 week leave period. Further, incagse can the
substitution of paid leave time for unpaid leavediresult in your receipt
of more than 100% of your salary
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MILITARY LEAVE.

The Company recognizes the importance of emplogeedang in the U.S. Uniformed

Services for active duty, training, and emergencyydas well as leave time for

examinations to determine fitness for duty. A taily leave of absence will be granted
to employees who are absent from work because micsein the U.S. uniformed

services in accordance with the Uniformed ServiEegployment and Reemployment
Rights Act (USERRA). Advance notice of militaryrgee is required, unless military

necessity prevents such notice or it is otherwiggoissible or unreasonable.

Employees will continue to receive full pay whilen deave for two-week training
assignments and shorter absences in connectioreitlithr active military service or as
part of membership in the National Guard or ReadgdRve. The portion of any
military leaves of absence in excess of two weeltisb® unpaid; however, employees
may use accrued vacation time for the absence.

Continuation of medical insurance benefits is aldé as required by USERRA based on
the length of the leave and subject to the termosditions and limitations of the
applicable plans for which the employee is otheevaBgible. Benefit accruals, such as
vacation or sick time will be suspended during amiitary leave in excess of two (2)
weeks, and will resume upon the employee's retuattive employment.

Employees on military leave for up to 30 days aquired to return to work for the first

regularly scheduled shift after the end of servialbpwing reasonable travel time.
Employees on longer military leave must apply femstatement in accordance with
USERRA and all applicable state laws.

Employees returning from military leave will be péal in the position they would have
attained had they remained continuously employe@ @omparable one, depending on
the length of military service, in accordance WISERRA. They will be treated as

though they were continuously employed for purpadegetermining benefits based on
length of service.
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BEREAVEMENT LEAVE

Funeral Leave for an Immediate Family Member:

The Company recognizes that the loss of a lovedcanée both traumatic and painful
and that there may be a need to attend to impgonsbnal and/or funeral matters. Full-
time employees may take up to a maximum of threedBsecutive work days off with
pay, up to and including the day of the funerath event of death of a member of the
employee’s immediate family. In order to be paididereavement leave, an employee
must notify his or her supervisor and request hexe@nt leave no later than the first day
of absence.

Immediate Family Defined for Bereavement Leave:

Immediate family members are defined as an emplsygpouse/life partner, (step)child,
parents, grandparents, grandchildren, and sibbhgsth you and your spouse/life
partner.

Additional Time Off:

The Company understands the deep impact that daathave on an individual or a
family, therefore additional non-paid time off miag granted. The employee may make
arrangements with his or her supervisor for antaadhl four (4) unpaid days off in the
instance of the death of an immediate family memhdditional unpaid time off may be
granted depending on the circumstances such asndesaind the individual’'s
responsibility for funeral arrangements.

Record Keeping in Commonoffice.org:

It is the employee’s responsibility that upon ratto work, after leave, they should
submit the bereavement days on the commonofficeiteg There is a separate category
for bereavement (“funeral”) that should be utilizéibt doing so will result is

disciplinary action.
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JURY DUTY AND COURT APPEARANCES
PURPOSE

To comply with state law as well as provide a lerfer employees
required to perform jury duty and appear in countspant to the issuance
of lawful summons.

POLICY

Notice of Service Jury duty is everyone's civic responsibility.you are
called to serve, you must give written evidencegycof the summons) to
your supervisor as soon as possible so that prajpangements can be
made to cover you in your absence. In additioappof service must be
submitted to your supervisor when your jury dutgasnpleted.

Postponement Metro Corp. cannot make any attempt to have your
service on a jury postponed except where busin@sdittons necessitate
such action.

Jury Duty. The Company is committed to helping employeées whe
important civic responsibility of jury duty. Theo@pany will pay all
employees for the first three (3) days of jury dutyhereafter, the
Company will pay the difference between the payeiresd for juror
service and the amount of regular compensation. r€oeive
compensation, you must present a court vouchepeowf of actual juror
service. Employees selected for jury duty mustnstulthe jury duty
subpoena to Human Resources. If employees semsngurors are
excused from Court prior to the close of the bussnéay, they will be
expected to report to work. Please notify your esuigor when
summoned for jury duty, so that work schedules rhayarranged to
accommodate your absence.

Witness Duty. If you are subpoenaed to appear as a witnesglatyou
may use accrued vacation or personal or sick l&agever your absence.
If you have no unused, accrued leave, you may twakaid leave for the
purpose of complying with the subpoena. If you subpoenaed to be a
witness at trial, you must give your supervisoogycof the subpoena as
soon as possible after receiving it, and you arpeeted to make a
reasonable effort to minimize the duration of yaitness leave.
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RETIREMENT SAVINGS PLAN

PURPOSE

Because most individuals find it difficult to surg on their Social
Security benefits alone, Metro Corp. has estabtishe401(k) plan to
assist you on a “tax-deferred” basis in your pasplyment years.

SCOPE

All full-time employees who are at least 21 yeaifrage.

POLICY AND PROCEDURE

Enroliment Date. You are eligible to enroll in the 401(k) plan vigour

first full pay period. You are fully vested aftaveé (5) years, provided
your employment is continuous.

Employee Contributions. Each pay period, employees may contribute to
the Plan, on a tax deferred basis, a portion oir thelary, up to the
federal dollar limit per calendar year. When Comparerformance

allows, Metro Corp., in its sole discretion, maydith” a portion of each
employee’s contribution.

Plan Description. For a full description of Metro Corp.'s Retireme
Plan, please contact the Company’s Human ResoAdm@sistrator
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TRAVEL AND ENTERTAINMENT
PURPOSE
To establish guidelines for business travel andreainment.
POLICY AND PROCEDURE

Approval for Travel .

All travel plans require prior approval of yoummediate
supervisor.

Reimbursable Travel, Food, Lodging, and Expenses

Since there are different levels of reimbursemfent different
types of travel and the definition of "businessvéda is not
standardized, you should obtain clarification invate of
planning a trip as to what expenses are paid byrdV€brp.--
either directly or by reimbursement--and what mhaestborne by
you. Some travel which is entirely for the benefitMetro Corp.
is fully funded. Other travel may be partly foruopersonal
benefit and partly funded by Metro Corp.

Travel Tickets. In general, you are encouraged to select thst lea
expensive tickets available for airline or traiavil, e.g., coach
class. Tickets should be purchased well in advamndeere
possible, to obtain the lowest rates. Any penakigsociated with
changing reservations will be paid for by Metro goonly if
required by Metro Corp. or beyond your control.

Meals. You are encouraged to select moderately-priced
restaurants. Lunches are not reimbursable untessare part of
a regular entertainment activity.

Hotels/Motels You are also encouraged to select moderately
priced hotels/motels, when there is an option whildes not
seriously inconvenience you. Also, please use hotdlere trade
accounts have been established, when possible, émgloyees
are usually approved to stay in hotels where ceniggs are being
held). If late arrival is guaranteed and the resgon must be
canceled, the cancellation must be made withirtithe allowed.
Metro Corp. will not pay for no-shows.

Automobiles. If you are traveling by automobile (your ownar
rental car) you must carry public liability and pesty damage
Page 44 of 90



insurance at the minimum required by lamo employee may
rent cars on Company business unless they holdic diaver’s
license and have the state mandated minimum inserahey
should supply copy of insurance to Company.

Baggage Expenses You must bear any extra costs on luggage
that exceeds weight or other established limitaticexcept for
required business materials that you are authoozedquired by
Metro Corp. to carry.

Gratuities. For expenses such as meals, taxi, etc., we stigge
gratuity equal to the accepted norm (generally 18%@ included
in the amount reported. Gratuities in excess d¥ 28re not
reimbursable. It is proper to show as "tips" gitegs to redcaps,
skycaps, hotel porters, and bellhops (generall@Gper bag).

Laundry and Valet. No laundry or valet expenses will be
reimbursed for out of town travel less than onekvee

Travel Insurance. Any travel insurance which you purchase is at
your personal expense.

lliness During Trip. In anticipation of a trip, it is suggested that
you familiarize yourself with the requirements b&tMetro Corp.
insurance policy regarding in-network and out-ofwerk medical
care to ensure reimbursement by the insurance Qonpa

Telephone A reasonable number of limited duration teleghon
calls home are considered acceptable on a bugdmgss

Combined Business and Personal TravelMetro Corp. pays for
the cost of the business segment, and you payhédifference
between that and the total.

Spouse/Family on Trip If you choose to take your spouse or
"significant other" on an approved business tripe tadditional
expense incurred is personal. Metro Corp. wilinleirse expenses
to the extent that it would have cost for you al@ine., the single
rate for a hotel room).

Miscellaneous Expense Unexplained items labeled
"miscellaneous” are not allowable items of expens&ome
examples of items not considered allowable are: spapers,
magazines, shoe shines, personal expenses indarrédusehold
services due to employee's absence on a busimessttr
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Entertainment.

Purpose Entertainment must serve definite business mapo
with a reasonable expectation of deriving increakeiness
benefits, networking and sharing crucial informatigith contacts
relevant to the continued success of Metro Corp.

Fellow Employees In general, entertainment (luncheon, dinner,
etc.) of fellow employees of Metro Corp. is notoaled except
when it is appropriate for that employee to be @méswhen
entertaining an outside contact.

Expense Reports To ensure compliance with these regulations
on lunches, dinners, and other entertainment ewsenghe
following information must be shown on the expereggort:

a. Cost,;

b. Date;

C. Place (name and location) and nature of
entertainment;

d. Business purpose and nature of business benefit
derived or expected to be derived; and

e. Name and title of people present or other

designation sufficient to establish business
relationship to Metro Corp.

Receipts Original itemized receipts are required for all
expenditures and must be attached to the expepsese Only the
actual cost of the meal plus tip will be reimburselth no event
will any undocumented expenses in excess of $25@0
reimbursed.

Reporting Travel and/or Entertainment Expenses

Forms. An expense report form must be used to reportravel and
entertainment expenses. Expense reports that laek More than one
month after a trip may not be reimbursed. Any tfaagvances and/or
Metro Corp. paid expenses should be noted on #psrt. Forms are
available from the accounting bookkeeper.

Proof of Expenses You must submit proof of expenses, with depantme
head approval, including purchase of travel tickdtstel bills, meal
reimbursement, gasoline mileage, road tolls, tases, tips, parking costs,
and other expenses to the accounting bookkeepepie€ of credit card
bills may be used for this purpose.
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Travel Advances A minimal amount of cash will be issued as adta
advance for miscellaneous expenses at the disarefithe Company’s
Chief Operating Officer and with approval of thedaement Head. A
request form must be submitted to the Company’&iGDperating Officer
three (3) days in advance and strict accountingt ineikept of the use of
the cash, including receipts returned with the espeaeport.

Personal Car Use

Mileage for personal car use on behalf of the Comipevhen approved in
advance by your supervisor, will be reimbursed, amaexpense report
form, at the current IRS approved rate. Employeest have insurance
coverage (including liability coverage) on any e vehicle used for
Company business.

Cell Phone Use

Employees with Company cellular phones are expdctedilize the phone
for business purposes only. Use of the phonedmsgnal phone calls
should be kept to a minimum, and all personal phuatlecharges should be
paid for by the employee.

When using cellular phones while driving, employees expected to
adhere to any local law restrictions, and shouklaiands-free device for
the safety of the employee, passengers, and otiversl

Personal Use of Telephones, Blackberry, Pagers, FdMachines, Mail
Facilities, and Photocopy Machines

Conducting company business requires the full dsefface equipment.
Therefore, the Company discourages the use oélgphiones, pagers, fax
machines, mail facilities, and photocopy machings employees for
anything other than Company business.

The Company recognizes, however, that there mapdoasions when
employees must make personal use of such equipng&nth use should
be kept to a minimum, and must not interfere witie temployee’s
productivity or the productivity of others.

Abuse of the Company’s telephones, pagers, fax meshmail facilities
and photocopy machines for personal reasons mapt iesdisciplinary
action.

Whenever possible, employees should make persat@bhione calls
during breaks or lunchtime. Employees must reirsduhe Company for
all personal calls, fax transmissions, postage,pnradocopies.
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SECTION 4

EMPLOYEE COMMUNICATIONS
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BULLETIN BOARDS

PURPOSE

To provide an effective channel of communicatiom émployees
regarding Metro Corp. policies, benefit prograntdy yacancies, special
events and so forth.

PROCEDURE

The Company has established rules applicable enghloyees that
govern solicitation and distribution of written ragal (including email)
during working time, and entry onto Company premiaed work areas.
All employees are expected to comply with thesesul

* No employee shall solicit or promote support foy aause or
organization during his or her working time, oridgrworking time of
employees at whom such activity is directed.

* No employee shall distribute or circulate any wentor printed material in
work areas during his or her working time, or dgrthe working time of
employees at whom such activity is directed.

» Under no circumstances will non-employees be péenhiio distribute
written material on Company property.

As used in this policy, “working time” includes &ine for which an
employee is paid and/or is scheduled to be perfayreervices for the
Company. It does not include authorized breakogstimeal periods, or
periods in which an employee is not performing, snabt scheduled to
be performing services or work for the CompanyolitStation” includes,
but is not limited to, requesting funds, signatusesmducting membership
drives, offering to sell merchandise or servicésjiteng membership in
clubs or organizations, or engaging in any otheiilar activity.
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LEAVING THE COMPANY

Employment at the Company is on an at-will bagisl @an be terminated by either the
employee or the Company, at any time, with or withwotice, for any reason, or no
reason. Termination means that an employee isa@pg@from the Company, and will
be removed from the payroll. The effective datéeomination is the last day worked.
Any wages owed through the termination date, indg@ny accrued, unused vacation
time, shall be paid to the employee by the nextileggpayday. Massachusetts employees
who are involuntarily terminated will receive paymef all wages owed through the
termination date, including any accrued, unuse@tmac time. Upon separation from
employment, an employee should be certain thaCtmapany has his or her current
address in order to ensure timely arrival of th&\Werm, and any other appropriate
paperwork.

Notification of Termination by Employee

The Company will consider an employee to have Maluly terminated his or her
employment if an employee does any of the followika@) elects to resign from
the Company; (b) is absent from work for threed@)secutive days without
giving proper notice to the Company regarding mikex absence; or (c) does not
return to work after a Company approved leave seabe. Employees who
voluntarily terminate their employment with the Qumany will receive their final
wages on the regularly scheduled payday followiagrtseparation from the
Company.

Employees who decide to resign their employment Wie Company will be
asked to give at least two weeks’ notice. Whike@ompany does not require
such notice, we do appreciate employees giving lesaat that much time.
Occasionally, the Company may decide that it ifhe Company’s best interest
for the employee to leave immediately or soonen th& notice date. In such
cases, the Company may impose an earlier date.

Notification of Termination by The Company

The Company maintains the right to terminate emplayt, as it deems
appropriate, for any reason or no reason whatsoesfeould the Company make
the decision to terminate an employee, the separéiinvoluntary. Employees
who are separated involuntarily will be paid foe time worked and all accrued
but unused vacation days, if applicable, on trest Hay of employment.

At-Will Employment

As mentioned elsewhere in this Manual, all employtmelationships with Metro
Corp. are on an at-will basis. Thus, although M&awp. hopes that its
relationships with you are long-term and mutuadlyarding, Metro Corp.
reserves the right to terminate any employmentiogiship at any time, with or
without notice or cause.
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If you voluntarily decide to leave Metro Corp., &gk that you give your
supervisor at least two (2) weeks prior writteniceat Advance notice allows
Metro Corp. to arrange for a replacement. Thiscgoéilso permits Metro Corp. to
give you complete information concerning your bésefNotice should include
the effective date of the resignation and the nedsoleaving.

On your last working day, you are required to turall Metro Corp. property,
such as keys, building passes and equipment, inpaasession. Employees who
are discharged for violations of Metro Corp. pagiand procedures are not
entitled to any benefits, except those requirethiny

Final Expense Reporting

Final expense report forms should be submitteghfocessing prior to the
employee’s last day of employment.

Reemployment with the Company

The Company will consider reemployment of formepéyees if the employee
left in good standing with the Company, and if ¢hare positions available for
which the employee’s skills and experience mayuilsle.

Continuation of Medical/Dental Benefits (COBRA)

If an employee resigns or is terminated (excepgfoss misconduct), or an event
occurs which deems an employee no longer eligidnienfedical and/or dental
insurance benefits, the employee and their eligielgendents may have the right
to continue their current medical and/or dentaliraace benefits for a period of
time under applicable federal law, generally fortagighteen (18) months.

Continuation of benefits under COBRA is availallg¢hose employees currently
enrolled in the Company’s medical and/or dentahglaBenefits will be
continued for the same level of coverage while eygd and will be subject to
the same status change and enrollment timeframes.

COBRA participants will be required to pay the fedist of the current monthly
insurance premium plus administration fees. Amgnges in premium costs will
be communicated to COBRA patrticipants. Contact BaiiResources for the
current COBRA premiums.

Information about your COBRA continuation rightdivide sent to your address
of record shortly after your termination date.

COBRA benefits may be available to dependentsabatout of the medical
and/or dental plans at ages 19 or 23. For thgsendients, COBRA benefits are
available for up to 36 months. Employees mustacrtiuman Resources as
soon as possible to protect their dependents’ COB&#As and to provide

Page 51 of 90



information such as the dependents’ address fgrgses of sending the COBRA
notification information.

Exit Interview Questionnaire.

As part of our efforts to improve our working eronment, you may receive a
confidential questionnaire shortly after your temation date. The questionnaire
is designed for you to tell us about both the gaod bad experience you had
while employed. Responses to the questionnaiile ke summarized
periodically and will be reviewed with managememtai manner that maintains
the confidential nature of the information.
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SECTION 5

TRAINING AND DEVELOPMENT

EMPLOYEE ORIENTATION

PURPOSE

To assist newly hired employees in adjusting ® khetro Corp. work
environment and become familiar with Metro Corpli@o procedure,
and benefit programs.

POLICY

The first ninety (90) days of your employment widetro Corp. is an
orientation period. The orientation period wilVgiboth you and Metro
Corp. an opportunity to get to know one anothehne @rientation period
may be extended when necessary to fulfill the neédsnew employee
and those of Metro Corp.

PERFORMANCE PLANNING AND REVIEW

The Company’s goal is to clearly articulate perfante standards for employees,
and provide regular feedback against performanpeaations. In addition, the
Company strives to complete formal performancewatans upon completion on
an annual basis, and whenever deemed necessary.

Formal Reviews One of your supervisor's most important resgolises is
your growth and development as a Metro Corp. teamber. The formal
performance evaluations typically will include aieav of the quantity and
quality of the work performed, accomplishment ofeatives, job knowledge, an
employee’s initiative, attitude, responsiveness, ability to work successfully
with colleagues. Depending upon an employee’sigdrription and duties, a
performance review also may include a review oéotelevant factors. The
process encourages two-way communication and slaasintability between
supervisor and employee.

Informal Reviews. Your supervisor will also periodically condunformal
reviews to provide you with ongoing guidance. Wdwaar you have a question
about how you are doing on the job, you shouldesitate to ask your
supervisor. You are encouraged to discuss yodoimeance at any time, and it is
not necessary to wait until the formal evaluationcess.

Impact of Reviews on CompensationPositive performance evaluations do not
guarantee increases in salary or payment of borarsasy other type of

Page 53 of 90



discretionary compensation. Promotions, salarsem®es, and the discretionary
payments of any kind are solely within the disaetof the Company, and depend
upon many factors in addition to individual perf@amece.

Performance Improvement Plan Employees who are experiencing certain
performance-related problems may be put on a padoce plan by their
supervisor, with the goal that performance willagly improve to a satisfactory
level. Performance improvement plans are indiigitailored to meet the needs
of the employee and the particular situation. $hthue employee continue to
exhibit performance related problems, disciplinacsion up to and including
termination may be implemented according to Compaagtices. As
employment with the Company is at-will, a perforamplan does not guarantee
continued employment for any length of time, in@hgithe duration of the plan
or disciplinary action itself. The Company doe$ guarantee an employee the
right to be placed on a performance plan, andaime the right to terminate an
employee’s employment at any time, before, aftetusing implementation of a
performance plan or disciplinary action
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SECTION 6

SAFETY, HEALTH AND SECURITY
ACCIDENTS/INJURIES
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PURPOSE

To prevent employee injuries and/or spread of agious illness; to
maintain a workplace free from recognized safety health hazards; to
facilitate Metro Corp.'s ability to comply with O2¥$ requirements; to
provide a uniform system of reporting work-relasetidents and injuries.

POLICY

You should report to your supervisor immediatélydu or any visitor is
injured. No matter how slight the injury is beklto be, it should be
reported immediately to the supervisor. You shadt attempt to treat
your own or someone else's injuries without asscga

Medical Attention. If medical attention is needed, the employee or
nearest bystander should contact the Human ResoAssestant, who will
provide assistance and take emergency measures tpritvansport to
outside medical facilities, if necessary. For agecy treatment, you will
be transported to the appropriate Hospital Emeng&uom.

Physician's_Statement You may be required to submit a physician's
statement as to the length of time you expect touieof work. Prior to
returning to work, you must submit a physician&esnent that you are
able to carry out the essential functions of yaasifon.

Workers' Compensation Claims Metro Corp. is not responsible for the
processing of Workers' Compensation claims for eamployee who fails
to adhere to this policy. Employees are solelypaoesible for any loss
incurred through unauthorized treatment.

Damaged Equipment For your safety, and that of other employees,
please report any damaged or broken equipment o sgpervisor so
that repairs may be scheduled.
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SECURITY

PURPOSE

To identify and provide security measures necgssaprotect staff and
visitors.

POLICY

Keys. You are responsible for any keys and/or builgdagses which are
issued to you. You are required to return issusa kand building passes
when the nature of your job changes or when youpleyment is
terminated. The unauthorized duplication of keyd hnilding passes or
giving out office key codes to unauthorized peopte considered a
breach of Metro Corp. security and will subject éogpes to disciplinary
action up to termination. Employees who lose thkeiys or building
passes are required to pay for their replacemeahtag changes required
in the lock system.

Visitors. Personal visitors are not permitted in work aresdess

accompanied by a Metro Corp. staff person. Shitudd necessary for a
friend or relative to speak with you during workihgurs, the individual
must wait at the Reception Desk. All visitors mu$ieck in at the
receptionist desk. The receptionist will call thiaff member and the
staff member must escort the visitor while on thengses. Former
employees are generally treated the same as otbiéory under this
policy. Staff who have been terminated involuhyamay be excluded
from visiting Metro Corp.

Children. Children visiting Metro Corp. must be accompdnad all
times by an adult.

After-Hours Staff. If you are required to be in the office after natm
hours or weekends, you will have to sign in andugpdn arrival, and /or
use your building pass.

Metro Corp. Authority . Metro Corp. reserves the right to direct that an
visitor leave the grounds upon request by the CoyipaChief Operating
Officer. If a visitor who is requested to leaveedmot do so, the police
may be called and the individual reported as passer.

Intruders. If you notice any suspicious individuals on the rgmises
please notify the receptionist immediately.

Locks. Only Metro Corp. is permitted to place locksasry part of Metro
Corp. property. Any unauthorized locks will be mmatly removed by
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Metro Corp. and subject the employee(s) to distgely action. Staff

who have any concerns about security should adihee Human
Resources Administrator.

Theft. You must exercise reasonable care for your owateption and
that of your personal property. In addition, yoe axpected to respect
the property of others. Unauthorized possessiqraerty belonging to
another employee or visitor will be considered aaloh of Metro Corp.
security and will subject you to disciplinary actio Metro Corp. will
assume no responsibility for employee losses rieguftom robbery or
theft while either on or away from the premisedvetro Corp. business.
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SERIOUS ILLNESSES

Metro Corp. recognizes that employees with lifeettiening illnesses, such as AIDS,
should be treated with dignity and respect and figgdhto continue to engage in as many
of their normal pursuits as their condition allovitsgluding work. As long as these

employees are able to meet acceptable performaacdasds, and the medical evidence
available to Metro Corp. indicates that their coiodis are not a health or safety threat to
themselves or others, Metro Corp. will continuebto sensitive to their conditions and

assure that they are treated consistently withraghgloyees. At the same time, Metro
Corp. seeks to provide a safe work environmenglfioits employees and those members
of the public with whom they may come into contact.

Americans with Disabilities Act Metro Corp. complies with the federal Americans
with Disabilities Act ("ADA"), the Massachusetts iF&Employment Practices Act, the

Pennsylvania Human Relations Act and any otherieglpke federal, state and local

statutes and ordinances.

Metro Corp. reserves the right to require postigbie-employment medical
examinations and testing and to undertake suclctiofe control procedures as are
permitted by law and/or recommended by the NIH, CBx@ other regulatory and
research bodies.

Confidentiality. It is the intention of Metro Corp. that all eropées be afforded
complete confidentiality when seeking counselingnedical referral assistance.

Disclosure by Employees Employees may not disclose the AIDS, AIDS - texda
complex, or HIV-positive status of other employdesanyone without authorization.
Improper disclosure may impose civil liability onello Corp. and, personally, on the
employees involved. Such information should notdisclosed to_anyone else. The
employees of Metro Corp. are entitled to privacgt fimedom from rumor and innuendo.

Commitment. Metro Corp. has an overall commitment to heatlucation and to
maintain an open and informed environment for adpkyees. AIDS is a national health
problem and Metro Corp. feels the responsibility educate its employees so that
prejudice and unwarranted fear about the diseagheinworkplace can be eliminated.
Consistent with this commitment, Metro Corp. offéhe following range of resources:
staff education and information on terminal illn@s&l specific life-threatening illnesses;
referral to outside agencies and organizations tifil@r support of services for life-
threatening illnesses; and benefit consultatioasgist employees in effectively managing
health, leave, and other benefits.

Equal Employment Opportunity. Metro Corp. is an equal opportunity employer and
does not discriminate against persons becausexpfge, race, national origin, religious
beliefs, disability, sexual orientation, or becautey have AIDS, AIDS-Related
Complex (ARC), or have received a report that thest positive for the antibodies
associated with the HIV virus.
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Education. Metro Corp. wants to be sure that all employaesny that current scientific
studies show that AIDS is not transmitted througbual contact at work, such as eating
meals in the same place, using common meal fasland eating utensils, breathing the
same air, sharing bathroom facilities, touching swn paper and using the same
telephone and other work-related equipment.
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VEHICLE USE

PURPOSE

To insure the safe operation of vehicles usedvfeiro Corp. business.

POLICY

Reporting Reguirements If you operate a vehicle for Company
business, you must report to Metro Corp. any céaoehs or
suspensions of driver's license, conviction of a |Dtharge, or
involvement in an accident resulting in injury oérpons or property
damage exceeding $500. Automatic suspension wiqge to operate a
vehicle for Company business will result for suspen, cancellation, or
DUI conviction. Metro Corp. will make the deterration of whether the
circumstances of the accident warrant suspengtaiure to make such a
report will result in disciplinary action.

You must also maintain insurance equal or greaethe minimum
statutory limit mandated by the state in which yoairis registered.

We want employees how use their vehicle for bissinmirposes to report

insurance, cancellation of policy, and give HR cagybinder page of
auto insurance each time it renews.
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CONFIDENTIALITY

As an employee of Metro Corp., your employment meguire you to use or have access
to Confidential Information. Such information i§ great importance to the Company
and all employees are under a legal obligation #ntain the confidentiality of such
information. This policy explains our employeebligations in this regard.

Under our policies, the term “Confidential Infornoat” means (i) any and all
information pertaining to the Company’s business emarketing plans and strategies; (ii)
the identity of the Company’s subscribers, readadsiertisers, and vendors; (iii) the
terms of any contracts with any of the Company’seatisers and vendors, and the
amounts and rates paid to the Company by its ddeestand vendors; (iv) any and all
files that employees have created, maintained ed us the course of performing their
duties for the Company, or to which they otherwisge had access during the period of
his or her employment with the Company as a sulbggbossible publication in any of
the Company’s publications; (vi) any informationtaibed either as a result of any
interview that an employee has conducted in theseoof performing his or her duties
for the Company or as a result of any interview #ray other employee has conducted
during such employee’s employment with the Compdwiy), any information regarding
the subject matter of any articles or stories that Company intends to publish, may
publish or has considered publishing; (viii) anylail documents electronic data bases,
or other materials containing any information withthe scope of subparagraphs (i)
through (vii) above, including but not limited toemoranda, subscriber and advertising
lists, e-mail messages, computer disks or prinfaoledexes, handwritten or computer
generated notes, tape or video recordings, andsjmrndence.

The term “Confidential Information” does not inckidny information already published
by the Company, nor does it include any of the nmiation specified in categories (v),
(vi) and (vii) after a period of six (6) months helapsed following a final decision by the
Company not to publish any article based in whalenopart on such Confidential
Information.

Both during their employment and thereafter, alptayees of the Company must strictly
maintain the confidentiality of all Confidential formation. Without the Company’s
express written permission, they may not discloeg &onfidential Information to
anyone not employed by the Company at the timeisgl@sure, nor may they use any
Confidential Information other than while employegthe Company and as necessary to
perform their duties for the Company. Under ncuwinstances may an employee or
former employee (either for his or her own benefitfor the benefit of any person or
entity other than the Company) (a) use or disckrsg Confidential Information or (b)
prepare or assist in the preparation of any arttteay, or other report that pertains in any
way to any subject or topic with respect to whibk employee has used, developed, or
had access to any Confidential Information. Upenmination of employment, however
occasioned, employees must return to the Companged recordings, notes, computer
disks and all information derived from such distscuments and files that were made,
gathered or used by them during the course of gmployment with the Company.
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Employees will be required to sign a Confidentidbrmation Agreement Imposing
contractual obligations upon them with respectuchsanformation.
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COMPUTER SERVICES/ELECTRONIC COMMUNICATIONS

PURPOSE

To establish appropriate security measures witlarce¢p Metro Corp.’s
computer and telephone network, including accessartd review or
disclosure of voice mail and electronic files areceonic mail (e-mail)
transmitted through or stored on any part of Me@rorp.’s computer
system; to regulate the use of e-mail and the neterincluding but not
limited to, the World Wide Web.

SCOPE

All employees and any other person authorized ® Metro Corp.’s
computer and voice mail system, whether on a reguléemporary basis
(“Authorized Users”).

POLICY

Metro Corp. provides a wide variety of computer aetivorking services
for its employees. As a user of Metro Corp’s cotepwand telephone
facilities, you must conduct yourself in a professl and responsible
manner. It is each computer user’s responsibititpe familiar with and
abide by the provisions set forth in this policy.

As an employee, your use of Metro Corp.’s compudkagtronic mail, and
telephone and voice mail systems represents aeragré to abide by the
Company’s policy regarding that system, and incdugleur understanding
that you have no expectation of privacy with usetho$ information or
with the transmission, receipt, or storage of infation in this equipment.

PROCEDURE

Administration. This policy is administered and the equipment
maintained by the Information Systems Departmei*) under the
supervision of the Company’s Chief Operating Office

Ownership. Metro Corp’s computer system includes individdagktop
computers (PCs), laptop computers, floppy disksnmact disks (CDs),
zip disks, magnetic tapes, modems, file servensitgrs, and all other
components of the Company's computer network. ®&e@orp’s

equipment and systems have been acquired, instaliet maintained at
great expense to Metro Corpll hardware and software are exclusive
property of Metro Corp. Records, files, and electonic
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communications contained in these systems likewisee the property
of Metro Corp.

Hardware Modifications. Authorized Users are not permitted to make
any hardware modifications to Metro Corp equipmanto use hardware
brought in from outside Metro Corp. without thegorexpress approval of
the ISD.

Software Installation. Authorized Users are prohibited from installing
any software whatsoever onto the networkyour individual computer.
Often the installation of a new software progranm @dter or replace
critical “system” files needed by other applicasonThe ISD will not,
however, provide any support for programs instabbgdyou on the local
hard drives. In addition, if non-approved softwargrograms have been
installed on any local hard drives or the netwd8D may remove them
immediately without informing the user.

Viruses. Metro Corp.-approved virus checking software niesinstalled
and always running on your computer. Never disdhle software.
Never insert any floppy disks into your PC or dowad any files from any
outside source without first checking them for gis.

Business Use Use of Metro Corp’s computer network is provided
Authorized Users at Metro Corp’s expense to ask&mn in carrying out
Metro Corp’s business. The network permits Authedi Users to perform
their jobs, share files, and communicate with eater internally and
with selected outside individuals and companie$ Wetro Corp, in its
sole discretion, decides should be accessible fwnneunication or
connected to the system. The computer networkfiseslthereon are to
be accessed only by those Authorized Users who aaweed to access a
particular program and file during the course ofranonnection with their
employment. Unauthorized review of files, disseamtion of passwords or
confidential information, damage to systems, rerhof/iles or programs,
or improper use of information contained in the pomer system is
strictly prohibited and could result in the immedidermination of the
offending individual.

Company Access Access through the Metro Corp to the computer
system and to the Internet, is intended for busHtelted purposes. Use
of the computer network or the Internet to engageommercial activities
(such as soliciting outside business ventures, radwve for personal
enterprises, or soliciting for such non-Companyatesd purposes as
fundraisers) for your own benefit, or for the benhef anyone other than
Metro Corp., is prohibited.
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Monitoring. The system and its contents are subject to ohspe
examination, and/or monitoring by authorized MeDarp representatives,
for any reason deemed sufficient by Metro Corptgsdole discretion.
There are many reasons why Metro Corp. may neaddess employee e-
mail, computer files, the computer network, or ot@®@mpany property,
including, but not limited to the following needs$o continue to conduct
business at times when an employee is unavailédblesspond to request
by outside auditors or counsel; to respond to disgprequests if Metro
Corp. is involved in litigation; to maintain qualitcontrol; to conduct
training activities; and to monitor job performan@nd investigate
employee conduct. Nothing in this paragraph isended to limit Metro
Corp.’s rights to conduct such monitoring or indpmtat any time.

Review, Deletion and Disclosure Metro Corp. has the capability to
access, review, copy, modify, and delete any in&tiom transmitted
through or stored on the network, including e-maéissages. Metro Corp.
reserves the right to access, review, and copy,ifjpant delete all such
information and to disclose it to any party (insateoutside Metro Corp.)
that Metro Corp., in its sole discretion, deemsrappate for any valid
business purpose. Any files containing the pensorfarmation of an
Authorized User as a result of the User makingdectal use of a
computer for personal purposes, including transiomssf personal e-mail
messages, will be treated no differently than ofiies. Accordingly,
Authorized Users should not use the computer sysbtesend, receive, or
store any information that they wish to keep pevat

Shared System Authorized Users should be aware that computer
programs record a variety of information and dataj that even when a
User deletes or erases the data or files, suchrialatmay still be
retrievable at a later time either from the netwislelf or from back-up
tapes. Authorized Users should consider the coenmétwork a shared-
file system under which files sent, received, aret anywhere in the
network will be available for review and use by aaythorized
representative of Metro Corp.

Security and Passwords Security on the computer system is high
priority. Authorized Users must use passwords adaravailable by the
ISD to protect against unauthorized access to fileswhich they are
working. (Note, however, that individual passwords not prevent
authorized Metro Corp. representatives from acogdsiose files.) Never
disclose personal or system passwords to anyorer titlan authorized
Metro Corp. representatives. Keep your passworgbir head, on your
person (wallet or purse), or locked up — not inrydesk drawer or taped
somewhere on your computer. If you believe thahesane else knows
one of your passwords, you should contact the SBaive your password
changed. You are responsible for any informatrangmitted through the
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network under your user login. System logs existtioe servers that
identify which user signs into which computer.

Problems If you feel you can identify a security problem the network

or on your computer, notify the ISD immediatelyo Bot demonstrate the
problem to other users. Do not ever use anothdividual's account

without express written permission of the accowlitdér. Never attempt
to log on to the network as a system administrator.

Confidential Client_and Company Information. Employees must
exercise a greater degree of caution in transmittonfidential Metro
Corp. information on the computer network than thale with other
means of communicating information (for exampleittem memoranda,
letters, or phone calls) because of the reducedahueffort required to
redistribute information electronically.

1. Confidential Metro Corp. information should nevbe
transmitted or forwarded to outside individuals or
companies not authorized to receive that infornmatod
should not be sent or forwarded to other persosislénthe
Company who do not need to know that information.

2. Unencrypted confidential or Metro Corp. informatio
should not be transmitted over the Internet or ather
non-secure service. You should assume that theznieit
and similar services are not secure — that is,ssnépecial
encryption programs are utilized, your messages nwy
be private and may be accessed by unauthorizedrnzers

3. Always use care in addressing e-mail messagesale m
sure that messages are not inadvertently transiittean
unauthorized user or a disinterested Authorizedr.Uda
particular, exercise care when using distributigis| to
make sure that all addresses are appropriate eetsppf
the information. Individuals using lists shouldkda
measures to ensure that the lists are current.

4, Refrain from routinely forwarding messages contan
confidential information or Metro Corp. informatioto
multiple parties unless there is a clear businessirio do
So.

5. Do not transmit Metro Corp. information to outside
individuals or companies on a floppy disk or other
electronic carrier (i.e., zip disks) if that disk carrier has
previously been used within Metro Corp. Such eteut

media may have previously contained confidentiakrive
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Corp. information, and even though that informatoay
have been “deleted,” so that it no longer showonphe
file directory, it may still be retrievable by threcipient.
Transmit the information on a new disk instead.

Attorney-Client Privileged Communications. Some of the e-mail
messages or memoranda sent, received, or storiw oretwork may
constitute confidential, privileged communicatidretween Metro Corp.
and its counsel. Never forward such messagebgardontents, to any
outsiders.

Attorney-client communications should not be traitted over the
Internet or any similar non-secure service withaKpress
consideration, in consultation with counsel, of ffwéential waiver
of the attorney-client, work product, and self-exaive privilege.

Viewing and Protecting Electronic_Files In order to further guard
against improper dissemination of confidential Me@orp. information,

Authorized Users should not access their computethie first time each
day in the presence of others. Confidential Me&@arp. information

should not be displayed on the screen when a canputinattended. Do
not leave floppy disks, CDs, or backup tapes tlmattain confidential

Metro Corp. information open to access by thirdspas. Keep them
locked in drawers or file cabinets.

Notebook Computers Extra precautions must be exercised when taking
confidential Metro Corp. information out of the ig# in a notebook
computer. _Never leave notebook computers thatagontonfidential
client or Metro Corp. information unattended whil&aveling.
Confidential client or Metro Corp. information shdwever be stored on
the hard drive of laptops.

Copyrighted Information. Use of the computer system to copy and/or
transmit any software programs, documents, or othmdormation
protected by the copyright laws is prohibited bydeal law and may
subject you and Metro Corp. to civil and criminahglties.

1. Never copy software programs of any kind, inclgdin
programs on the network, without express authadmat
from the ISD.

2. Never accept copies of any software programs fotiner

employees or persons outside Metro Corp. without
approval from the ISD.

3. Never download information from the Internet withho
approval from the ISD. This includes, without lation,
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screen savers, games, music, instant messagingaseft
personal finance software, and income tax softwasayell
as any type of software used in your daily work.

E-Mail_and Internet _Guidelines _and Etiquette Use of computer

network to engage in any communications that ar@afation of Metro
Corp. policies, including, but not limited to, tsanission of comments or
jokes that are discriminatory, defamatory, obscergecent, offensive, or
harassing, or transmission of messages that desglessonal information
about others without authorization, is strictly lpioted. Use discretion
and common sense. If you have any reservationsehaér concerning
the appropriateness of a message, you shouldréfoan sending it.

1. Your e-mail messages may be read by someone tbiter
the person(s) to whom you send them or someday may
have to be disclosed to outside parties or a court
connection with litigation.  All messages should be
courteous, professional, and businesslike.

2. The following general guidelines should be folémy

(@)

(b)

(€)

(d)

Posting an e-mail message intended to insult and
provoke is prohibited. Be polite. Act in a
professional and courteous manner.

Use appropriate language. Do not swear or use
vulgarities or any other inappropriate language.

Use caution when sending “joking” or humorous
messages. Intended sarcasm can be lost without
facial expressions or voice intonations. Jokes
concerning gender, race, religion, disability,
national origin, age, color, or sexual orientatae
strictly prohibited.

Use discretion when sending personal or private
information about yourself through electronic mail.
Despite precautions, messages might be forwarded
(perhaps, accidentally) or viewed over a recipgent’
shoulder.

E-Mail Etiguette. The foregoing e-mail etiquette guidelines apply

equally to Internet communications. In additiohe tfollowing
guidelines apply:

(@)

It is generally recommended that you do not reveal
your home address or home phone number, or those
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of your colleagues (without their permission), over
the Internet. Transmission over the Internet
generally is not secure. Never reveal financial or
credit card information over the Internet.

(b) When expressing a personal opinion over the
Internet that is not officially supported by Metro
Corp, the following disclaimer must be included:
“The opinions expressed are the personal opinions
of the [author] and not of Metro Corp. unless
explicitly stated otherwise.”

Storing _and Deleting E-Mail Messages Metro Corp. strongly
discourages the storage of large numbers of etmaslsages for a number
of reasons:

1. Because e-mail messages frequently contain confale
information, it is desirable to limit the numberstdibution,
and availability of such messages to protect centfiicl
information; and

2. Retention of messages consumes large amountsrafst
space on the network and personal computers andl@an
the performance of both the network and individual
personal computers.

3. Authorized Users should observe the following eliftes
to help minimize disk storage:

(@) Check e-mail daily and delete unnecessary messagesdiately.

(b) Back up or delete unnecessary or outdated messdgessages
which require action or are necessary to an ongpiogect should
be stored in electronic mailboxes or folders onk/ lang as
absolutely necessary. Authorized Users should sloeir stored e-
mail messages regularly to identify messages thatna longer
needed.

Audits_of the Computer System To ensure that Authorized Users
comply with these policies, Metro Corp. may condpetiodic audits of
the computer network, including individual persoraimputers, floppy
disks, CDs, or backup tapes. An Authorized Uskailsire to comply with
any of these policies may lead to disciplinary @ctiup to and including
termination.
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OPEN DOOR POLICY

The Company believes it is important to provide Eyges with channels of
communication so they can have issues or questi@mmsptly addressed.
Therefore, employees should feel free to contach&tuResources or any
member of management with employment-related coscarissues. If an
employee has an unresolved concern, the employethéaight and
responsibility to bring the concern to the attemtad upper management. We
believe that such concerns can be resolved witi@rotganization.

Page 71 of 90



SECTION 7

STANDARDS OF CONDUCT
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EMPLOYEE CONDUCT

PURPOSE
To identify expected standards of professionalabeh for all staff and
provide a corrective action framework designed taintain such
standards.

GUIDELINES
As an integral member of the Metro Corp. team, woe expected to
accept certain responsibilities, adhere to readeralsiness principles in
matters of personal conduct, and exhibit a highrekegof personal
integrity at all times. This not only involves sare respect for the rights
and feelings of others, but also demands that yaftain from any
behavior that might be harmful to you, your co-wek and/or Metro
Corp., or that might be viewed unfavorably by cotrer potential
customers and vendors or by the community-at-large.
Types of behavior and conduct that Metro Corp.saers inappropriate

and warrant discipline, up to and including imméelidischarge, include,
but are not limited to, the following:

» Conviction of felony charge.

* Interfering with Metro Corp. operations.

» Failure to adhere to Personal Appearance Policy.

* Violation of Policy on Harassment.

» Fighting, horseplay, practical jokes or other disty conduct which
may e_ndanger the well-being of any employee or &eDorp.
operations.

* Violating the Substance Abuse Policy.

» Falsifying employment or other Metro Corp. docunsemt records.

* Unauthorized possession of Metro Corp. property.

» Gambling or conducting unlawful games on Metro Cpnemises.
* Possession/use of firearms or other dangerousimstnts.
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* Violation of Solicitation and Distribution Rule.
* Engaging in acts of dishonesty, fraud, theft orosade.

» Destruction of or damage to Metro Corp., employee visitor
property.

* Threatening, intimidating, coercing, or interferingvith the
performance of other employees.

* Insubordination/refusal to comply with instructidiadure to perform
assigned duties.

= Conduct which reflects adversely on Metro Corgefsutation.
= Poor job performance.

= Leaving Metro Corp. before completion of your waskift without
supervisory approval.

= Violation of Attendance Policy.
= Failure to observe safety and security regulations.
= Failure or refusal to cooperate with any investaat

= Discussing confidential Metro Corp. information side the Company
or with those within the Company who have no bussneeed to know
the information

= Engaging in such other practices as Metro Corperdehes may be
inconsistent with the ordinary and reasonable rubésconduct
necessary to the welfare of Metro Corp., its emg@ésy customers or
visitors.

Should your performance, work habits, overall atk#, conduct, or demeanor become
unsatisfactory in the judgment of Metro Corp., luhea violations either of the above or
of any other Metro Corp. policies, rules or regiolas, you will be subject to disciplinary
action, up to and including discharge.
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ATTENDANCE

PURPOSE

To maintain efficient operations and enable Me@orp. to provide
timely, comprehensive customer service at all times

POLICY AND PROCEDURE

Absence/Lateness Reporting The job you do for Metro Corp. is
important. To perform efficiently, you must repoot work on time and

maintain a good attendance record. Many peoplerdepn you -- Metro

Corp. customers and co-workers alike. Howeverregagnize that you
may have to be absent from work due to occasidimass, accident or
personal emergency. This is understandable, but ywst report

anticipated absences or lateness to your superiséelephone prior to
your shift at the earliest possible time. If yail fo report your absence in
this manner, you will be subject to disciplinaryiag, up to and including
discharge.

Notification. If you know that you are going to be absent divaance,
your supervisor must be notified as early as prabte and by 9:30 a.m. at
the latest. If you fail to report an absence irsthianner, you will be
subject to disciplinary action.

Make every effort to speak with supervisor.
Excessive Absence/Latenesdf you are frequently absent and/or late, or

fail to report an absence to your supervisor, the@y be cause for
serious disciplinary action, up to and includingatiarge.

Physician's Verification. Metro Corp. requires a physician's written
verification for all absences of greater than t@pdonsecutive days.

No Call/No Show Absence without notification ("no call/no showty
two (2) consecutive days will be considered a vt@gnresignation.
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CONFLICT OF INTEREST

PURPOSE

To ensure that employees are devoting appropeiffoets to their work;

to reduce potential conflicts of interest from sedary employment; and
to maintain high standards of honesty and integiity Company

operations.

POLICY

In General. All regular full-time employees are expecteddavote their
primary work efforts to the interests of Metro Cognd conduct of its
affairs. Metro Corp. recognizes your right to eg@an activities outside
of your primary employment which are of a privatgure and unrelated to
Company business. However, it is requested that nefrain from
engaging in other employment that: (1) could beomsistent with the
interests of Metro Corp., (2) could, by reason e aissociation, have a
derogatory effect on Metro Corp., and/or (3) cotdduire devoting so
much time and effort to the job that work efficign@ould be adversely
affected.

Other Employment. You are discouraged from accepting outside
employment or engaging in an association with amot@ompany,
especially within the publishing industry, that wuesult in a potential
conflict of interest. You may, of course, pursuthen employment
unconnected with Metro Corp. provided that you carg to perform your
job satisfactorily. Because it is not practicalish every kind and degree
of potential conflict of interest, you should dissuthe nature of any
outside activity with your supervisor before engagin the activity.

Your supervisor should be informed in advance p&esh-making,
participation on panels, and related activities.

Gifts_and Gratuities. You may not, directly or indirectly, solicit or
accept any gifts, money, services, or anything elsealue from any
persons or organizations doing business or destondo business with
Metro Corp.. All gifts should be returned promptitythe donors with an
explanation of Metro Corp.'s policy.

This policy should not be construed as prohigitine acceptance
of gifts from customers and suppliers when circaameseés clearly
show that the gifts are offered for reasons of qeak esteem and
affection, and not with intent to influence the doyee in the
conduct of Company business. For example:
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* A box of candy around holiday time;

» Certain courtesies, such as payment for
a modest lunch or dinner or tickets to a
local public event;

* Advertising novelties, provided the item
is of no appreciable value.

Equipment and Facility Use The use of Metro Corp. equipment and
facilities for non-Metro Corp. business is not pgtad unless prior
approval is received from the appropriate superviso

Questions Any questions regarding a possible conflict wferest or
outside work should first be discussed with the @any's Chief
Operating Officer.

Disciplinary Action. Failure to disclose appropriate information unde
this Policy may lead to corrective action, up td arcluding discharge.

Confidential Information. You are not permitted to use or disclose
privileged, proprietary or confidential informatidar any purpose other
than business related to Metro Corp..
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DISCRIMINATION AND HARASSMENT

Discrimination and Harassment

The Company maintains a positive and productivekveowironment that calls
for the highest standard of personal conducts tihérefore the policy of the
Company to maintain a working environment freeis€dmination and
harassment. The Company strictly forbids discration or harassment of any
kind, including discrimination or harassment basedace, color, religion, creed,
sex, pregnancy, national origin, sexual orientatiopreference, age, physical or
mental disability, genetic information, maritaltsts, ancestry, citizenship,
veteran, military or reservist status, or any otteegory protected under
applicable federal, state or local law.

This policy extends to each and every level ofGoenpany. Accordingly, any
form of harassment or discrimination, whether bgllow employee, supervisor,
or by a third party doing business with the Compavii} not be tolerated. In
furtherance of the Company’s policy to provide eatkou with a work
environment free from discrimination and harassiméet Company requires that
all of its supervisors be responsible for the pnéhem and elimination of all forms
of harassment within their respective departments.

Harassment is verbal or physical conduct that desieashows hostility or
aversion toward an individual and that may be afiemto others, creating an
offensive, intimidating or hostile working enviroemt, or interfering with
another employee’s work performance. Examplesicti ©ehavior include but
are not limited to:

» Using epithets, slurs, insults or negative stengoty,

* Engaging in behavior that is hostile or demeanavgard an individual or
group;

* Threatening or intimidating another individual sogp; and

* Making reference to written or graphic materialtthi@means, ridicules, or
shows hostility toward an individual or group.

An employee who believes that he or she has beealject of discrimination or
harassment based on race, color, religion, cresg psegnancy, national origin,
sexual orientation or preference, age, physicat@ental disability, genetic
information, marital status, ancestry, citizenskigteran, military or reservist
status, or any other category protected under ek federal, state or local law,
or who observes an incident of such harassment&heport the matter
immediately to his or her supervisor. A supervisbo observes an incident that
may constitute harassment or who otherwise becanvase of such an incident,
should immediately notify a member of the Humandreses Group to arrange
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for an appropriate investigation. Upon completbihe investigation, the
employees directly involved with the incident ok advised of the results.

An employee not satisfied with his or her supemsesponse to a complaint of
harassment, or who for any reason feels uncomflertiibcussing the matter with
his or her supervisor (for example, if the complaioncerns the supervisor’'s
conduct) may bring the complaint directly to theeation of Human Resources.
The complaint will be investigated, and the comptag employee will be advised
of the findings of the investigation.

To the fullest extent possible, all internal inwgations of complaints will be
conducted confidentially.
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Sexual Harassment

It is the Company’s policy to provide its employeath a work environment free
from harassment, which includes, but is not limigigcharassment on the basis of
sex. Sexual harassment is a form of sex discritiimahat the Company will not
tolerate and is against the law. Sexual harassmantinclude the following
conduct when it is unwelcome to the recipient:

* Verbal comments or propositions of a sexual nature;

The display or circulation of sexually suggestiveerplicit visual or printed
material; or

Physical conduct of a sexual nature.

Every employee is expected to be aware of thicpa@nd of the types of conduct that
may constitute unlawful harassment, as well asattemues of assistance provided by
the Company for addressing complaints of sexuadsanent.

This policy extends to each and every level ofGoepany’s operations.
Accordingly, sexual harassment, whether by a fekomployee, supervisor, or non-
employee doing business with the Company, whethtééfreosame sex or the opposite
sex, will not be tolerated. In furtherance of @@mpany’s policy to provide each
employee with a work environment free from haragsmnibe Company requires that
each of its managers be responsible for the prereand elimination of all forms of
harassment within their respective departments.

Acts that are considered to constitute sexual Barast include, but are not limited
to, unwelcome sexual advances, requests for séawmis, and other verbal or
physical conduct of a sexual nature where:

Submission to such conduct is either an expregamred term or condition of
employment;

Submission to or rejection of such conduct is wsed basis for an employment
decision affecting the harassed person;

The purpose of such conduct is to substantialgrfate with the affected
individual's work performance, or to create annmtiating, hostile, or offensive
work environment; or

The effect of such conduct is to substantiallyriges with the affected
individual's work performance, or create an intiatidg, hostile, or offensive
work environment.

Examples of conduct that, if unwelcome, may coasisexual harassment depending
upon the totality of the circumstances, including severity of the conduct and its
pervasiveness, include:
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» Direct or implied requests by a supervisor for s¢xavors in exchange for actual
or promised job benefits (favorable reviews, praornd, salary increases);

» Touching any part of another employee’s body;

» Derogatory or provoking remarks about or relatmgn employee’s gender,
sexual orientation, or sexual activity;

» Displaying or transmitting sexually aggressive mats, or using sexually
explicit language or gestures;

» Continuing to ask an employee to socialize on bdofy when that person has
indicated an unwillingness to do so;

* Coerced sexual acts; or

» Off-duty conduct that falls within the above defion, and affects the work
environment.

Please note that while this policy sets forth tleen@any’s goals of promoting a
workplace that is free of sexual harassment, tlieypis not designed or intended to
limit the Company’s authority to discipline or tate@medial action for unacceptable
workplace conduct, regardless of whether that constatisfies the definition of
sexual harassment.

A copy of this policy will be provided to every etapee, and extra copies will be
available from Human Resources upon hire, andbeiltlistributed annually.

Sexual Harassment Complaint Procedure

Sexual harassment of any kind serves no legitipatpose and has a disruptive
effect on the employee’s ability to perform the éoype’s job properly. the
Company takes allegations of harassment very ssyioand will actively investigate
all complaints. If it is determined that harasstrteas occurred, the Company will
take appropriate action against the offending persop to and including termination
of employment.

If an employee believes that he or she has beas$ed or has witnessed the
harassment of others, he or she needs to bringpteerns to the attention of
management immediately in any of the following ways

* Report the conduct to the employee’s immediate rsigue;
* Report the conduct to the employee’s supervisapesrisor;

* Report the conduct to any member of managementwhtim the employee feels
comfortable.
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* Report the conduct to the Human Resources DepartfRbiadelphia — Rick
Waechter or Alexandra Campanaro; Boston — Rick Waeor Joy Bruno)

IMPORTANT NOTE : If the particular circumstances make a discusgiith or a
complaint to the employee’s own supervisor inappate (for example the complaint
involves the employee’s manager), the employeeldhmt hesitate to immediately bring
the matter to the attention of Director of Humars&®eces or any other member of senior
management.

It is the Company’s policy that all such matterd i handled with appropriate care and
discretion, and receives a thorough investigatidfhen an employee brings a complaint
to the attention of any member of the Company, HuRasources will be notified and
an investigation of the allegations will be undeeta promptly. Such investigation shall
generally include, at a minimum, interviews with@rsons identified as having direct
and personal knowledge of the incident(s) in qoesti

If the investigation reveals that inappropriate kpdace conduct has occurred, the
Company will take prompt and effective remedial@tt Such measures are designed to
put an immediate stop to the harassment as wellea®nt its recurrence. Therefore, the
Company retains the right to take whatever actidelieves appropriate under the
circumstances, up to and including terminatingaimployment of the offending person.

In addition, retaliation against employees for repaing or complaining of discrimination or
harassment, or for cooperating in the investigatiorof a report or complaint, is unlawful,
and will not be tolerated. Any retaliation will warrant disciplinary action, up to and
including terminating the employment of the offendng person.

Legal Information

Discrimination and harassment is unlawful undehldetleral and state law. The
Company is committed to responding quickly andaifely to any internal report of
harassment, and hopes that the employee will béartable coming forward and
allowing us to pursue an internal investigatioriha matter.

In addition to the Company’s internal complaintg@dure, an employee may also pursue
a complaint by contacting the following federal atdte agencies:

The federal agency that enforces the law is theaBE§mployment Opportunity
Commission. State agencies also enforce the @lbeant offices may be reached at:

Boston
U.S. Equal Employment Opportunity Commission
John F. Kennedy Federal Building,

475 Government Center
Boston, MA 02203, (617) 565-3200

Massachusetts Commission Against Discriminatiorg @shburton Place, Rm
601
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Boston, MA 02108, 617-994-6000.

Philadelphia

U.S. Equal Employment Opportunity Commission
The Bourse Building, 21 S. Fifth Street Suite 4@Biladelphia, PA 19106, (215)
440-2600

Pennsylvania Human Relations Commission
110 North &' Street, Suite 501

Philadelphia, PA 19107

(215) 560-2496

However, as stated above, the Company is comntitegsponding quickly and
effectively to any report of harassment, and hdapasall employees will feel
comfortable coming forward and allowing us to persuresolution of the matter
internally.
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EMPLOYMENT OF RELATIVES
AND FRATERNIZATION

The Company permits the hiring of relatives, lisgtpers, or significant others, in
circumstances that do not present an apparenticooiffinterest. The Company, in its
sole discretion, will determine whether a confb€interest exists.

Relatives will not be permitted to supervise onether (directly or indirectly), and
relatives will not be hired, promoted or transfdrieto the same department as an
employee who is a relative, life partner or sigrafit other. Employees should also not
be assigned to positions in which they have adoesalaries, performance reviews, or
other confidential information concerning a relatilife partner or significant other. It
also includes the ability to assign, process, eyvapprove, audit, or otherwise influence
the work of a relative, life partner or significasther. If two employees become related
after employment and their positions present almbnyith this policy, one of the two
will be reassigned to another position, if it im#able. If this is not possible, the
situation will be discussed and resolved with timpkyees, their supervisors, and
Human Resources. The company prohibits the hofnglatives within departments
where highly confidential information is availalteemployees such as Legal, Human
Resources, Internal Audit or Compliance.

The Company strongly discourages Managers, inctusiipervisors, from engaging in
romantic relationships with non-management empleydeelationships between
supervisory and non-management employees raisesisgiequity, fairness, and
favoritism. If the Company becomes aware of arghgelationship, both parties will be
interviewed, and if they wish to continue the relaship, the supervisory employee may
be asked to leave the Company.

Relationships between non-management employeewaezldressed by this policy.
However, if a relationship between employees resnltdisruptions in the workplace, or
disrupts performance, the matter will be addressegppropriate, and discipline may be
imposed.
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PERSONAL APPEARANCE AND DEMEANOR

Discretion in style of dress and behavior is esaktu the efficient operation of Metro
Corp. You are expected to maintain an approprigigearance and to behave in a
professional manner. Therefore, you are urgagseogood judgment in your choice of
work clothes and remember to conduct yourselfldiraks in a way that best represents
Metro Corp.

Office staff is expected to dress in appropriateeafor the publication from Monday

through Friday. For most publications, jeans, joggsuits, polo shirts, t-shirts, and
sneakers are not considered suitable business. attir
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TELEPHONE USE
The way you answer the telephone immediately comagyimage of Metro Corp. to the
caller. Efficient and friendly telephone servisevital to our operation.
You should answer all calls to the Company promatig courteously within 2-3 rings,

using a pleasant and helpful voice at all timedentify yourself by name, giving the
caller your complete attention and speaking diyeatid distinctly at all times.
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SOLICITATION AND DISTRIBUTION

PURPOSE

To ensure a professional operating environmentpaadent interference
with work and inconvenience to others; to keep warkas clean and

litter-free.

POLICY

Employees Employees may not distribute literature or mrthimaterial
of any kind, sell merchandise, solicit financiahtidboution, or solicit for
any other cause during working time, without pgp@rmission from the
Company’s Chief Operating Officer. Employees wh® ot on working
time may not solicit employees who are on workingetfor any cause or
distribute literature of any kind to them. Furtimere, employees may
not distribute literature or printed material ofyddind in working areas at

any time.

Non-Employees Non-employees are likewise prohibited from
distributing material or soliciting employees on tkéeCorp. premises at

any time.
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SUBSTANCE ABUSE

It is the Company’s policy to maintain a drug atwbhol free workplace. Accordingly,
the unlawful manufacture, distribution, dispengatijpossession, or use of alcohol, illegal
narcotics, drugs, or controlled substances by Companployees while on Company
business, or on Company premises, are prohibi@mmpany premises include all land,
property, buildings, structures, installations,Kiag lots, means of transportation owned
by or leased to the Company or otherwise beingatifor Company business, and
private vehicles parked on Company premises. Enggloyare also prohibited from
reporting to work while under the influence of diog illegal narcotics, drugs, or other
controlled substances, except if the controlledstarices are taken pursuant to the
instructions of a licensed health care provider.

Violation of this rule will result in disciplinargction, up to and including termination.
In addition, any such substances found during these of enforcing this policy may be
turned over to the appropriate law enforcementaiites, and may result in criminal
prosecution.

Employees suspected of possessing or using alatiagl narcotics, drugs or other
controlled substances (other than controlled snbstathat are taken pursuant to the
instructions of a licensed health care providethatworkplace are subject to inspection
and search, with or without notice. Employeesspeal belongings, including any bags,
purses, briefcases, and clothing, and all Compaogenty, also are subject to inspection
and search, with or without notice.

A conviction for or plea to (including a plea ofla@ontendere) the use, possession, sale,
manufacture, dispensing or distribution of alcohobeverages or illegal or non-
prescribed, controlled drugs shall also subject youdisciplinary action, up to and
including discharge.

Employee Assistance Program (EAP)

The Employee Assistance Program (EAP) is a configlecounseling and referral
service available to help the Company’s staff,rtfe@nily members, and significant
others deal with personal challenges, both at amarkat home. Additional information
about the EAP services is available through HumesoRrces.
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SMOKING

In keeping with the Company’s intent to provideafesand healthy work environment,
smoking throughout the facilities, including thetreoms, hallways, all common work
areas, elevators, conference and meeting roomsy,laind all other enclosed indoor or
outdoor areas, is prohibited.

This policy applies to all employees, clients, adtants, contractors, and visitors.
Smoking is permitted only in designated smokingsre

Compliance with the smoke-free policy is mandatofny disputes involving smoking
should be referred to your supervisor or Human Ress. Employees who violate this
policy are subject to disciplinary action, up talancluding termination. No person or
employer shall discharge, refuse to hire, refussetoe, or in any manner retaliate against
any employee, applicant, or client because sucHaym@@, applicant, or client takes any
action in furtherance of the enforcement of thigutation, or exercises any right
conferred by this policy.
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ACKNOWLEDGMENT

| have received the Metro Corp. Employment InfoiioraManual. | understand that the

contents of the Manual are presented as a mattefasmation only, and that the
policies, procedures and benefits described areoraditions of employment. |

understand that Metro Corp. reserves the rightddify, revoke, suspend, terminate, or

change any or all such policies, procedures andflierin whole or in part, at any time
with or without notice. | further understand tktfa¢ language which appears in the

Manual is not intended to create nor is it to bestaed to constitute a contract between

Metro Corp. and myself, and that my relationshighvi#letro Corp. is "at-will" and may

be terminated at any time with or without noticecause.

(PRINTED NAME OF EMPLOYEE)
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