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Introductory Statement 

Welcome! As an employee of 3 Dog Pack Pictures, Inc. (the “Company”), you are an important member 
of a team effort. We hope that you will find your position with the Company rewarding, challenging, and 
productive. 

Because our success depends upon the dedication of our employees, we are highly selective in choosing 
new members of our team. We look to you and the other employees to contribute to the success of the 
Company. 

This employee handbook is intended to explain the terms and conditions of employment of all full- and part-
time employees and supervisors. Written employment contracts between 3 Dog Pack Pictures, Inc. 
and some individuals may supersede some of the provisions of this handbook.  

This handbook summarizes the policies and practices in effect at the time of publication. We have prepared 
this Handbook to assist you in finding the answers to any questions that you may have and to familiarize 
you with the Company’s philosophies, guidelines and employee benefits.  Please read it carefully and keep 
it for future reference. This handbook supersedes all previously issued handbooks and any policy or benefit 
statements or memoranda that are inconsistent with the policies described here. Your supervisor or 
manager will be happy to answer any questions you may have. 

Upon joining the Company, you were given this copy of our Employee Handbook; please sign the receipt 
page to acknowledge its delivery to you.  The acknowledgment page should be returned to the Office 
Manager along the personnel, payroll and benefits forms that you have been given as a new employee.   

If you lose your Employee Handbook or if it becomes damaged in any way, please notify your supervisor 
as soon as possible to obtain a replacement copy.   

The provisions of this Handbook are not intended to create any kind of contract of employment, express or 
implied, between the Company and any of its employees.  Nothing in this Handbook is intended to modify 
the rights of the Company and you to terminate your employment or otherwise amend the terms and 
conditions of your employment at will at any time for any reason. 

In addition, nothing in this policy is intended to, in any way, interfere with, coerce, or restrain any employee 
from exercising his or her rights under any state or federal labor law, including the National Labor Relations 
Act.  
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At-Will Employment Status 
3 Dog Pack Pictures, Inc. personnel are employed on an at-will basis. This means that both you and the 
Company have the right to terminate your employment at any time, with or without advanced notice and with 
or without cause.  In fact, every aspect of your employment relationship with the Company is on an at-will 
basis.  As part of your at-will employment, the Company expressly reserves its inherent authority to 
manage and control its business enterprise and to exercise its sole discretion to determine all issues 
pertaining to your employment, including all matters concerning promotion, job assignment, the size 
of the workforce, demotion, transfer, and discipline. Nothing in this handbook shall limit the right 
to terminate at-will employment. No manager, supervisor, or employee of the Company has any 
authority to enter into an agreement for employment for any specified period or to make an agreement for 
employment on other than at-will terms. Only an authorized representative of 3 Dog Pack Pictures, Inc. 
has the authority to make any such agreement, which is binding only if it is in writing and signed by both 
an authorized representative of the Company and you. 

Discrimination and Harassment Prevention Policy 
Equal Employment 
It is the policy of the Company to provide equal employment opportunities to all qualified individuals and to 
administer all aspects and conditions of employment without regard to the following: race, color, ancestry, 
age, sex, sexual orientation, gender, gender identity and gender expression, religion (including dress and 
grooming practices), national origin (including language use restrictions), pregnancy (including childbirth or 
breastfeeding), marital status, genetic information (including family medical history), physical or mental 
disability, medical condition (including cancer and AIDS/HIV), military or veteran status, citizenship and/or 
immigration status, credit report or credit information, prior non-conviction arrest record, political activities 
or affiliations, child or spousal support withholding, domestic violence status (including assault or stalking 
victim status), denial of family or medical care leave, lawful conduct occurring during nonworking hours 
away from the employer’s premises, and any other protected class, in accordance with applicable federal, 
state, and local laws.   

Discriminatory, harassing, or retaliatory behavior is prohibited from coworkers, supervisors, managers, 
owners, and third parties, including clientele. The Company takes allegations of discrimination, harassment 
and retaliation very seriously and will promptly investigate when warranted.  

Equal employment opportunity includes, but is not limited to, employment, training, promotion, demotion, 
transfer, leaves of absence, and termination. 

Sexual and Other Unlawful Harassment 
Sexual harassment and unlawful harassment are prohibited behavior and against Company policy. The 
Company is committed to providing a work environment free of inappropriate and disrespectful behavior, 
intimidation, communications and other conduct directed at an individual because of their sex, including 
conduct that may be defined as sexual harassment. 

Applicable federal and state law defines sexual harassment as unwanted sexual advances, requests for 
sexual favors, or visual, verbal, or physical conduct of a sexual nature when: (1) submission of the conduct 
is made a term or condition of employment; or (2) submission to or rejection of the conduct is used as basis 
for employment decisions affecting the individual; or (3) the conduct has the purpose or effect of 
unreasonably interfering with the employees work performance or creating an intimidating, hostile, or 
offensive working environment. The following list contains examples of prohibited conduct. They include, 
but are not limited to: unwanted sexual advances, offering employment benefits in exchange for sexual 
favors, making or threatening reprisals after a negative response to sexual advances, visual conduct such 
as leering, making sexual gestures, or displaying sexually suggestive objects, pictures, cartoons, or posters, 
verbal conduct such as making or using derogatory comments, epithets, slurs, sexually explicit jokes, or 
comments about any employee’s body or dress, verbal abuse of a sexual nature, graphic verbal 
commentary about an individual’s body, sexually degrading words to describe an individual, or suggestive 
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or obscene letters, notes, or invitations, physical conduct such as touching, assault, or impeding and/or 
blocking movements, and retaliation for reporting harassment or threatening to report harassment. 

Sexual harassment on the job is unlawful whether it involves coworker harassment, harassment by a 
manager, or harassment by persons doing business with or for the Company, such as clients, customers 
or vendors. 

Other Types of Harassment 
Prohibited harassment on the basis of race, color, ancestry, age, sex, sexual orientation, gender, gender 
identity or expression, religion, national origin, pregnancy, marital status, physical or mental disability, 
medical condition, military or veteran status, genetic information, or any other basis protected under local, 
state or federal law, including all those listed in this policy under “Equal Employment”, includes behavior 
similar to sexual harassment, such as: verbal conduct such as threats, epithets, derogatory comments, or 
slurs, visual conduct such as derogatory posters, photographs, cartoons, drawings, or gestures, physical 
conduct such as assault, unwanted touching, or blocking normal movement, and retaliation for reporting 
harassment or threatening to report harassment. 

Retaliation 
It is against Company policy and unlawful to retaliate in any way against anyone who has lodged a 
harassment complaint, has expressed a concern about harassment, including sexual harassment, or has 
cooperated in a harassment investigation. Therefore, the initiation of a complaint, in good faith, will not 
under any circumstances be grounds for disciplinary action.  

Enforcement 
All managers and supervisors are responsible for: 

• Implementing the Company policy on harassment, which includes, but is not limited to, sexual
harassment and retaliation;

• Ensuring that all employees they supervise have knowledge of and understand the Company
policy;

• Reporting any complaints of misconduct to a designated company representative so they may be
investigated and resolved internally.  Managers or supervisors should report any complaints of this
nature to the HR department, or another member of the Company’s management team;

• Taking and/or assisting in prompt and appropriate corrective action when necessary to ensure
compliance with the policy; and;

• Conducting themselves in a manner consistent with the policy.

Abusive Conduct 
Abusive conduct means malicious conduct of an employer or employee in the workplace that a reasonable 
person would find hostile, offensive, and unrelated to an employer’s legitimate business interests. Abusive 
conduct may include repeated infliction of verbal abuse, such as the use of derogatory remarks, insults, 
and epithets, verbal or physical conduct that a reasonable person would find threatening, intimidating, or 
humiliating, or the gratuitous sabotage or undermining of a person’s work performance. A single act will 
generally not constitute abusive conduct, unless especially severe and egregious. 

The Company considers abusive conduct in the workplace unacceptable and will not tolerate it under any 
circumstances. Employees should report any abusive conduct to a supervisor or manager with whom 
employees are comfortable speaking. Supervisors and managers are to assume the responsibility to ensure 
employees are not subjected to abusive conduct. All complaints will be treated seriously and investigated 
promptly. During the investigation process the Company will attempt to maintain confidentiality to the fullest 
extent possible.  

It is a violation of Company policy to retaliate or otherwise victimize an employee who makes a complaint 
or a witness who serves in the investigation of the abusive conduct allegation.  
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Harassment Complaint Procedure 
The Company’s complaint procedure provides for an immediate, thorough and objective investigation of 
any claim of unlawful or prohibited harassment, appropriate disciplinary action against one found to have 
engaged in prohibited harassment, and appropriate remedies for any victim of harassment. A claim of 
harassment may exist even if the employee has not lost a job or some economic benefit. 

Anyone who has been subjected to the conduct prohibited under this policy, or who has knowledge of such 
conduct, should report this information following the normal Complaint Procedure as soon as possible. 
However, employees are not required to report any prohibited conduct to a supervisor who may be hostile, 
who has engaged in such conduct, who is a close associate of the person who has engaged in the conduct 
in question or with whom the employee is uncomfortable discussing such matters. Complaints regarding 
harassment or retaliation may be oral or in writing. Any individual who makes a complaint that is 
demonstrated to be intentionally false may be subject to discipline, up to and including termination. 

All reported incidents of prohibited harassment will be promptly investigated. When the investigation is 
complete, a determination regarding the reported harassment will be made and communicated to the 
employee who complained and to the accused harasser. During the investigation, confidentiality will be fully 
preserved without compromising the Company’s ability to conduct a good faith and thorough investigation. 

If the Company determines that prohibited harassment has occurred, the Company will take effective 
remedial action commensurate with the circumstances. Appropriate action will also be taken to deter any 
future harassment. If a complaint of prohibited harassment is substantiated, appropriate disciplinary action, 
up to and including discharge, will be taken. 

The Company recognizes that actions that were not intended to be offensive may be taken as such. An 
employee who believes that they have been subjected to sexual harassment by anyone is encouraged, but 
not required, to promptly tell the person that the conduct is unwelcome and ask the person to immediately 
stop the conduct. A person who receives such a request must summarily comply with it and must not 
retaliate against the employee for rejecting the conduct. The Company encourages, but does not require, 
individuals to take this step before utilizing the above Complaint Procedure. 

Complaint Procedure 
The Company subscribes to the open-door policy. Employees may bring complaints to their supervisor or 
manager for resolution. When matters cannot be handled on an informal basis, the Company has 
established a formal procedure for a fair review of any work-related controversy, dispute or 
misunderstanding. A complaint may be brought by one or more employees concerning any work-related 
problem where the complaint has not been satisfactorily resolved in an informal manner. Employees may 
skip to Step 2 if the complaint is related to their supervisor or manager or if the employee feels they would 
not provide an impartial resolution to the problem. 

Step 1 
The complaint should be submitted in writing to a supervisor, manager or designee within three working 
days of the incident. A written request for a meeting must be submitted simultaneously. Generally, a 
meeting will be held within three working days of the employee's request depending upon scheduling 
availability. Witnesses will be allowed as necessary. If the problem is not resolved during this meeting the 
supervisor, manager or designee will give the employee a written resolution within three working days. If 
the employee is not satisfied, the employee may proceed to Step 2. 

Step 2 
If the employee is not satisfied after Step 1, the employee may submit a written request for review of the 
complaint and Step 1 solution to Company management personnel, or to the Human Resources group. 
Such a request should be made within three working days following the receipt of the Step 1 resolution. 
Company management personnel, Human Resources, or another appointed representative will review the 
complaint and proposed solution and may call a further meeting to explore the problem. This meeting is to 
be attended by the employee concerned, the employee's supervisor or manager (if appropriate), and any 
other employee of the Company whom the aggrieved employee chooses. Company management or its 
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appointed representative will render the final decision within 10 working days after receiving the Step 2 
request, assuming scheduling availability. The decision will be given to the employee in writing and will 
become part of the employee's personnel file. 

The Company encourages all employees to report any incidents of harassment forbidden by this policy 
immediately so that complaints can be quickly and fairly resolved. For California employees: if you believe 
that the above procedure has not resolved your complaints or you do not wish to utilize the above 
procedure, you may, contact the California Fair Employment and Housing Commission (“FEHC”) at 415-
557-2325 or www.fehc.ca.gov or the California Department of Fair Employment and Housing (“DFEH”) at 
1-800-884-1684 or www.dfeh.ca.gov to file a complaint within one year of the harassment.  The DFEH 
serves as a neutral fact-finder and will attempt to assist the parties to voluntarily resolve their disputes.  If 
the DFEH is unable to obtain voluntary resolution and finds that harassment has occurred, the DFEH may 
file a formal accusation against the employer and the harasser.  The accusation will lead to either a public 
hearing before the FEHC or a lawsuit filed on the complainant’s behalf by the DFEH.  If the FEHC finds that 
harassment occurred, it can order remedies, including hiring or reinstatement, back pay, promotion, 
changes in the policies or practices of the involved employer, fines and/or monetary damages. A court may 
order unlimited damages.

Please note that, for employees outside the state of California, the company will also comply with any 
guidelines regarding harassment prevention. The Company encourages all employees to report any 
incidents of harassment forbidden by this policy immediately so that complaints can be quickly and fairly 
resolved. If you believe that the above procedure has not resolved your complaints, or you do not wish to 
utilize the above procedure, you may contact an appropriate agency in your region to discuss your 
concerns.   

Right to Revise 

This employee handbook contains the employment policies and practices of 3 Dog Pack Pictures, Inc. in 
effect at the time of publication. All previously issued handbooks and any inconsistent policy 
statements or memoranda are superseded. 

3 Dog Pack Pictures, Inc. reserves the right to revise, modify, delete, or add to all policies, procedures, work 
rules, or benefits stated in this handbook or in any other document, except for the policy of at-will 
employment. You will be notified of modifications to the Handbook.  Any changes to any benefits, policies or 
procedures described in this Handbook will only be made in writing and must be signed by the 
Company’s highest-ranking official.   

Any written changes to this handbook will be distributed to all employees so that employees will be aware 
of the new policies or procedures. No oral statements or representations can in any way alter the provisions 
of this handbook. 

This handbook sets forth the entire agreement between you and 3 Dog Pack Pictures, Inc. as to the 
duration of employment and the circumstances under which employment may be terminated. Nothing in this 
employee handbook or in any other personnel document, including benefit plan descriptions, is intended to 
modify the rights of the Company and you to terminate your employment or otherwise amend the terms and 
conditions of your employment at will at any time for any reason.  

Americans with Disabilities Act 
It is the policy of the Company to comply with the Americans with Disabilities Act ("ADA") as well as 
applicable state and local laws relating to disability issues.  We will not discriminate against any qualified 
employee or job applicant with respect to any terms, privileges, or conditions of employment because of a 
person's physical or mental disability.  We will also reasonably accommodate all employees or applicants 
with disabilities who are otherwise qualified to safely perform the essential duties of the job unless any such 
accommodations would impose an undue hardship on the Company.  In general, it is your responsibility to 
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notify the company of the need for an accommodation. Upon doing so, we may ask you for your input or 
the type of accommodation you believe may be necessary or the functional limitations caused by your 
disability. Also, when appropriate, we may need your permission to obtain additional information from your 
physician or other medical or rehabilitation professionals.   

Religious Accommodation 
3 Dog Pack Pictures, Inc. is dedicated to treating the religious diversity of all our employees equally 
and with respect. Employees, unpaid interns, and volunteers may request an accommodation when their 
religious beliefs cause a deviation from the Company’s dress code, grooming practices, schedule, basic 
job duties, or other aspects of employment. The Company will consider the request but reserves the right 
to offer its own accommodation to the extent permitted by law. Some, but not all, of the factors that the 
Company will consider are cost, the effect that an accommodation will have on current established policies 
and the burden on operations, including other employees, when determining a reasonable accommodation. 
At no time will the Company question the validity of a person’s belief.  

Categories of Employment 

Regular Full-Time Employees: Any employee who is regularly scheduled to work thirty (30) or more hours 
per week.  Regular full-time employees are eligible for all Company-provided benefits.  

Regular Part-Time Employees: Any employee who is regularly scheduled to work less than thirty (30) hours 
in a workweek. Regular part-time employees are not eligible for Company provided benefits.  

Project or Temporary Employees: A person hired on either a full- or part-time basis to perform a specified 
task for a specified period, or to work on a project. Project and temporary employees are not eligible for 
Company provided benefits.  

Upon hire, you will be told for which of the above classifications you are being hired.  

In addition to the proceeding, employees are also categorized as “exempt” or “non-exempt”. 

Non-Exempt Employees are entitled to overtime pay and break periods as required by applicable federal 
and state law. 

Exempt Employees – Pursuant to applicable federal and state laws, exempt employees are not entitled to 
overtime pay, and are not subject to certain deductions to their weekly salary under the company’s policies. 

If you have any questions about your employment classification, please ask your supervisor. 

Please note: Upon occasion, the Company may enlist the services of an Independent Contractor to assist 
with a specific project (or various projects).  These Contractors are NOT employees of the Company; rather, 
they work under the guidelines of a customized Independent Contractor Agreement that has been reviewed 
and approved by both the Contractor and management.  Independent contractors are specifically defined 
by labor and taxation laws, and are not eligible for any regular employee benefits, considerations, or 
perquisites.   

Talk to Us 
We encourage you to bring your questions, suggestions and complaints to our attention.  We will carefully 
consider each of these in our continuing effort to improve operations.  If you would like to call something 
to our attention, please contact management.  
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Bereavement Leave 

3 Dog Pack Pictures, Inc. grants leave of absence to employees in the event of the death of the employee’s 
current spouse, registered domestic partner, child, parent, legal guardian, brother, sister, 
grandparent, or grandchild; or mother-, father-, sister-, brother-, son-, or daughter-in-law. An employee 
with such a death in the family may take up to three (3) consecutive scheduled workdays off with pay with 
the approval of the Company.  This time off is considered a separate category of time off and will not be 
deducted from an employee’s vacation or sick balance. 

Jury Duty 

3 Dog Pack Pictures, Inc. encourages employees to serve on jury duty when called, and employees 
summoned for jury duty will receive unpaid leave, unless otherwise dictated by law.  Employees may elect 
to use vacation time for jury duty, or they may elect unpaid time off.  You should notify your supervisor of 
the need for time off for jury duty as soon as a notice or summons from the court is received. You may 
be requested to provide written verification from the court clerk of performance of jury service.  

We expect you to return to your job (with pay) if you are excused from jury duty during your regular working 
hours.  If you are an exempt employee, and work at least two (2) hours per day during your jury duty, you 
will be paid for a regular workday. 

You may retain any court-granted mileage allowance or other fee paid by the court for jury services. 

Voting Leave 
Our company believes that every employee should have the opportunity to vote in any state or federal 
election, general primary or special primary. Any employee who does not have sufficient time outside of 
working hours to vote in a statewide election may request up to two paid hours off to vote. 

Notify your supervisor of the need for voting leave as soon as possible. When you return from voting leave, 
you may be asked to present a voter’s receipt to your supervisor as soon as possible. 

School & Child Care Visitation 
If an employee who is the parent or guardian of a child has a need to leave work for a childcare provider or 
school activity or emergency, the employee may take a reasonable amount of time without pay if they 
provide sufficient notice to their supervisor of the need for time off.  Vacation hours may be used to receive 
pay during time away from work for childcare provider or school purposes.  If an exempt employee uses 
three hours or less for this purpose in a day, the vacation balance will not be affected. Parental time off may 
not exceed eight hours in any calendar month. 

Civil Air Patrol Leave 
Employees who have been employed 90 or more days will be permitted to take a leave of absence to 
respond to an emergency operational mission of the California Wing of the Civil Air Patrol.  An eligible 
employee may take up to 10 days per year.  Leave is limited to three days on any one occasion, however, 
this period may be extended if the employer agrees to an extension authorized by the government entity 
calling for the mission. Civil Air Patrol leave is unpaid; however, an employee may use vacation to be paid 
during this absence.  The company will also comply with any other similar regulations for employees in 
states other than California, if applicable. 
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Personal Leave/Personal Days 

Personal Leave: 

Under special circumstances, full-time employees may be granted a leave of absence without pay.  The 
granting of this type of leave is normally for compelling reasons and is dependent upon the written approval 
of an authorized representative of the Company.  No benefits will accrue during the leave of absence.  We 
will make reasonable efforts to return you to the same or similar job you held prior to the leave of absence, 
subject to our staffing and business requirements. 

Personal Time: 

The Company considers short absences from the office (for a few hours at a time) to be occasionally 
necessary (i.e.: doctor’s appointments, funerals, etc.)  These must be approved in advance, except in cases 
of emergency.   Unapproved absences, excessive absences and abuse of personal time benefits may result 
in disciplinary action, up to and including termination of employment.   

Witness Leave 
Non-exempt employees who are subpoenaed to appear in court to testify as witnesses will be entitled to a 
temporary, unpaid leave of absence for the time necessary to testify. 

You must present your subpoena to your supervisor as soon as you receive it.  Of course, you are expected 
to report for work during hours or days that your presence is not required in court. 

Military Leave 
If you enter the military service, you are eligible for an unpaid military leave of absence.  Present your 
supervisor with a copy of your service papers as soon as you receive them.  

You will be reinstated upon return, if eligible, in accordance with applicable law.  Employees on military 
leave are not entitled to holiday pay or insurance benefits. 

Pregnancy Disability Leave for California Employees 

Pregnancy, childbirth, or related medical conditions will be treated like any other disability, and an employee 
on leave will be eligible for temporary disability benefits in the same amount and degree as any other 
employee on leave. 

However, you will be eligible for an unpaid disability leave of absence due to childbirth or pregnancy-related 
disability, subject to a physician’s certification of the medical need for the leave.  The pregnancy-related 
disability leave of absence will be for the period of disability up to a maximum of the equivalent number of 
days the employee would normally work within a four (4) month period, following the commencement date 
of the pregnancy disability leave. This leave is unpaid by the Company, although you may be eligible for 
California State Disability benefits.  It is your responsibility to apply and maintain your personal disability 
claim through the State Employment Development Department.   

Any female employee planning to take pregnancy disability leave should advise the personnel department 
as early as possible to discuss the following conditions: 

• Pregnancy leave usually begins when ordered by the employee’s physician. The employee is
responsible for submitting their disability paperwork to the Employment Development Department
through their physician.
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• All requests for a disability leave of absence (or extensions) must be made in writing for final
approval.  The request must include a doctor's certificate stating the nature of and estimated period
of disability.

• Leave returns will be allowed only when the employee’s physician sends a release.

• An employee will be required to use accrued vacation and paid sick time (if otherwise eligible to
take the time) during a pregnancy disability leave.

• Duration of the leave will be determined by the advice of the employee’s physician, but employees
disabled by pregnancy may take up to a maximum of four months. Part-time employees are entitled
to leave on a pro rata basis. The four months of leave includes any period for actual disability
caused by the employee’s pregnancy, childbirth, or related medical condition. This includes leave
for severe morning sickness and for prenatal care.

• Leave does not need to be taken in one continuous period and may be taken intermittently, as
needed.

Upon submission of a medical certification that an employee can return to work from a pregnancy disability 
leave, the Company will make every attempt to reinstate the employee to her same position held at the time 
the leave began.  

You are not eligible for holiday pay and will not accrue benefits during a disability leave of absence.  

The following will be deemed a voluntary resignation for purposes of the Disability Leave policy: 

1) Failure to notify the Company of your availability for work when it occurs;

2) Failure to return to work when your leave expires;

3) Your continued absence from work because your leave must extend beyond the maximum
time allowed;

4) Failure to provide a doctor's certification of your ability to return to work.

For employees outside the state of California, the company will comply with any applicable local state, or 
federal regulations regarding pregnancy disability leave.  

California State Disability & Paid Family Leave 
Employees who are absent because of their own disability may be eligible for State Disability Insurance 
(SDI) benefits. SDI payments do not begin until after you have been absent from work for 5 calendar days. 
If you have accrued sick or vacation time, sick or vacation time will be used for the first 5 days before SDI 
payments begin.  

Under California's Paid Family Leave Insurance (“PFLI”) program, employees covered by the State 
Disability Insurance (“SDI”) plan will also be covered by PFLI. After a one-week waiting period, PFLI 
provides you up to six weeks of wage replacement benefits to take time off work to care for a seriously ill 
child, spouse, registered domestic partner, parent, parent-in-law, grandparents, grandchildren, siblings, or 
to bond with a minor child within one year of the birth or placement of the child in connection with foster 
care or adoption. No more than six weeks of PFLI benefits shall be paid within any 12-month period. If you 
are absent for a reason that qualifies you for PFLI payments, you have the option of using up to a maximum 
of one week in a 12-month period. If you have accrued sick or vacation time, you are required to first use 
any unused sick or vacation time, up to a maximum of one week in a 12-month period. 

For employees outside the State of California, the company will comply with any applicable local state, or 
federal regulations regarding disability or family leave.    
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Occupational Disability Leave 
You will be granted a leave of absence upon written request if you sustain a work-related disability.  A leave 
of absence for a work-related disability shall be extended for the duration of the work-related disability.  
Benefits for a leave of absence for a work-related disability will be coordinated with the Workers' 
Compensation benefits.  Notification requirements for an occupational disability leave are the same as 
those for non-occupational disability leaves.  The Company will retain you on an extended leave of absence 
for work-related disabilities until one of the following situation(s) occurs: 

1. You are released for full or partial duty;

2. The Company receives medical evidence satisfactory to it that you will be permanently
unable to return to work; or

3. You directly or indirectly inform the Company (i.e., by accepting other employment, moving
out of the state, etc.) that you do not intend to return to the Company for employment.

The Company will reinstate you to your former position upon your return from an occupational disability 
leave unless prevented from doing so because of business necessity.  In that event, we shall place you in 
a comparable position for which you are qualified should there be an opening.  If no position for which you 
are qualified is available, we shall place you on a preferential re-hire list to be called in the event of a 
suitable opening.  When you can return to work, you should give the Company at least two (2) weeks’ notice 
so that we may properly schedule your return.  You will be required to provide a physician's statement that 
indicates that you are fit to return to work.   

Employees on occupational disability leave will not be entitled to additional holiday pay; will not accrue 
additional vacation and sick days; and will not receive additional length of service credit during the time that 
they are on leave. 

The Company will continue its normal contribution toward your health insurance premium for the duration 
of the leave unless the insurance is terminated earlier pursuant to the terms of the Company’s employee 
benefit plan or as the result of business realities or business necessity. If you normally make co-payments 
for health coverage, you will be required to continue to make your normal premium contribution during the 
entire leave of absence.  Any insurance payment for which you are responsible must be made to the HR 
Department each month in which a premium is due.  Failure to make such payment may result in the 
cancellation of your insurance.  

Vacation 
Regular full-time employees accrue vacation per pay period, in accordance with the following policy. 
Temporary and part-time employees do not accrue vacation time. 

Up to 2nd Work Anniversary 40 hours per year 

From 2nd Work Anniversary through 5th Work 
Anniversary 

80 hours per year 

After 5th Work Anniversary 120 hours per year 

Submit vacation requests at least four weeks in advance to your supervisor. When possible, these requests 
are granted, considering operating requirements.  Length of employment may determine priority in 
scheduling time off. Once approved, please forward dates to identified company personnel for proper 
tracking. If you do not inform company personnel of vacation usage, your vacation days could be deducted 
further. 

All full-time regular employees begin accruing vacation after ninety (90) days of employment.  We 
encourage you to use vacation benefits prior to reaching your maximum to gain the most benefits.   

Employees may accrue up to 150%of their annual vacation allowance, at which point you will stop accruing 
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vacation. As such, once this maximum accrual amount is reached, further vacation accrual will stop.  (For 
example, if a staff member accrues five (5) vacation days per year, additional vacation will not accrue once 
the employee has earned 7.5 unused vacation days.)  Vacation accrual will begin again once you have 
taken vacation and your accrued hours drop below the maximum accrual amount.  

Additional vacation information: 

• It is your responsibility to garner approval ahead of time from your supervisor for any requests for
time off.

• If you are required to work on a Holiday for which you would have been off, you will be granted an
additional vacation day.

• Salaried employees who accrue vacation do not qualify for unpaid time off unless the time off is for
an approved medical leave of absence.

• No more than two weeks of vacation may be taken concurrently without prior written consent from
one of the officers of the Company.

Failure to comply with these rules could affect the calculation of your vacation balance.  It is important to 
have a correct and accurate record of your available vacation both during your employment and upon 
leaving the company.   

Required Use of Vacation before Unpaid Leave 

You are required to take accrued and unused vacation before taking unpaid leave or having unpaid 
absences.  

Paid Sick Leave for Employees in California 

The Company’s paid sick time policy meets all paid sick leave requirements as mandated by both the 
California Healthy Workplaces, Healthy Families Act of 2014 and the City of Los Angeles Paid Sick Leave 
Ordinance.   

Please note that, for any employees not based in California, the company will also comply with any 
applicable local, state, or federal ordinances regarding paid sick time.    

This paid sick time policy applies to all California-based employees per the eligibility requirements defined 
below.  In addition to regular full-time employees, all temporary and part-time employees, although not 
eligible for the Company’s paid vacation policy, are eligible for any required paid sick time per state, federal, 
or local guidelines.  

• Paid Sick Time eligibility begins immediately for an employee who works at least two (2) hours per
workweek for the Company. However, an employee cannot use Paid Sick Time beginning on the
ninetieth (90th) day of employment.

• Using the “accrual” method, each eligible employee will accrue paid sick time at a rate of one (1)
hour of paid sick leave for every thirty (30) hours worked. Accrued unused paid sick leave shall
carry over to the following year of employment, subject to the maximum cap on paid sick time
accrual.  Paid sick usage will be limited to 48 hours per year; unused balances will be capped at
72 hours.

Employees may use up to half of the yearly Paid Sick Time allowance for care of a family member (kin 
care). Paid Sick Time can be taken for an employee’s own illness or that of a family member for preventative 
care, care of an existing health condition, or for specified purposes if the employee is a victim of domestic 
violence, sexual assault or stalking. For the purposes of this policy, family members include any individual 
related by blood or affinity whose close association with the employee is the equivalent of a family 
relationship.  If an employee is sick on the day, he/she should call his/her to report the absence. When 
possible, employees should submit Paid Sick Time requests in writing at least two weeks in advance. Paid 
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Sick Time must be taken in a minimum increment of two (2) hours per leave. 

Unused Paid Sick Time is not paid out at the time upon termination.  If an employee is rehired within one 
(1) year:

o The previous balance will be reinstated if the employee returns during the same calendar
year, or

o A new accrual will begin if the employee returns during the following calendar year after
the termination.

Please note that the company will also comply with any applicable local, state, or federal ordinances 
regarding paid sick time.    
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Benefits 
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Holidays 

3 Dog Pack Pictures, Inc. generally observes the following holidays each year: 

• New Year’s Day

• Memorial Day

• Independence Day

• Labor Day

• Thanksgiving Day

• Day After Thanksgiving

• Christmas Eve

• Christmas Day

• New Year’s Eve

Full-time employees are eligible for paid holidays immediately upon hire.  Eligible employees receive a paid 
holiday only if the holiday falls on a day they are normally scheduled to work. Note: per management’s 
discretion, employees may occasionally be required to work on a scheduled holiday. If an employee is 
required to work on a scheduled holiday, an additional day off will be granted.  This additional day must be 
taken within a pre-determined amount of time (this time period will be communicated when the day is 
granted.) 

Insurance Benefits 
3 Dog Pack Pictures, Inc. offers a comprehensive set of employee health care plans to supplement our 
employees’ regular wages.  Our benefits represent a hidden value of additional income to our 
employees.  This Handbook describes the current benefit plans maintained by the Company.  Refer 
to the actual plan documents and summary plan descriptions if you have specific questions regarding the 
benefit plan.  Those documents are controlling.  The Company reserves the right to modify its benefits at 
any time.  We will keep you informed of any changes.   

Medical Insurance 

Eligible regular full-time employee will be eligible for the Company’s group health benefits after the 
Company’s standard eligibility waiting period.  Information and enrollment forms may be obtained from the 
HR Department. Details of the plans and eligibility requirements may be obtained from the HR Department.  

Upon termination, you may be entitled to continuation or conversion of the group’s insurance plans in 
accordance with the terms of the policy and/or applicable state and federal law.  For more information, 
contact the accounting department. 

Continuation Coverage 

You and your dependents will have the opportunity to continue health plan coverage benefits under the 
applicable provisions of the law when group coverage for you and your dependents would otherwise end 
due to: 

• Your death

• Employment termination (other than for gross misconduct)
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• Reduction in hours

• Your child ceases to be a “dependent” as defined in the plan(s)

• You become legally divorced or separated

• You become entitled to Medicare.

In the event of divorce, legal separation, or a child’s loss of dependent status, you or a family member must 
notify the plan administrator within 30 days of the occurrence of the event.   

Disability Insurance 
For California employees, each employee contributes through payroll tax to California’s state disability 
insurance programs. Disability insurance is mandated by the California Unemployment Insurance Code 
and administered by the Employment Development Department. Disability insurance is payable when you 
cannot work because of illness or injury not caused by employment at the Company. Employees are 
responsible for filling out their own paperwork with the Employment Development Department. An additional 
tax funds the state’s Paid Family Leave program, and provides partial wage replacement for absences 
related to care of a family member, or bonding with a new child. Specific rules and regulations governing 
disability are available from the Employment Development Department. 

You are responsible for filing your claim and other forms promptly and accurately with the Employment 
Development Department.  A claim form may be obtained from any office of the EDD, or by telephone, 
letter, or in person.   

Please note that, for non-California-based employees, the company will also comply with any local, state, 
or federal disability programs.  

Unemployment Insurance 
Upon separation of employment, you may be entitled to unemployment insurance. Information about 
unemployment insurance can be obtained from the Employment Development Department. 

Workers’ Compensation 
You are protected by the Company’s workers’ compensation insurance policy while employed by the 
Company, at no cost to you. The policy covers you in case of occupational injury or illness (see 
Occupational Leave section of Employee Handbook for more information). 

Paid Bone Marrow and Other Donation Leave 
The Company will pay up to 30 days to an employee who donates and organ or 5 days to employee who 
donates bone marrow. 

The Company can require employee to use up to 2 weeks of accrued vacation for organ donation or 5 days 
for bone marrow donation. 

This leave of absence benefit is provided in addition to FMLA or CFRA leave, if applicable.  
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Pay Advances 

Pay advances will not be granted to employees. 

Overtime and Meal Breaks for California Employees 
Please note that, for non-California-based employees, the company will apply the appropriate local, state 
or federal overtime guidelines by region and will comply fully with any applicable timekeeping regulations.  

There will be times when you will need to work overtime so that we may meet the needs of company. 
Although you will be given notice when feasible, this is not always possible. We expect and appreciate your 
cooperation. Non-exempt employees must have all overtime approved in advance by their supervisor. 

Generally, unless an alternate workweek is in effect or state law dictates otherwise, non-exempt workers 
will be paid at a rate of time and one-half their regular hourly rate for; (1) hours worked in excess of eight 
hours in a day; (2) hours worked in excess of 40 hours in a week not compensated as daily overtime; and 
(3) for the first eight hours of work on the seventh day of work in a single workweek; and at a rate of double 
their regular hourly rate for: (1) hours worked in excess of 12 hours in a day; and (2) hours worked in excess 
of eight hours on a seventh day of work in a single workweek.  Paid holidays, vacations and leaves of 
absence (disability leave, sick leave, personal leave etc.) are not considered hours worked for computing 
overtime.

Non-exempt employees are required by law to take at least one thirty (30) minute meal break within the 
first five hours for every shift six hours or longer.  Failure to do so will result in disciplinary action. Meal 
breaks are unpaid time. 

Non-exempt employees are also entitled to ten (10) minutes net rest period for every four hours worked. 
Rest breaks are paid time. 

Employees are allowed and encouraged to take a cool down rest for a period of no less than five minutes 
at a time when they feel the need to do so to protect themselves from overheating. The recovery period is 
on an "as-needed" basis.   

Only actual hours worked count toward computing weekly overtime. 

If you have any questions concerning overtime pay, check with your supervisor. 

Accommodations for Nursing Mothers 
The Company will provide nursing mothers reasonable break time to express milk for their infant children 
for up to three years following the child's birth. 

The Company will make reasonable efforts to provide nursing mothers with the use of a room or other 
location to ensure privacy, other than a restroom, to express their milk. The accommodations will be 
clearly designated and either have a lock or a sign to indicate when the room or area is in use. 

Nursing mothers will also have access to a refrigerator to store their breast milk. Employees are 
responsible for labeling their milk with their name and the date on which the milk was expressed. 

Nursing mothers are encouraged to discuss the length and frequency of breastfeeding breaks with their 
supervisor. 
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Employees who have any questions or concerns regarding this policy should contact their supervisor or 
Human Resources.  

Recording Your Time 
All hourly employees must record their hours and submit them for payroll processing. All non-exempt 
employees are required to submit a timesheet for approval by their immediate supervisor. Non-exempt 
employees should record their time when they start work, leave for lunch, return from lunch and when they 
leave at the end of the day.  Non-exempt employees’ wages are calculated based on the time recorded on 
the card or timesheet, so accuracy is important. 

Payday 
Hourly non-exempt employees are paid on a bi-weekly schedule; this schedule is updated each calendar 
year and made available to all.  Salaried exempt employees are paid semi-monthly on the 15th and the last 
day of the month. If payday falls on a holiday, employees will be paid on the last working day before the 
holiday. If payday is a Saturday or Sunday, employees will be paid on the preceding Friday. 

Please review your paycheck for errors. If you find a mistake, report it to your supervisor immediately. Your 
supervisor will assist you in taking the steps necessary to correct the error.  If you do not receive your pay 
stub on paper, you will be notified electronically.   

Paycheck Deductions 

The Company is required by law to make certain deductions from your paycheck each pay period.  Such 
deductions typically include federal and state taxes and Social Security.  Depending on the state in which 
you are employed and the benefits you choose, there may be additional deductions.  All deductions and 
the amount of the deductions will be listed on your pay stub.  These deductions are totaled each year for 
you on your Form W-2, Wage and Tax Statement.  If you have questions, please see your supervisor.   

Workweek 

The company’s standard workweek is defined as Sunday through Saturday each week. 

Due to the nature of our business, your work schedule may vary depending on your job.  Our normal 
business hours are 9:00 am to 6:00 pm, Monday through Friday.  Check with your supervisor if you have 
questions about your hours of work.   

Direct Deposit 
You have the option of receiving your pay in a payroll check or having your pay deposited into your bank 
account through our direct deposit program.    

Salary Adjustments 
Depending upon your performance and the Company’s profitability, adjustments in your pay may be made. 
When both your performance and the Company’s performance merit it, salary may be increased. 
Conversely, economic conditions may require that salary be decreased. 
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Employer Property 

Computers, printers, fax machines and other items purchased by the Company for work-related use are 3 
Dog Pack Pictures, Inc. property and must be maintained according to Company rules and regulations. They 
must be kept clean and are to be used only for work-related purposes. 3 Dog Pack Pictures, Inc. 
reserves the right to inspect all Company property to ensure compliance with its rules and regulations, 
without notice to the employee and at any time, not necessarily in the employee’s presence. 

Company voice mail and/or electronic mail (e-mail) are to be used for business purposes only. 3 Dog 
Pack Pictures, Inc. reserves the right to monitor voice mail messages and e-mail messages to ensure 
compliance with this rule, without notice to the employee and at any time, not necessarily in the employee’s 
presence. 

You should expect that The Company will be exercising its right to monitor, inspect and search its property 
from time to time without warning. You should further understand that you have no expectation of privacy 
when using the Company’s property, as described herein.   

3 Dog Pack Pictures, Inc. may periodically need to assign and/or change “passwords” and personal codes 
for list voice mail, e-mail, computer, etc.  These communication technologies and related storage 
media and databases are to be used only for Company business and they remain the property of 3 Dog 
Pack Pictures, Inc.. The Company reserves the right to keep a record of all passwords and codes used 
and/or may be able to override any such password system, apart from password-protected social media.  

Prior authorization must be obtained before any Company property may be removed from the premises. 

For security reasons, employees should not leave personal belongings of value in the workplace. Personal 
items are subject to inspection and search, with or without notice, with or without the employee’s prior 
consent.  

Terminated employees should remove any personal items at the time they leave the Company. Personal 
items left in the workplace are subject to disposal if not claimed at the time of an employee’s termination. 

The Company is not liable for any damage caused to an employee’s personal property stored on Company 
premises.   

Housekeeping 
All employees are expected to keep their work areas clean and organized. People using common areas 
such as the kitchen, conference rooms and restrooms are expected to keep them sanitary. Please clean 
up after meals and dispose of trash properly. 

Parking and/or Transportation 
3 Dog Pack Pictures, Inc. is not responsible for any loss or damage to employee vehicles or contents while 
parked on Company property.   

Use of Electronic Media 

3 Dog Pack Pictures, Inc. uses various forms of electronic communication including, but not limited to 
computers, e-mail, telephones, Internet, cell phones, PDAs.  All electronic communications, including all 
software, databases, hardware, and digital files, remain the sole property of 3 Dog Pack Pictures, Inc. 
and are to be used only for Company business and not for any personal use.

Electronic communication and media may not be used in any manner that would be discriminatory, 
harassing, or obscene, or for any other purpose that is illegal, against Company policy, or not in the best 
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interest of the Company.  The Company will comply with any laws concerning password-protected social 
media.   

Employees who misuse electronic communications and engage in defamation, copyright or trademark 
infringement, misappropriation of trade secrets, discrimination, harassment, or related actions will be 
subject to discipline and/or immediate termination. 

Employees may not install personal software on Company computer systems.  You are expected to 
demonstrate proper care when using the Company’s property and equipment.  No property may be 
removed from the premises without the proper authorization or management.  If you lose, break or damage 
any property, report it to your supervisor immediately.   

All electronic information created by any employee using any means of electronic communication is the 
property of 3 Dog Pack Pictures, Inc. and remains the property of 3 Dog Pack Pictures, Inc. Personal 
passwords may be used for purposes of security, but the use of a personal password does not affect the 
Company’s ownership of the electronic information, nor does it create any expectation of privacy for 
employees, apart from password-protected social media. 

3 Dog Pack Pictures, Inc. will override all personal passwords if necessary for any reason. 

3 Dog Pack Pictures, Inc. reserves the right to access and review electronic files, messages, mail, and 
other digital archives, and to monitor the use of electronic communications as necessary to ensure that 
no misuse or violation of Company policy or any law occurs. You should expect that The Company will be 
exercising this right from time to time, without warning.  The Company will comply with any laws 
concerning password-protected social media.    Employees will not be required to provide any 
personal account or personal password information.   

Employees are not permitted to access the electronic communications of other employees or third parties 
unless directed to do so by Company management. 

No employee may install or use anonymous e-mail transmission programs or encryption of e-mail 
communications, except as specifically authorized by management. 

Employees who use devices on which information may be received and/or stored, including but not limited 
to cell phones, cordless phones, portable computers, fax machines, and voice mail communications are 
required to use these methods in strict compliance with the trade secrets and confidential communication 
policy established by the Company. These communications tools should not be used for communicating 
confidential or sensitive information or any trade secrets. 

Travel/Expense Reimbursement 
The Company will reimburse employees for all reasonable and necessary expenses directly attributable to 
the performance of Company business. Except for unusual circumstances, deemed by the Company to be 
beyond the control of the employee, this policy will be applied without deviation and consistently in every 
case. Expenses must be pre-approved; please communicate any necessary work expenses to 
management prior to purchase.   

The following business expenses will be reimbursed in accordance with this policy upon submission of 
receipts:  

• Travel expense for Company trips
• Automobile/mileage for in-town driving – NOT commuting to and from work
• Business meals (in accordance with per diem rates)

Travel per diems and expense guidelines are based on the applicable Federal per diem rates.  You should 
use an appropriate expense form, and provide all the requested information for the expense.  Original 
receipts are required for reimbursement. 
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Confidentiality 

Each employee is responsible for safeguarding the confidential information obtained during employment. 
Do not discuss the Company’s confidential business with anyone who does not work for us.   

As our co-worker, you may be exposed to confidential information about our Company.  Our clients involve 
us in their private marketing strategies.  Company and client information is private and confidential.  This 
information cannot be shared, whether written or oral, implied or specific, with anyone not working in our 
Company.  Any non-public information obtained by virtue of working at the company may not be divulged 
to any other parties.  This includes, but is not limited to, any information regarding clients, vendors, work 
projects, productions, or other services or products.  

The terms “private” and “confidential” apply to all information including, but not limited to: salary, income, 
profit/loss, expenses, vendors used, phone numbers and account numbers.   

It is not appropriate to divulge our client list as it may create a perceived conflict, and some of our clients 
may prefer to remain anonymous.   

Inquiries seeking information concerning current or former employees should be referred to the HR 
Department. 

Nothing in this policy prohibits disclosures of trade secrets protected under the whistleblower indemnity 
provision of the Defend Trade Secrets Act, which provides immunity for individuals from civil and criminal 
liability who disclose trade secrets in confidence to a federal, state or local government official, either 
directly or indirectly, or to an attorney, where such disclosure is solely for the purpose of reporting or 
investigating a suspected violation of law, and that such immunity is extended to disclosures made in a 
lawsuit or other proceeding, so long as any such filing is made under seal, and that any disclosure of a 
trade secret is made pursuant to court order . 

Solicitation 
Solicitation by an employee of another employee is prohibited while either the person doing the soliciting 
or the person being solicited is on working time.  Working time includes the time during which any of the 
employees involved are scheduled to work, and does not include scheduled rest periods, meal breaks, and 
other specified times when employees are not expected to be working. Distribution of advertising material, 
handbills, or other literature by employees during working time (or in working areas) is prohibited. 
Solicitation and/or distribution by third parties is always prohibited.   

Social Media Policy 
The Company recognizes the importance of the Internet in shaping public thinking about the Company and 
our current and potential products, employees, partners, and customers. The Company also recognizes 
the importance of our employees joining in and helping shape industry conversation and direction through 
blogging and interaction in social media. So, the Company is committed to supporting your right to interact 
knowledgeably and socially in the blogosphere and on the Internet through blogging and interaction in social 
media. 

• Note that these policies and guidelines apply only to work-related sites and issues and are not
meant to infringe upon your personal interaction or commentary online.

• Due to the nature of the Company’s production environment, employees may be privy to
confidential of otherwise proprietary information, images, etc.  Employees should not post or
otherwise divulge any confidential or proprietary information or images without the express
permission of the Company.
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• The Company will comply with any laws concerning password-protected social media.  Employees
will not be required to provide any personal account or personal password information.

• Employees who mention the company or their employment relationship with the company should
include a prominent disclaimer that clearly and conspicuously states that the views expressed
reflect only their personal views and not the views of the company. This should also make it clear
that the company does not encourage, endorse, contribute to or edit any posted information.

• Unless given permission by management, you are not authorized to speak on behalf of the
Company, or to represent that you do so.

• You may not share information that is confidential and proprietary about the company.

Speak respectfully about the company and our current and potential employees, customers, partners, and 
competitors. Do not engage in name-calling, malicious, slanderous, or defamatory statements about the 
company. 

Talk with your supervisor if you have any concerns regarding the Company’s social media policy. 

Outside Employment 
The Company wishes to avoid conflicts of interest and the possible negative effect outside activities may 
have on an employee’s job performance.  Employees must obtain prior approval from Human Resources 
before engaging in any type of outside employment. Failure to obtain prior approval for outside employment 
or engaging in outside employment when approval has been denied may result in disciplinary action, 
including termination.   

Outside employment is not forbidden or restricted by the Company except in those instances where a 
conflict of interest exists (such as employment by a competitor), or appears to exist. Employment at the 
Company is considered primary and any additional employment must not interfere with an employee’s 
assigned work schedule or impact their ability to perform at their highest potential and ability. Employees 
must inform the Company of the nature of any outside work to insure against a conflict of interest situation. 

If the Company determines that your outside work interferes with your work performance or the ability to 
meet our requirements, you may be asked to terminate the outside employment if you wish to remain with 
the Company. If an employee engages in approved outside work, the work must not detract from job 
performance, be harmful to the Company’s best interests or present a conflict of interest with employment 
with the Company. Outside employment may not involve a necessity to reassign job duties or reschedule 
hours of work, the use of Company property, facilities, equipment or time, or employment with a competitor 
of the Company.  Performing outside jobs during working hours and/or while using Company equipment is 
not permitted. 

Conflict of Interest 
Employees are expected to avoid any situation that may create, or be perceived to create, a conflict 
between an employee's personal interests and the interests of the Company. If an employee feels that he 
or she may have a conflict of interest or a potential conflict of interest, the Company requires employees to 
disclose the situation to their manager.   

Employees may not sell any product or service that would compete with any of the company's products or 
services without permission in writing from management. This includes, but is not limited to, any body of 
work or other output produced that may compete with the company’s products or services.
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News Media Contacts 

Employees may be approached for interviews or comments by the news media. Only contact people 
designated by management may comment to news reporters on behalf of the Company.   

Drug and Alcohol Abuse 

3 Dog Pack Pictures, Inc. is concerned about the use of alcohol, illegal drugs, or controlled substances as 
it affects the workplace. Use of these substances, whether on or off the job can detract from an 
employee’s work performance, efficiency, safety, and health, and therefore seriously impair the 
employee’s value to the Company. In addition, the use or possession of these substances on the job, 
including when driving a car during company business or communicating with clients on behalf of the 
company, constitutes a potential danger to the welfare and safety of other employees and exposes the 
Company to the risks of property loss or damage, or injury to other persons. 

Employees are also required to respect any state or federal laws regarding the use of cell phones while 
driving.  Employee are prohibited from using non-hands-free devices while driving or otherwise traveling for 
company business; employees are encouraged to concentrate thoroughly on travel and to not use cell 
phones while driving.  

Furthermore, the use of prescription drugs and/or over-the-counter drugs also may affect an employee’s 
job performance and may also impair the employee’s value to the Company.  

The following rules and standards of conduct apply to all employees either on Company property or during 
the workday (including meals and rest periods). Behavior that violates Company policy includes: 

1. Possession or use of an illegal or controlled substance, or being under the influence of an
illegal or controlled substance while on the job;

2. Driving a Company vehicle while under the influence of alcohol; and

3. Distribution, sale, or purchase of an illegal or controlled substance while on the job.

Violation of these rules and standards of conduct will not be tolerated. 3 Dog Pack Pictures, Inc. also may 
bring the matter to the attention of appropriate law enforcement authorities.  

To enforce this policy, 3 Dog Pack Pictures, Inc. reserves the right to conduct searches of Company 
property or employees and/or their personal property, and to implement other measures necessary to deter 
and detect abuse of this policy.  

An employee’s conviction on a charge of illegal sale or possession of any controlled substance while off 
Company property will not be tolerated because such conduct, even though off duty, reflects adversely on 
3 Dog Pack Pictures, Inc..  In addition, the Company must keep people who sell or possess controlled 
substances off Company premises to keep the controlled substances themselves off the premises. 

Any employee who is using prescription or over-the-counter drugs that may impair the employee’s ability 
to safely perform the job, or affect the safety or wellbeing of others, must notify a supervisor of such use 
immediately before starting or resuming work.  

3 Dog Pack Pictures, Inc. will encourage and reasonably accommodate employees with 
alcohol or drug dependencies to seek treatment and/or rehabilitation. Employees desiring such 
assistance should request a treatment or rehabilitation leave. The Company is not obligated, however, 
to continue to employ any person whose performance of essential job duties is impaired because of 
drug or alcohol use, nor is the Company obligated to re-employ any person who has participated in 
treatment and/or rehabilitation if that person’s job performance remains impaired because of 
dependency. Additionally, employees who are given the opportunity to seek treatment and/or 
rehabilitation, but fail to successfully overcome their dependency or problem, will not automatically 
be given a second opportunity to seek treatment and/or 
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rehabilitation. This policy on treatment and rehabilitation is not intended to affect the Company’s treatment 
of employees who violate the regulations described previously. Rather, rehabilitation is an option for an 
employee who acknowledges a chemical dependency and voluntarily seeks treatment to end that 
dependency. 

Attendance and Punctuality 
Attendance and punctuality are important factors for your success within the Company.  We work as a team 
and this requires that each person be in the right place at the right time.  If you are going to be late for work 
or absent, notify your supervisor before the start of your workday.  Personal issues requiring time away 
from work, such as doctors’ appointments or other meetings should be scheduled during non-work hours if 
possible.   

Employees are required to report to work by 9:00 am, unless otherwise specified. 

If you are absent for three (3) consecutive days without notifying the Company, it is assumed that you have 
voluntarily resigned your position with the Company, and you will be removed from Payroll.   

Personal Telephone Calls 
It is important to keep our telephone lines free for client calls.  Although the occasional use of the Company’s 
telephones for a personal emergency may be necessary, personal calls should be kept to a minimum.    

Prohibited Conduct 
Although it is not possible to provide an exhaustive list of all types of impermissible conduct, the following 
are examples of conduct which will lead to disciplinary action, up to and including discharge  

• Falsifying employment records, employment information, or other Company records;

• Falsifying any time card, either your own or another employee’s;

• Theft and deliberate or careless damage or destruction of any Company property, or the property
of any employee or customer;

• Removing or borrowing Company property without prior authorization;

• Unauthorized use of Company equipment, time, materials, or facilities;

• Provoking a fight or fighting during working hours or on Company property;

• Carrying firearms or any other dangerous weapons on Company premises at any time;

• Engaging in criminal conduct whether or not related to job performance;

• Causing, creating, or participating in a disruption of any kind during working hours on Company
property;

• Insubordination, including but not limited to failure or refusal to obey the orders or instructions of a
supervisor or member of management, or the use of abusive or threatening language toward a
supervisor or member of management;

• Using abusive language at any time on Company premises;

• Failing to notify a supervisor when unable to report to work;

• Unreported absence of three consecutive scheduled workdays;

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

• Failing to provide a physician’s certificate when requested or required to do so;

• Sleeping or malingering on the job;

• Making or accepting personal telephone calls, including cell phone calls, of more than three minutes
in duration during working hours, except in cases of emergency;

• Working overtime without authorization or refusing to work assigned overtime;

• Wearing disturbing, unprofessional or inappropriate styles of dress or hair while working;

• Violating any safety, health, security or Company policy, rule, or procedure;

• Committing a fraudulent act or a breach of trust under any circumstances;

• Committing of or involvement in any act of unlawful harassment of another individual; and

• Threats or acts of violence

This statement of prohibited conduct does not alter the Company’s policy of at-will employment. Either you 
or 3 Dog Pack Pictures, Inc. remain free to terminate the employment relationship at any time, with 
or without reason or advanced notice. 
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Safety and Health 
_______________________________________ 
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Health and Safety 

All employees are responsible for their own safety, as well as that of others in the workplace. To help us 
maintain a safe workplace, everyone must be safety-conscious at all times. Report all work-related injuries 
or illnesses immediately to your supervisor or management. 

In compliance with Proposition 65, 3 Dog Pack Pictures, Inc. will inform employees of any known 
exposure to a chemical known to cause cancer or reproductive toxicity. 

Additionally, please observe the following precautions: 

• Notify your supervisor of any emergency.  If you are injured or become sick at work, no matter how
slightly, you should inform your supervisor immediately.

• The unauthorized use of alcoholic beverages or illegal substances during working hours will not be
tolerated.

• Use, adjust, and repair machines and equipment only if you are trained and qualified.

• Get help when lifting or pushing heavy objects.

• Understand your job fully and follow instructions.  If you are not sure of the safe procedure, don’t
guess – ask you supervisor.

• Know the locations, contents, and use of first aid and firefighting equipment.

A violation of a safety precaution is an unsafe act.  A violation may lead to disciplinary action, up to and 
including discharge.   

Security & Workplace Safety 

3 Dog Pack Pictures, Inc. has developed guidelines to help maintain a secure workplace.  We take the 
safety of our offices and employees very seriously.  Upon leaving the office, employees must secure 
the location by locking any applicable doors, windows, etc.  Security alarms, if applicable, should 
also be set before employees leave the premises.   

Be aware of persons loitering for no apparent reason in parking areas, walkways, entrances and exits, and 
service areas. Report any suspicious persons or activities to your supervisor or management. Secure your 
desk or office at the end of the day. When called away from your work area for an extended length of time, 
do not leave valuable and/or personal articles in or around your workstation that may be accessible. The 
security of facilities as well as the welfare of our employees depends upon the alertness and sensitivity of 
every individual to potential security risks. You should immediately notify your supervisor when unknown 
persons are acting in a suspicious manner in or around the facilities, or when keys, security passes, or 
identification badges are missing. 

Concealed Weapons 

Unauthorized possession, use or sale of weapons, firearms, or explosives on work premises is forbidden, 
in accordance with state and local laws.  Violations of this policy will result in disciplinary action.    

Good Housekeeping 

Good work habits and a neat place to work are essential for job safety and efficiency.  You are expected to 
keep your place of work organized and materials in good order at all times.  Report anything that needs 
repair or replacement to your supervisor.    
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Smoking in the Workplace 

Our Company is committed to providing a safe and healthy environment for employees and visitors. 
Therefore, smoking is permitted only in designated areas, and discarded butts may NOT be put in any 
indoor trash receptacles. 
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Employee Information 

3 Dog Pack Pictures, Inc. is required by law to keep current all employees’ names and addresses. 
Employees are responsible for notifying the Company in the event of a name or address change.  
Changes should be reported promptly to the accounting HR Department.   

Open-Door 

Suggestions for improving 3 Dog Pack Pictures, Inc. are always welcome. At some time, you may have a 
complaint, suggestion, or question about your job, your working conditions, or the treatment you are 
receiving. Your good-faith complaints, questions, and suggestions also are of concern to the Company. 
We ask you to first discuss your concerns with your supervisor, following these steps: 

1. Within a week of the occurrence, bring the situation to the attention of your immediate
supervisor, who will then investigate and provide a solution or explanation.

2. If the problem persists, or your complaint involves your supervisor, or you are otherwise
uncomfortable discussing with your supervisor, you may describe it in writing and present it to
the personnel department, who will investigate and provide a solution or explanation. If you
need assistance with your complaint, or you prefer to make a complaint in person, contact your
supervisor. We encourage you to bring the matter to the personnel department as soon as
possible after you believe that your immediate supervisor has failed to resolve it.

3. If the problem is not resolved, you may present the problem in writing to the Company’s highest
ranking official, who will attempt to reach a final resolution. If you need assistance with the
written complaint, contact your supervisor or an authorized representative of the Company for
help.

This procedure, which we believe is important for both you and the Company, cannot guarantee that every 
problem will be resolved to your satisfaction. However, 3 Dog Pack Pictures, Inc. values your observations 
and you should feel free to raise issues of concern in good faith without the fear of retaliation. The Company 
believes that employee concerns are best addressed through informal and open communication.  No 
employee will be disciplined or otherwise penalized for raising a good-faith concern.   

We are committed to the principles of welcoming, soliciting and facilitating employee input in operational 
procedures, departmental policies or any valid associate concern or problem. Departmental meetings, all-
employee meetings, management round tables, written surveys, and even one-on-one conversations are 
all devices that will be used whenever necessary to bring issues in the workplace out in the open for candid 
discussion and possible resolution.  

Personnel Records 

You have a right to inspect certain documents in your personnel file, as provided by law, in the presence of 
a Company representative at a mutually convenient time. No copies of documents in your file may be made, 
except for documents that you have previously signed. You may add your comments to any disputed item 
in the file. 

3 Dog Pack Pictures, Inc. will restrict disclosure of your personnel file to authorized individuals within the 
Company. Any request for information contained in personnel files must be directed to the personnel 
department. Only the personnel department is authorized to release information about current or 
former employees. Disclosure of personnel information to outside sources will be limited; however, 3 
Dog Pack Pictures, Inc. will cooperate with requests from authorized law enforcement or local, state, or 
federal agencies conducting official investigations and as otherwise legally required. 
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Dress Policy 
Employees are expected to dress in a business casual manner that is appropriate and professional while 
at work.  Footwear should also be of a professional nature; tennis shoes or overly casual footwear is not 
permitted.   

Employees who have contact with our clients should also be aware of the client’s dress policy; that policy 
should be used as a guideline whenever you expect to encounter the client.  

Employee Reference Checks or Verification of Employment 
All requests for information on current or former employees must be referred to the Human Resources 
Department. Information given by phone will be limited to verification of employment dates, and position 
title.  

In response to written requests (i.e., mortgage applications), information such as salary, dates of 
employment, and job position may be provided, if an authorization signed by the employee is provided.  

Representatives of Government or law enforcement agencies, in the course of their business, may be 
allowed access to file information. Personnel file access by employees and former employees will usually 
be provided in response to a legal subpoena or court order. Such cases will be handled on an individual 
basis.  

All employee files are the property of 3 Dog Pack Pictures, Inc..  
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Involuntary Termination and Discipline 

Violation of 3 Dog Pack Pictures, Inc. policies and rules may warrant disciplinary action, up to and 
including termination of employment. The severity of the action generally depends on the nature of the 
offense and the employee's past record, and may range from written warnings to immediate dismissal. 
Normally the Company will use one of the following disciplinary procedures, verbal warnings, written 
warnings, and suspension. The system is not formal and 3 Dog Pack Pictures, Inc. may, in its sole 
discretion, utilize whatever form of discipline is deemed appropriate under the circumstances, up to, 
and including, termination of employment.  

Reductions in Force 
Under some circumstances, 3 Dog Pack Pictures, Inc. may need to restructure or reduce its 
workforce. If restructuring our operations or reducing the number of employees becomes necessary, the 
Company will attempt to provide advanced notice, if possible, to help prepare affected individuals.  

Voluntary Termination 

Voluntary termination results when an employee voluntarily resigns his or her employment at the Company, 
or fails to report to work for three consecutively scheduled workdays without notice to, or approval by, his 
or her supervisor. All Company-owned property, including vehicles, keys, uniforms, identification badges, 
and credit cards, must be returned immediately upon termination of employment. 

If You Must Leave Us 
Should you decide to leave your employment with us, we ask that you provide your supervisor with at least 
two weeks’ notice.  Your thoughtfulness is appreciated and will be noted favorably should you ever wish to 
reapply for employment with the Company.   

Employees who are rehired following a break in service of more than twelve (12) months, other than an 
approved leave of absence, are considered new employees from the effective date of their reemployment 
for all purposes, including the purposes of measuring benefits.    

All company property, including this Handbook, must be returned upon termination.  You should notify the 
Company if your address changes during the calendar year in which termination occurs so that your tax 
information will be sent to the correct address. 
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Confirmation of Receipt and Access: 
3 Dog Pack Pictures, Inc. Employee Handbook 

I have received and/or been given electronic access to my copy of the Company’s employee handbook. I 
understand and agree that it is my responsibility to read and familiarize myself with the policies and 
procedures contained in the handbook. 

I understand that except for employment at-will status, any and all policies or practices can be changed at 
any time by the Company. 3 Dog Pack Pictures, Inc. reserves the right to change my hours, wages, and 
working conditions at any time. I understand and agree that other than the Company’s highest ranking 
official, no manager, supervisor, or representative of the Company has authority to enter into any 
agreement, express or implied, for employment for any specific period of time, or to make any agreement 
for employment other than at-will; only an authorized representative of the Company has the 
authority to make any such agreement and then only in writing, signed by an authorized representative 
of the Company and me. 

I understand and agree that nothing in the employee handbook creates or is intended to create a promise 
or representation of continued employment and that employment at 3 Dog Pack Pictures, Inc. is 
employment at-will; employment may be terminated at the will of either the Company or myself. My 
signature certifies that I understand that the foregoing agreement on at-will status is the sole and entire 
agreement between 3 Dog Pack Pictures, Inc. and myself concerning the duration of my employment and 
the circumstances under which my employment may be terminated. It supersedes all prior agreements, 
understandings, and representations concerning my employment with 3 Dog Pack Pictures, Inc.. 

Employee’s Name (Print here): _______________________________________________ 

Employee’s Signature: _____________________________________________________ 

Date Signed: _____________________________________________________________ 

Date Issued:  May 2018 
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