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ABOUT THIS HANDBOOK/DISCLAIMER

We prepared this handbook to help employees find the answers to many questions that they may have
regarding their employment with MISSOURI YOUTH SOCCER ASSOCIATION, INC. Please take the necessary
time to read it.

We do not expect this handbook to answer all questions. Supervisors and Human Resources also serve as a
major source of information.

Neither this handbook nor any other verbal or written communication by a management representative is,
nor should it be considered to be, an agreement, contract of employment, express or implied, or a promise
of treatment in any particular manner in any given situation, nor does it confer any contractual rights
whatsoever. MISSOURI YOUTH SOCCER ASSOCIATION, INC. adheres to the policy of employment at will,
which permits the Company or the employee to end the employment relationship at any time, for any
reason, with or without cause or notice.

No Company representative other than the President and/or the CEO may modify at-will status and/or
provide any special arrangement concerning terms or conditions of employment in an individual case or
generally and any such modification must be in a signed writing.

Many matters covered by this handbook, such as benefit plan descriptions, are also described in separate
Company documents. These Company documents are always controlling over any statement made in this
handbook or by any member of management.

This handbook states only general Company guidelines. The Company may, at any time, in its sole discretion,
modify or vary from anything stated in this handbook, with or without notice, except for the rights of the
parties to end employment at will, which may only be modified by an express written agreement signed by
the employee and the President and/or the CEO.

This handbook supersedes all prior handbooks.
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Section 1 - GOVERNING PRINCIPLES OF EMPLOYMENT

1-1. INTRODUCTION

For employees who are commencing employment with MISSOURI YOUTH SOCCER ASSOCIATION, INC.
("MISSOURI YOUTH SOCCER ASSOCIATION, INC." or "the Company"), on behalf of MISSOURI YOUTH SOCCER
ASSOCIATION, INC., let me extend a warm and sincere welcome.

For employees who have been with us, thanks for your past and continued service.

| extend my personal best wishes for success and happiness here at MISSOURI YOUTH SOCCER ASSOCIATION,
INC. We understand that it is our employees who provide the services that our customers rely upon, and who
will enable us to create new opportunities in the years to come.

MISSOURI YOUTH SOCCER ASSOCIATION, INC. and Insperity are in a co-employment work relationship. This
means that MISSOURI YOUTH SOCCER ASSOCIATION, INC. handles the day-to-day operations related to its
core business. Insperity handles the administrative responsibilities, such as payroll processing and benefits,
and supports the company with human resource issues.

You should have already signed an Employment Agreement outlining your employment relationship with
Insperity. Contact your supervisor or an Insperity payroll or human resource specialist if you have any
questions.

1-2. EQUAL EMPLOYMENT OPPORTUNITY

MISSOURI YOUTH SOCCER ASSOCIATION, INC. is an Equal Opportunity Employer that does not discriminate
on the basis of actual or perceived race, color, creed, religion, national origin, ancestry, citizenship status,
age, sex or gender (including pregnancy, childbirth, pregnancy-related conditions, and lactation), gender
identity or expression (including transgender status), sexual orientation, marital status, military service and
veteran status, physical or mental disability, genetic information, or any other characteristic protected by
applicable federal, state, or local laws and ordinances. MISSOURI YOUTH SOCCER ASSOCIATION, INC.'s
management team is dedicated to this policy with respect to recruitment, hiring, placement, promotion,
transfer, training, compensation, benefits, employee activities, access to facilities and programs, and general
treatment during employment.

Any employees with questions or concerns about equal employment opportunities in the workplace are
encouraged to bring these issues to the attention of the Employee's Supervisor. MISSOURI YOUTH SOCCER
ASSOCIATION, INC. will not allow any form of retaliation against employees who raise issues of equal
employment opportunity. If employees feel they have been subjected to any such retaliation, they should
contact the Employee's Supervisor. To ensure the workplace is free of artificial barriers, violation of this policy
including any improper retaliatory conduct will lead to discipline, up to and including discharge. All employees
must cooperate with all investigations conducted pursuant to this policy.
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MISSOURI YOUTH SOCCER ASSOCIATION, INC. is committed to complying with applicable federal, state, and
local laws governing reasonable accommodations of individuals, including, but not limited to, the Americans
with Disabilities Act (ADA) and the Pregnant Workers Fairness Act (PWFA). To that end, MISSOURI YOUTH
SOCCER ASSOCIATION, INC. will endeavor to make a reasonable accommodation to applicants and employees
who have requested an accommodation or for whom MISSOURI YOUTH SOCCER ASSOCIATION, INC. has
notice may require such an accommodation, without regard to any protected classifications, related to an
individual's:

e Disability, meaning any physical, medical, mental, or psychological impairment, or a history or record
of such impairment;

e Sincerely held religious beliefs and practices;

e Needs as a victim of domestic violence, sex offenses, or stalking;

e Needs related to pregnancy, childbirth, or related medical conditions; and/or

e Any other reason required by applicable law, unless the accommodation would impose an undue
hardship on the operation of our business.

Reasonable accommodations can take many forms. For example, reasonable accommodations for pregnancy,
childbirth, or related medical conditions include but are not limited to things such as the ability to carry or
keep water near and drink, as needed; allowing the employee additional restroom breaks; allowing the
employee whose work requires standing to sit and whose work requires sitting to stand; allowing the
employee breaks, as needed, to eat and drink; accommodations related to lactation; time off to recover from
childbirth; modification of equipment; appropriate seating; temporary transfer to a different position that the
employee is able to perform; restructuring job duties; light duty; or a modified work schedule. MISSOURI
YOUTH SOCCER ASSOCIATION, INC. will work with the employee to determine what accommodation is
appropriate for the employee, given the employee's unique circumstances, that does not impose an undue
hardship on MISSOURI YOUTH SOCCER ASSOCIATION, INC.

Any employee who would like to request an accommodation based on any of the reasons set forth above
should contact the Employee's Supervisor. Accommodation requests can be made in writing using a form
which can be obtained from the Employee's Supervisor. If the employee who has requested an
accommodation has not received an initial response within five (5) business days, they should contact the
Employee's Supervisor.

Unless otherwise required by law, MISSOURI YOUTH SOCCER ASSOCIATION, INC. may request that the
employee provide supporting documentation. Cooperating with MISSOURI YOUTH SOCCER ASSOCIATION,
INC. by returning requested information in a timely fashion is required.

After receiving a request for an accommodation or learning indirectly that the employee may require such an
accommodation, MISSOURI YOUTH SOCCER ASSOCIATION, INC. will engage in an interactive dialogue with the
employee.

Even if employee has not formally requested an accommodation, MISSOURI YOUTH SOCCER ASSOCIATION,
INC. may initiate an interactive dialogue under certain circumstances, such as when MISSOURI YOUTH
SOCCER ASSOCIATION, INC. has knowledge that employee's performance at work has been negatively
affected and a reasonable basis to believe that the issue is related to any of the protected classifications set
forth above, in compliance with applicable law. In the event MISSOURI YOUTH SOCCER ASSOCIATION, INC.



initiates an interactive dialogue, it should not be construed as MISSOURI YOUTH SOCCER ASSOCIATION, INC.'s
belief the employee requires an accommodation, but will serve as an invitation for the employee to share
with MISSOURI YOUTH SOCCER ASSOCIATION, INC. any information the employee desires to share, or to
request an accommodation.

The interactive dialogue may take place in person, by telephone, or by electronic means. As part of the
interactive dialogue, MISSOURI YOUTH SOCCER ASSOCIATION, INC. will communicate openly and in good
faith with the employee in a timely manner in order to determine whether and how MISSOURI YOUTH
SOCCER ASSOCIATION, INC. may be able to provide a reasonable accommodation. To the extent necessary
and appropriate based on the request, MISSOURI YOUTH SOCCER ASSOCIATION, INC. will attempt to explore
the existence and feasibility of alternative accommodations as well as alternative positions for the employee.
MISSOURI YOUTH SOCCER ASSOCIATION, INC. is not required to provide the specific accommodation sought
by the employee, provided the alternatives are reasonable and either meet the specific needs of the
employee or specifically address the employee's limitations. As part of the interactive dialogue, MISSOURI
YOUTH SOCCER ASSOCIATION, INC. reserves the right to request supporting documentation to the maximum
extent permitted by applicable law.

MISSOURI YOUTH SOCCER ASSOCIATION, INC. will endeavor to keep confidential all communications
regarding requests for reasonable accommodations and all circumstances surrounding the employee's
underlying reason for needing an accommodation.

MISSOURI YOUTH SOCCER ASSOCIATION, INC. will not allow any form of retaliation against employees who
have requested an accommodation, for whom MISSOURI YOUTH SOCCER ASSOCIATION, INC. has notice may
require such an accommodation, or who otherwise engage in the interactive dialogue process.

Employees with questions regarding this policy should contact the Employee's Supervisor.

To help ensure a safe, healthy and productive work environment for our employees and others, to protect
Company property, and to ensure efficient operations, MISSOURI YOUTH SOCCER ASSOCIATION, INC. has
adopted a policy of maintaining a workplace free of drugs and alcohol. This policy applies to all employees
and other individuals who perform work for the Company.

The unlawful or unauthorized use, abuse, solicitation, theft, possession, transfer, purchase, sale, or
distribution of controlled substances (including medical marijuana), drug paraphernalia, or alcohol by an
individual anywhere on Company premises, while on Company business (whether or not on Company
premises) or while representing the Company, is strictly prohibited. Employees and other individuals who
work for the Company also are prohibited from reporting to work or working while they are using or under
the influence of alcohol or any controlled substances, which may impact the employee's ability to perform
their job or otherwise pose safety concerns, except when the use is pursuant to a licensed medical
practitioner's instructions and the licensed medical practitioner authorized the employee or individual to
report to work. However, this exception does not extend any right to report to work under the influence of
lawful recreational or medical marijuana or to use such as a defense to a positive drug test, to the extent the
employee is subject to any drug testing requirement, except as permitted by and in accordance with
applicable law.

Violation of this policy will result in disciplinary action, up to and including discharge.

The Company maintains a policy of non-discrimination and will endeavor to make reasonable



accommodations to assist individuals recovering from substance and alcohol dependencies, and those who
have a medical history which reflects treatment for substance abuse conditions. However, employees may
not request an accommodation to avoid discipline for a policy violation. We encourage employees to seek
assistance before their substance abuse or alcohol misuse renders them unable to perform the essential
functions of their jobs, or jeopardizes the health and safety of any Company employee, including themselves.

As a condition of continued employment, all employees must comply with this policy. An employee who
engages in an activity prohibited by this policy shall be subject to disciplinary action, up to and including
immediate termination of employment. Contact the Employee Assistance Program (EAP) for information
about the availability of treatment programs such as assistance provided by Insperity’s health care plan
coverage or drug and alcohol abuse rehabilitation and education programs. This policy is not intended to
replace or otherwise alter applicable U.S. Department of Transportation obligations or any other federal,
state or local agency drug testing regulations related to a particular industry.

MISSOURI YOUTH SOCCER ASSOCIATION, INC. is strongly committed to providing a safe workplace. The
purpose of this policy is to minimize the risk of personal injury to employees and damage to Company and
personal property.

MISSOURI YOUTH SOCCER ASSOCIATION, INC. does not expect employees to become experts in psychology
or to physically subdue a threatening or violent individual. Indeed, MISSOURI YOUTH SOCCER ASSOCIATION,
INC. specifically discourages employees from engaging in any physical confrontation with a violent or
potentially violent individual. However, MISSOURI YOUTH SOCCER ASSOCIATION, INC. does expect and
encourage employees to exercise reasonable judgment in identifying potentially dangerous situations.

Experts in the mental health profession state that prior to engaging in acts of violence, troubled individuals
often exhibit one or more of the following behaviors or signs: over-resentment, anger and hostility; extreme
agitation; making ominous threats such as bad things will happen to a particular person, or a catastrophic
event will occur; sudden and significant decline in work performance; irresponsible, irrational, intimidating,
aggressive or otherwise inappropriate behavior; reacting to questions with an antagonistic or overtly negative
attitude; discussing weapons and their use, and/or brandishing weapons in the workplace; overreacting or
reacting harshly to changes in Company policies and procedures; personality conflicts with co-workers;
obsession or preoccupation with a co-worker or supervisor; attempts to sabotage the work or equipment of a
co-worker; blaming others for mistakes and circumstances; or demonstrating a propensity to behave and
react irrationally.

Prohibited Conduct

Threats, threatening language or any other acts of aggression or violence made toward or by any Company
employee WILL NOT BE TOLERATED. For purposes of this policy, a threat includes any verbal or physical
harassment or abuse, any attempt at intimidating or instilling fear in others, menacing gestures, flashing of
weapons, stalking or any other hostile, aggressive, injurious or destructive action undertaken for the purpose
of domination or intimidation. To the extent permitted by law, employees and visitors are prohibited from
carrying weapons onto Company premises.

Procedures for Reporting a Threat

All potentially dangerous situations, including threats by co-workers, should be reported immediately to any
member of management with whom the employee feels comfortable. Reports of threats may be maintained



confidential to the extent maintaining confidentiality does not impede MISSOURI YOUTH SOCCER
ASSOCIATION, INC.'s ability to investigate and respond to the complaints. All threats will be promptly
investigated. All employees must cooperate with all investigations. No employee will be subjected to
retaliation, intimidation or disciplinary action as a result of reporting a threat in good faith under this policy.

If the Company determines, after an appropriate good faith investigation, that someone has violated this
policy, the Company will take swift and appropriate corrective action.

If the employee is the recipient of a threat made by an outside party, that employee should follow the steps
detailed in this section. It is important for the Company to be aware of any potential danger in its offices.
Indeed, the Company wants to take effective measures to protect everyone from the threat of a violent act
by employees or by anyone else.

MISSOURI YOUTH SOCCER ASSOCIATION, INC. and Insperity are committed to a work environment in which
all individuals are treated with respect and dignity and are free from all forms of harassment and
discrimination. Any form of harassment, even when not unlawful or directed at a protected category, is
prohibited and will not be tolerated. All employees, including supervisors, co-workers, vendors, contractors,
customers or other third parties, are expected to adhere to this policy.

Reported or suspected occurrences of harassment or discrimination will be promptly and thoroughly
investigated. Following an investigation, MISSOURI YOUTH SOCCER ASSOCIATION, INC. and Insperity will
promptly take any necessary and appropriate disciplinary action.

MISSOURI YOUTH SOCCER ASSOCIATION, INC. and Insperity will not permit or condone any acts of retaliation
against anyone who files or cooperates in the investigation of harassment or discrimination complaints.

1. The term “harassment” includes harassment based on any category protected by federal, state or local
law, which may include, but is not limited to, unwelcome slurs, jokes, or verbal, graphic or physical
conduct relating to an individual's race (including hair texture and hairstyles), color, religious creed,
sex, national origin, ancestry, citizenship status, pregnancy, childbirth, physical disability, mental
and/or intellectual disability, age, military status, veteran status (including protected veterans), marital
status, registered domestic partner or civil union status, familial status, gender (including sex
stereotyping and gender identity or expression), medical condition (including, but not limited to,
cancer related or HIV/AIDS related), genetic information, or sexual orientation.

2. Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, or other verbal
or physical conduct of a sexual nature where:

1. Submission to such conduct is an explicit or implicit term or condition of employment;

2. Employment decisions are based on an employee's submission to or rejection of such conduct;
or

3. Such conduct unreasonably interferes with an individual's work performance or creates an
intimidating, hostile or offensive working environment.

Complaint Procedure

MISSOURI YOUTH SOCCER ASSOCIATION, INC. and Insperity provide you with a convenient and reliable
method for reporting incidents of alleged harassment, including sexual harassment, and discrimination. Any



employee who feels harassed or discriminated against is encouraged to immediately inform the alleged
offender that the behavior is unwelcome. In many instances, the person is unaware their conduct is offensive
and this action alone may often resolve the problem. If the informal discussion with the alleged offender is
unsuccessful in remedying the problem, or if you do not feel comfortable with such an approach, you should
immediately report the conduct to your immediate supervisor, manager or company owner and the Insperity
Anti-Harassment Hotline number at 844-677-3030. We cannot resolve a harassment or discrimination
problem, unless we know about it. Therefore, it is your responsibility to bring those kinds of problems to our
attention so we can take the necessary steps to correct any problems. The report should include all facts
available to you regarding the alleged harassment, sexual harassment, or discrimination.

When you call the Insperity Anti-Harassment Hotline, please be sure to leave your name, Insperity employee
identification number or the last four digits of your social security number, and the name of the client
company for which you work. If you wish to make an anonymous complaint, you may do so. However, the
scope of our investigation may be limited based on the information you provide.

Confidentiality

All reports of alleged harassment, sexual harassment, or discrimination will be treated seriously.
Confidentiality will be maintained to the extent possible. However, to conduct a thorough investigation,
certain information may need to be disclosed to other individuals, including the alleged offender.
Consequently, absolute confidentiality cannot be promised and cannot be guaranteed.

Investigative Procedure

Once a complaint of alleged harassment, sexual harassment, or discrimination is received, we will begin a
prompt and thorough investigation. The investigation may include interviews with all involved employees,
including the alleged harasser, and any employees who are aware of facts or incidents alleged to have
occurred.

Following an investigation, MISSOURI YOUTH SOCCER ASSOCIATION, INC. and Insperity will promptly take any
necessary and appropriate disciplinary action. Disciplinary action will be taken if the investigation reveals that
an employee has acted in a manner that is not in alignment with the goals of this policy. MISSOURI YOUTH
SOCCER ASSOCIATION, INC. and Insperity may address any workplace issue discovered during an
investigation. This may include some or all of the following steps:

1. Restore any lost terms, conditions, or benefits of employment to the complaining employee.
2. Discipline the alleged harasser. This discipline may include written disciplinary warnings, transfer,
demotion, suspension and/or termination of employment.

If the alleged harassment, sexual harassment, or discrimination is from a vendor, contractor, customer or
other third party, MISSOURI YOUTH SOCCER ASSOCIATION, INC. and Insperity will take appropriate action to
stop the conduct.

If you have made a complaint but feel that the action taken in response has not remedied the situation, you
should make an additional complaint following the complaint procedure outlined in this policy.

Duties of Employees and Supervisors

All employees of the company, both management and non-management, are responsible for assuring that a
workplace free of harassment, sexual harassment, and discrimination is maintained. Any employee may file a
complaint regarding incidents experienced personally or incidents observed in the workplace. The company



strives to maintain a pleasant work environment where all employees are able to effectively perform their
work without interference of any type and requests the assistance of all employees in this effort.

All managers and supervisors are responsible for doing all they can to prevent and discourage harassment,
sexual harassment, and discrimination from occurring. If a complaint of harassment, sexual harassment or
discrimination is raised, the individual to whom the complaint is made (i.e., supervisor, manager, company
owner) should act promptly to notify the Insperity Anti-Harassment hotline number so an investigation may
promptly proceed. The company and Insperity may discipline any managers or supervisors who fail to follow
this policy, which discipline may include termination.
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Section 2 - OPERATIONAL POLICIES

2-1. YOUR EMPLOYMENT RECORDS

In order to obtain their position, employees have provided personal information, such as address and
telephone number. This information is contained in their personnel file.

Unreported changes of address, marital status, etc. can affect withholding tax and benefit coverage. Further,
an "out of date" emergency contact or an inability to reach employees in a crisis could cause a severe health
or safety risk or other significant problem.

To ensure that your personnel file is up-to-date at all times, update your file through Insperity Premier at
http://portal.insperity.com with any changes in your name, telephone number, home address, withholding
instructions, number of dependents, beneficiary designations, or the individuals to notify in case of an
emergency. You may update your file through the Insperity Premier™ at http://portal.insperity.com.
Assistance may also be provided through the Insperity Contact Center at 866-715-3552, 7AM-7PM CT
Monday-Friday.

Employees should also provide updates of any specialized training or skills they acquire, as well as any
changes to any required visas to the employee's supervisor.

2-2. WORKING HOURS AND SCHEDULE

Employees will be assigned a work schedule and will be expected to begin and end work according to the
schedule. To accommodate the needs of the business, at some point MISSOURI YOUTH SOCCER
ASSOCIATION, INC. may need to change individual work schedules on either a short-term or long-term basis.

Employees will be provided meal and rest periods as required by law. A supervisor will provide further details.

2-3. ARTIFICIAL INTELLIGENCE

The Company recognizes that the use of Al tools can potentially assist employees with the performance of job
duties. However, there are many risks. To ensure the protection of confidential information and the integrity
of our operations, as set forth below, all employees who wish to use Al tools must receive management
approval and, if granted, comply with the below best practices.

Evaluation of Al tools. Employees must evaluate the utility and security of any Al tool before using it. This
includes reviewing the tool's security features, terms of service, and privacy policy. Employees should also
review the reputation of the tool developer and any third-party services used by the tool. But most
importantly, employees must receive management approval prior to using any Al tool after explaining the
manner in which it will be used and the benefits to the business.

Protection of confidential data. In using any Al tool, employees must not upload or share any confidential,
proprietary, or protected data without prior written approval from the Immediate manager. This includes
data related to customers, employees, or partners. Similarly, employees must ensure any Al tool does not
utilize confidential or copyrighted information of a third party.
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Access control. Employees must not give access to any Al tools approved for business use to anyone outside
the company without prior approval from the Immediate manager and implementation of processes as
required to meet security compliance requirements. This includes sharing login credentials or other sensitive
information with third parties.

Compliance with security policies. Employees must apply the same security best practices we use for all
company and customer data. This includes using strong passwords, keeping software up-to-date, and
following the Company's data retention and disposal policies.

Like most successful companies, MISSOURI YOUTH SOCCER ASSOCIATION, INC. experiences periods of
extremely high activity, additional work may be required. During these busy periods, additional work is
required from all of us. Supervisors are responsible for monitoring business activity and requesting overtime
work if it is necessary. Effort will be made to provide employees with adequate advance notice in such
situations.

Any non-exempt employee who works overtime will be compensated at the rate of one and one-half times
(1.5) their regular hourly wage for all time worked in excess of 40 hours each workweek, unless otherwise
required by applicable law. Employees may work overtime only with prior management authorization.

For purposes of calculating overtime for non-exempt employees, the workweek begins at 12 a.m. on Sunday
and ends 168 hours later at 12 a.m. on the following Sunday.

It is MISSOURI YOUTH SOCCER ASSOCIATION, INC.’s policy and practice to accurately compensate employees
and to do so in compliance with all applicable state and federal laws. To ensure proper payment and that no
improper deductions are made, employees must review pay stubs promptly to identify and report all errors.

Those classified as exempt salaried employees will receive a salary which is intended to compensate them for
all hours they may work for MISSOURI YOUTH SOCCER ASSOCIATION, INC. This salary will be established at
the time of hire or classification as an exempt employee. While it may be subject to review and modification
from time to time, such as during salary review times, the salary will be a predetermined amount that will not
be subject to deductions for variations in the quantity or quality of the work performed.

Under federal and state law, salary is subject to certain deductions. For example, unless state law requires
otherwise, salary can be reduced for the following reasons:

e full-day absences for personal reasons;

o full-day absences for sickness or disability if the deduction is made in accordance with a bona fide
plan, policy or practice of providing wage replacement benefits for such absences (deductions also
may be made for the exempt employee's full-day absences due to sickness or disability before the
employee has qualified for the plan, policy or practice or after the employee has exhausted the leave
allowance under the plan);

o full-day disciplinary suspensions for infractions of our written policies and procedures;

e Family and Medical Leave Act absences (either full- or partial-day absences);

e to offset amounts received as payment from the court for jury and witness fees or from the military as
military pay;
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e the first or last week of employment in the event the employee works less than a full week; and
e any full work week in which the employee does not perform any work.

Salary may also be reduced for certain types of deductions such as a portion of health, dental or life insurance
premiums; state, federal or local taxes; social security; or voluntary contributions to a 401(k) or pension plan.

In any work week in which the employee performed any work, salary will not be reduced for any of the
following reasons:

e partial day absences for personal reasons, sickness or disability;

e an absence because the Company has decided to close a facility on a scheduled work day;

e absences for jury duty, attendance as a witness, or military leave in any week in which the employee
performed any work (subject to any offsets as set forth above); and

e any other deductions prohibited by state or federal law.

However, unless state law provides otherwise, deductions may be made to accrued leave for full- or partial-
day absences for personal reasons, sickness or disability.

If employees believe they have been subject to any improper deductions, they should immediately report the
matter to a supervisor. If the supervisor is unavailable or if the employee believes it would be inappropriate
to contact that person (or if the employee has not received a prompt and fully acceptable reply), they should
immediately contact Insperity Payroll Specialist or any other supervisor in MISSOURI YOUTH SOCCER
ASSOCIATION, INC. with whom the employee feels comfortable.

Employees will be paid weekly for all the time worked during the past pay period.

Payroll stubs itemize deductions made from gross earnings. By law, MISSOURI YOUTH SOCCER ASSOCIATION,
INC. is required to make deductions for Social Security, federal income tax and any other appropriate taxes.
These required deductions also may include any court-ordered garnishments. Payroll stubs also will
differentiate between regular pay received and overtime pay received.

If there is an error in any employee's pay, the employee should bring the matter to the attention of
Employee's Supervisor and Insperity Payroll Specialist immediately so the Company can resolve the matter
quickly and amicably.

Paychecks will be given only to the employee, unless the employee requests that they be mailed or
authorizes in writing that another person may accept the check.

All employees have the opportunity to express ideas and opinions to management. The Company believes
that open communication is essential to a successful work environment, as well as to the Company's success.
All employees may express ideas and opinions directly to Company management. Employees who would like
to bring an idea or suggestion to the Company's attention, or just simply wishes to discuss an issue not
covered by a separate reporting procedure, are always welcome to send an email or make a call to Human
Resources.
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Section 3 - BENEFITS

3-1. LACTATION ACCOMMODATIONS

MISSOURI YOUTH SOCCER ASSOCIATION, INC. will provide a reasonable amount of break time to
accommodate employees desiring to express breast milk for their child, in accordance with and to the extent
required by applicable law. The break time, if possible and permitted by applicable law, must run
concurrently with rest and meal periods already provided. If the break time cannot run concurrently with rest
and meal periods already provided, the break time will be unpaid, subject to applicable law.

The Company may not be able to provide additional break time if doing so would seriously disrupt the
Company's operations, subject to applicable law.

The Company will make reasonable efforts to provide employees with the use of a room or location in close
proximity to the employee's work area, other than a bathroom, to express milk in private. This location may
be the employee's private office, if applicable. Please consult your supervisor or Insperity Contact Center with
questions regarding this policy.

Employees should advise management if they need break time and an area for this purpose. Employees will
not be discriminated against or retaliated against for exercising their rights under this policy.

3-2. JURY DUTY

MISSOURI YOUTH SOCCER ASSOCIATION, INC. realizes that it is the obligation of all U.S. citizens to serve on a
jury when summoned to do so. All employees will be allowed time off to perform such civic service as
required by law. Employees are expected, however, to provide proper notice of a request to perform jury
duty and verification of their service.

Employees also are expected to keep management informed of the expected length of jury duty service and
to report to work for the major portion of the day if excused by the court. If the required absence presents a
serious conflict for management, employees may be asked to try to postpone jury duty.

Employees on jury duty leave will be paid for their jury duty service in accordance with state law; however,
exempt employees will be paid their full salary for any week in which time is missed due to jury duty if work is
performed for the Company during such week.

3-3. VOTING LEAVE

In the event employees do not have sufficient time outside of working hours to vote in a statewide election, if
required by state law, the employee may take off enough working time to vote. Such time will be paid if
required by state law. This time should be taken at the beginning or end of the regular work schedule. Where
possible, supervisors should be notified at least two (2) days prior to the voting day.
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3-4. INSPERITY ONLINE SERVICES

Visit Insperity online to access training, secure personal information and work tools. Go to
http://portal.insperity.com and click CREATE ACCOUNT. Follow the steps below to log in and begin using
Insperity Premier™:

Step 1: Enter your last name and date of birth

Step 2: Enter one of the following to identify yourself:

e Your Social Security Number
e Your Individual Taxpayer Identification
e Your Insperity ID (this can be found on your paystub)

Step 3: Enter a username and password of your choice. Then follow the remaining prompts to create the
account.

Your personal information is accessible only to you through multiple layers of security and industry-standard
data encryption. Since payroll information and other sensitive data are accessible through your account, it is
important you do not share your username and password with others.

Contact Insperity’s Contact Center toll free at 866-715-3552, Monday through Friday from 7:00 a.m. to 7:00
p.m., CST for questions about Insperity Premier™ and your Insperity benefits.

Employment Verifications

Requests for employment verifications, for current or former employees, should be directed to Insperity’s
Contact Center at 866-715-3552, option 5. Insperity will only release your last title and dates of employment,
unless you have authorized in writing certain additional information to be provided.

3-5. VACATION POLICY

Vacation Policy

Missouri Youth Soccer Association, Inc (The Company) appreciates how hard employees work and recognizes
the importance of providing time for rest and relaxation. The Company encourages employees to take their
time off. Vacation under this policy includes extended time off for any reason. Full-time employees are
eligible for vacation benefits. The benefit year for this policy is the calendar year from January 15t— December
31st,

Vacation Grant and Increment Use

Employees are granted 40 hours of vacation upon hire. Employees may use time after the completion of the
30-day probationary period. Thereafter, employees are granted their vacation on January 15t of each benefit
year. Employees hired mid-year will earn a prorated amount in the first year of employment.

Employees may take vacation in eight (8) hour increments.

Full time employees:
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Length of Service Annual Grant
Upon hire through the end of the 15t of year of employment 40 hours

Beginning of the 2Nd year of employment through the end of ~ 80 hours
the 4th year of employment

Beginning of the 5th year of employment through the end of 120 hours
the 9th year of employment

Beginning of the 10th year of employment and thereafter 160 hours

*Accrual rate increases 1/1 prior to the designated anniversary

Carryover
Employees may not carry over unused time to the next benefit year.
Notice and Documentation

If employees wish to use vacation, they must inform their manager at least two (2) weeks in advance and
request the time off through the employee’s Premier Portal subject to managements approval. Employees
that Every effort will be made to grant requests, consistent with operating schedules. However, if too many
people request the same period of time off, the Company reserves the right to choose who may take time off
during that period.

Separation and Payout

If employees leave the Company, they will not be paid out for any earned but unused vacation upon
separation.

While vacation is paid through Insperity, vacation is solely the Company’s policy.

Sick Leave Policy

Missouri Youth Soccer Association, Inc (The Company) provides sick leave to all employees. Sick leave under
this policy includes extended time off for sick/illness related reasons. Full-time employees are eligible for sick
leave benefits. The benefit year for this policy is the calendar year from January 15t — December 315t

Sick Leave Grant and Increment Use

Employees are granted 24 hours of sick leave upon hire and may use time immediately. Thereafter,
employees are granted their sick leave on January 15t of each benefit year.

Employees may take sick leave in four (4) hour or eight (8) hour increments.

Full time employees:
Length of Service Annual Grant

Upon hire and thereafter 24 hours
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Carryover
Employees may not carry over up unused time to the next benefit year.
Notice and Documentation

If employees wish to use sick leave, they must inform their manager as soon as possible by phone call, email
or text of the requested leave.

The Company may request a doctor’s note upon returning to work if employees are out due to sick/illness
related reasons for more two (2) or more days.

Separation and Payout

If employees leave the Company, they will not be paid out for any earned but unused sick leave upon
separation.

While sick leave is paid through Insperity, sick leave is solely the Company’s policy.

7
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Section 4 - LEAVES OF ABSENCE

If employees are ineligible for any other Company leave of absence, MISSOURI YOUTH SOCCER ASSOCIATION,
INC., under certain circumstances, may grant a personal leave of absence without pay. A written request for a
personal leave should be presented to management at least two (2) weeks before the anticipated start of the
leave. If the leave is requested for medical reasons and employees are not eligible for leave under the federal
Family and Medical Leave Act (FMLA) or any state leave law, medical certification also must be submitted.
The request will be considered on the basis of staffing requirements and the reasons for the requested leave,
as well as performance and attendance records. Normally, a leave of absence will be granted for a period of
up to eight (8) weeks. However, a personal leave may be extended if, prior to the end of leave, employees
submit a written request for an extension to management and the request is granted. During the leave,
employees will not earn vacation, personal days, or sick days. MISSOURI YOUTH SOCCER ASSOCIATION, INC.
will continue health insurance coverage during the leave if employees submit their share of the monthly
premium payments to the Company in a timely manner, subject to the terms of the plan documents.

When the employees anticipate returning to work, they should notify management of the expected return
date. This notification should be made at least one (1) week before the end of the leave.

Upon completion of the personal leave of absence, the Company will attempt to return employees to their
original job or a similar position, subject to prevailing business considerations. Reinstatement, however, is not
guaranteed.

Failure to advise management of availability to return to work, failure to return to work when notified or a
continued absence from work beyond the time approved by the Company will be considered a voluntary
resignation of employment.

Personal leave runs concurrently with any Company-provided Short-Term Disability Leave of Absence.

If employees are called into active military service or enlist in the uniformed services, they will be eligible to
receive an unpaid military leave of absence. To be eligible for military leave, employees must provide
management with advance notice of service obligations unless they are prevented from providing such notice
by military necessity or it is otherwise impossible or unreasonable to provide such notice. Provided the
absence does not exceed applicable statutory limitations, employees will retain reemployment rights and
accrue seniority and benefits in accordance with applicable federal and state laws. Employees should ask
management for further information about eligibility for Military Leave.

If employees are required to attend yearly Reserves or National Guard duty, they can apply for an unpaid
temporary military leave of absence not to exceed the number of days allowed by law (including travel). They
should give management as much advance notice of their need for military leave as possible so that
MISSOURI YOUTH SOCCER ASSOCIATION, INC. can maintain proper coverage while employees are away.
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Section 5 - GENERAL STANDARDS OF CONDUCT

MISSOURI YOUTH SOCCER ASSOCIATION, INC. endeavors to maintain a positive work environment. Each
employee plays a role in fostering this environment. Accordingly, we all must abide by certain rules of
conduct, based on honesty, common sense, and fair play.

Because everyone may not have the same idea about proper workplace conduct, it is helpful to adopt and
enforce rules all can follow. Unacceptable conduct may subject the offender to disciplinary action, up to and
including discharge, in the Company's sole discretion. The following are examples of some, but not all,
conduct which can be considered unacceptable:

1. Obtaining employment on the basis of false or misleading information.
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12.
13.
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15.

16.
17.
18.

Stealing, removing, or defacing MISSOURI YOUTH SOCCER ASSOCIATION, INC. property or a co-
worker's property, and/or disclosure of confidential information.

Completing another employee's time records.

Violation of safety rules and policies.

Violation of MISSOURI YOUTH SOCCER ASSOCIATION, INC.'s Drug and Alcohol-Free Workplace Policy.
Fighting, threatening, or disrupting the work of others or other violations of MISSOURI YOUTH SOCCER
ASSOCIATION, INC.'s Workplace Violence Policy.

Failure to follow lawful instructions of a supervisor.

Failure to perform assigned job duties.

Violation of the Punctuality and Attendance Policy, including but not limited to irregular attendance,
habitual lateness, or unexcused absences.

Gambling on Company property.

Willful or careless destruction or damage to Company assets or to the equipment or possessions of
another employee.

Wasting work materials.

Performing work of a personal nature during working time.

Violation of the Solicitation and Distribution Policy.

Violation of MISSOURI YOUTH SOCCER ASSOCIATION, INC.'s Harassment or Equal Employment
Opportunity Policies.

Violation of the Communication and Computer Systems Policy.

Unsatisfactory job performance.

Any other violation of MISSOURI YOUTH SOCCER ASSOCIATION, INC. policy.

Where appropriate, supervisors will follow a process of progressive employee discipline. Before or during
application of any discipline, employees may be given an opportunity to relate their version of the incident or
problem and provide an explanation. Examples of progressive employee discipline include:

e Verbal Counseling - A conversation with an employee explaining that the employee’s conduct or poor

performance is unacceptable, and repeated or continued unacceptable conduct or performance will
result in more severe disciplinary action. A record of the notice of the verbal counseling may be made
and retained in the employee's personnel file.

e Written Counseling - A written document or memo that describes the unacceptable conduct or
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performance of the employee and specifies needed changes or improvements. A copy of the written
counseling generally will be retained in the employee's personnel file.

e Termination - If an employee fails to follow acceptable conduct or performance standards, the
company may terminate the employee’s employment.

Depending on the specific circumstances, the company may suspend or terminate an employee without prior
discipline, or without following a particular order of discipline.

Obviously, not every type of misconduct can be listed. Note that all employees are employed at-will, and
MISSOURI YOUTH SOCCER ASSOCIATION, INC. reserves the right to impose whatever discipline it chooses, or
none at all, in a particular instance. The Company will deal with each situation individually and nothing in this
handbook should be construed as a promise of specific treatment in a given situation. However, MISSOURI
YOUTH SOCCER ASSOCIATION, INC. will endeavor to utilize progressive discipline but reserves the right in its
sole discretion to terminate the employee at any time for any reason.

The observance of these rules will help to ensure that our workplace remains a safe and desirable place to
work.

MISSOURI YOUTH SOCCER ASSOCIATION, INC.'s communication and computer systems are intended primarily
for business purposes; however limited personal usage is permitted if it does not hinder performance of job
duties or violate any other Company policy. This includes the voice mail, e-mail and Internet systems. Users
have no legitimate expectation of privacy in regard to their use of the MISSOURI YOUTH SOCCER
ASSOCIATION, INC. systems.

MISSOURI YOUTH SOCCER ASSOCIATION, INC. may access the voice mail and e-mail systems and obtain the
communications within the systems, including past voice mail and e-mail messages, without notice to users of
the system, in the ordinary course of business when the Company deems it appropriate to do so. The reasons
for which the Company may obtain such access include, but are not limited to: maintaining the system;
preventing or investigating allegations of system abuse or misuse; assuring compliance with software
copyright laws; complying with legal and regulatory requests for information; and ensuring that Company
operations continue appropriately during the employee's absence.

Further, MISSOURI YOUTH SOCCER ASSOCIATION, INC. may review Internet usage to ensure that such use
with Company property, or communications sent via the Internet with Company property, are appropriate.
The reasons for which the Company may review employees' use of the Internet with Company property
include, but are not limited to: maintaining the system; preventing or investigating allegations of system
abuse or misuse; assuring compliance with software copyright laws; complying with legal and regulatory
requests for information; and ensuring that Company operations continue appropriately during the
employee's absence.

The Company may store electronic communications for a period of time after the communication is created.
From time to time, copies of communications may be deleted.

The Company's policies prohibiting harassment, in their entirety, apply to the use of Company's
communication and computer systems. No one may use any communication or computer system in a manner
that may be construed by others as harassing or offensive based on race, national origin, sex, sexual
orientation, age, disability, religious beliefs or any other characteristic protected by federal, state or local law.
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Further, since the Company's communication and computer systems are intended for business use, all
employees, upon request, must inform management of any private access codes or passwords.

MISSOURI YOUTH SOCCER ASSOCIATION, INC. intends to prevent computer viruses and unauthorized use of
copyrighted materials belonging to entities other than the company. You should obtain prior approval before
downloading any software. Users are not permitted to copy, transfer, rename, add or delete information or
programs belonging to other users unless given express permission to do so by the owner. Failure to observe
copyright or license agreements may result in disciplinary action from the company, up to and including
immediate termination or legal action by the copyright owner.

No employee may access, or attempt to obtain access to, another employee's computer systems without
appropriate authorization.

Violators of this policy may be subject to disciplinary action, up to and including discharge.

MISSOURI YOUTH SOCCER ASSOCIATION, INC. strives to provide a safe and secure workplace for employees,
clients, customers and visitors. The company has zero tolerance for, and forbids the possession of any type of
weapon, firearm, explosive and/or ammunition while on company property or conducting company business.
For purposes of this policy, company property includes, but is not limited to, all company facilities, company-
provided vehicles and equipment that are either leased or owned by the company or a company client.

Possession of firearms or other weapons may be cause for discipline, including, but not limited to, immediate
termination of employment. In enforcing this policy, MISSOURI YOUTH SOCCER ASSOCIATION, INC. reserves
the right to request inspections of any employee and their personal effects while on company property, to
the extent allowable under applicable law. Any employee who refuses to allow an inspection will be subject
to the same disciplinary action as having been found in possession of firearms or other weapons.

In the event an employee lawfully possesses a firearm, the employee can store the firearm in the employee’s
personal vehicle while on company-provided parking areas; however, the firearm must be stored in the
employee’s locked vehicle, or locked to the vehicle, and hidden from plain view.

Employees share the responsibility of identifying violators of this policy. If you either witness or suspect
another individual of violating this policy you should immediately report this information to their onsite
supervisor.
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HANDBOOK ACKNOWLEDGEMENT

| acknowledge receipt of MISSOURI YOUTH SOCCER ASSOCIATION, INC.’s Employee Handbook ("Handbook"). |
understand this handbook contains information regarding the Company’s rules and benefits which affect me
as an employee.

| understand the Handbook is not a written employment contract for any specific term. My employment with
Insperity is at-will. My employment with Company is at-will unless an authorized employment agreement
with MISSOURI YOUTH SOCCER ASSOCIATION, INC. provides otherwise.

| further understand that only Company authorized and designated Leadership personnel has any authority to
change my at-will status or enter into any agreement guaranteeing employment with the Company for any
specific period of time. | also understand that if any agreement is made, it will not be authorized and
enforceable unless it is in writing and signed by both parties.

| also understand that an agreement made by designated Company Leadership personnel of MISSOURI YOUTH
SOCCER ASSOCIATION, INC.is not binding on Insperity unless it is agreed to in writing by either the president
or senior vice president of Insperity.

| understand, if requested by MISSOURI YOUTH SOCCER ASSOCIATION, INC., | must repay the company any
vacation/PTO used but not accrued at the time my employment ends, and | hereby authorize the company to
deduct such amounts from my final paycheck to the extent permitted by law. | also agree that if requested, |
will complete a new deduction authorization form to facilitate such deductions.

| understand that if | have any questions about the interpretation or application of any policies contained in
the Handbook, | should direct these questions to the onsite supervisor.

| further understand the Company reserves the right to modify the policies and benefits in the Handbook at
any time without notice.

My signature below acknowledges that | have received the Handbook and understand it is my responsibility
to read and comply with all policies contained in this Handbook, including state specific addendums (if any),
and any revisions made to it.

Employee Signature Date

Print Name Insperity Employee ID Number

Please sign and return one acknowledgment to your supervisor and retain the other for your records. A
copy of this signed acknowledgment should be sent to Insperity.
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