Mammoth Lakes Foundation Board Meeting
Saturday, February 8, 2020
Mammoth Lakes Foundation Library
100 College Parkway, Mammoth Lakes, California 93546

www.mammothlakesfoundation.org

(9am) Executive Session / MLF Executive Committee/Call Meeting to Order
Gary McCoy - President Luan Mendel — Board Chair Shields Richardson —
B | Secretary/Treasurer
| Gary Myers — Board Member Evan Russell — Board Member
1. Approve any additions to the Agenda
2. Approve the Executive Committee Meeting Minutes dated 12.07.19 (Attachment #1)
3. Review and consider taking action for MLF legal counsel to initiate the development of a lease agreement

between Mammoth Lakes Foundation and Disable Sports Eastern Sierra to support the National Wounded
Warrior Center

4. Mammoth Lakes Film Festival Legal Update

(10am) Administrative Items
1. Board Meeting Call to Order

Gary McCoy - President Luan Mendel — Board Chair Shields Richardson —
| Secretary/Treasurer
Gary Myers — Board Member Evan Russell — Board Member Stacey Bardfield — Board Member
Sandy Forstenzer — Board Member Judy Bornfeld — Board Member Jack Copeland — Board Member :
Lois Klein — Board Member

Approve any additions to the Agenda

Approve the MLF Board Meeting minutes of 12.07.19 (Attachment #1)

FY 18-19 Mid-Year Financial Report (Attachment #2 & #3)

Mammoth Arts & Cultural Center Update

Update on status of the potential MACC Construction Loan (Attachment #4)

Insurance Update (Attachment #5)

Review and consider approving a Parking License Agreement between Mammoth Lakes Foundation and the Kern
Community College District {Attachment #6)

9. Review and consider approving the Resident Company MOU (Attachment #7)

10. Review and considering approving the Updated Employee Handbook dated 02.01.20 (Attachment #8)
11. Reports:

a. Housing Manager
b. Development Director
¢. Artistic Director

12. Old Business

13. New Business

®NDUV AW

Attachments:
a. The Mammoth Lakes Foundation Strategic Plan — Visions for Success: July 2017 — June 2022

(12pm) Adjournment
To the next meeting of the MLF Foundation Board on Saturday, April 4, 2020 @ 9am in the MLF Conference Room.

Supporting higher education and the arts in the Eastern Sierra







Mammoth Lakes Foundation Board Meeting Minutes
Saturday, December 7th, 2019

Mammoth Lakes Foundation Library
100 College Parkway, Mammoth Lakes, California 93546

www.mammothlakesfoundation.org

The Executive session was called to order at 9am by Board Chair Luan Mendel. In attendance were Gary
McCoy, Gary Myers and Evan Russell. Shields Richardson was excused from the meeting.

1. Approve any additions to the Agenda
a. There were no additions to the agenda.
2. Approve the Executive Committee Meeting Minutes dated 09.24.19
a. The meeting minutes were approved as submitted. (McCoy/Russell/Passed 4 to 0)
3. Review and consider approving the FY19-20 MLF Financial Audit and Management Points.
a. Staff from the audit firm called into the meeting and walked the Executive Committee through
the financial reports and the management points. The audit was accepted as submitted.
4. Review and consider changes in the present composition of the Board of Directors
a. Due to time restraints it was recommended that we revisit with this item in the spring after we
break ground for the MACC.

The Board session was called to order at 9:55am by Board Chair Luan Mendel. In attendance were Gary
McCoy, Gary Myers, Evan Russell, Stacey Bardfield, Jack Copeland and Lois Klein. Sandy Forstenzer, Judy
Bornfeld and Shields Richardson were excused from the meeting.

1. Approve any additions to the Agenda
a. There were no additions to the agenda.
2. Approve the MLF Board Meeting minutes of 06.22.19
a. The meeting minutes were approved as submitted. (Copeland/Bardfield/Passed 7 to 0)
3. FY 18-19 Q1 Financial Report
a. MLF staff walked the Board through the financial reports for the first four months of the fiscal
year. There were some questions regarding the level and number of donors as our base that
supports both the annual and capital campaigns. This was a challenge that our campaign coach
told us that we would have to deal with as we move forward.
b. The financial report was accepted as presented.
4. Mammoth Arts & Cultural Center Update: Modified Plans, Project Estimates and Pro Forma
a. MLF staff reviewed the board packet attachments including the project update, the project
estimate and the draft pro forma. The board was reminded that these are all works in progress
and would fluctuate as we gather more information from our consulting team.
b. The board was reminded by the Chair that we still have a $5 million gap that includes the “all
in” costs for the MACC.



5. Review and consider approving a contract with MHC Architects not to exceed $50,000 for the elements
of a Peer Review and Cost Estimation for the MACC
a. The HMC contract was approved as submitted. (McCoy/Russe|I/Passed 7to 0)
6. National Wounded Warrior Project Update by Kathy Copeland
a. DSES staff presented an overview of the project. It was agreed that there would be a written
response in the form of a proposal from DSES for the MLF Board to review as we move towards
the development of the lease agreement. The target is to complete this agreement by July 1,
2020.
7. 0Old Business
a. There was no old business.
8. New Business
a. It was suggested that the Board schedule a visioning session with an external facilitator to
develop a ten-year plan for the future of the Foundation. It was agreed that we would schedule
this session after the MACC has broken ground and construction is underway. This is a legacy
project for the region and requires our undivided attention.

The meeting was adjourned at 11:15am. The next MLF Board meeting is scheduled for February 1, 2020. The
times are to be determined when we get closer to that date based on the board agenda.

ectfully,
Qi
Ri occia
Executive Director
Mammoth Lakes Foundation

Supporting higher education and the arts in the Eastern Sierra



MAMMOTH LAKES FOUNDATION
BUDGET TO ACTUAL COMPARISON FOR QTR ENDING DEC 31, 2019

e

~ Budget Actual Last Budget
- YD YTD - YD 2019-20 .
- _-R_EVEYILIE - o I S
I Giving programs - 5 10,000 § 27,111 5 62,067 § 77,500
2 Diamond Partnersnips . 90,000 90,000 40,000 105,000
|3 Friends of the Foundation | 11,000 16,750 18,250 30,000
4 MAC Release from restrictions . : = N
5. Capital Campaign | T ] . —— 15,000,000
6. Development Director 25,000 25,000 25,000 50,000 i
7 Events - 233,500 190,610 223,057 461,000
8 Afts programs - ~ 101,050 135,256 114,505 162,100
9 Other income — 10 14,285 13,046 17,625 a 27.350
10 Total revenue 484,835 497,773 500,504 5,912,950
Fundraising Costs - o — | e
11 Giving programs — 1,500 2,150 12,724 10,850 |
"~ 12 Events ' 165,700 164,632 192,585 © 395,950
13 General fundraising 980 1,667 2,672 5,150
14 Foundation public relations 5398 1,922 4882 9,990
15 Total fundraising costs 173,578 170,371 212,863 421,940
161 Gross margin 311,257 127,402 287,641 5491,000
“Administrative axpense =T B -
17 Salaries and related expenses 32,5310 94,531 72,743 186,296
18] Operating expenses a 40,237 57,253 62,037 - 120,420
19| Professional expenses 29,000 27,086 39,914 58,000
20| Total administrative expense 181,767 178,870 174,694 364,716
~ College program & cultural i _
21 College programs 5,363 14,310 ' 12,924 18,450
22 Arts programs 86,386 120,975 116,947 182,956
73] Campus R - & |
24  Total college & cultural 91,949 135,285 129,871 201,406
25 Other income (gains & losses) I - s o B
26 Total expense 273,716 314,155 304,565 566,122
27 Net income before depreciation 37,541 13,247 116,924) 4,924,388
28! Depreciation = i 21,080 21,989 21,174 35,940
79 Net income o 5 16,461 5 T (8,742) 5 (38,098) § 4,388,948

No assurance is provided with these financials
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Hi Rich,

Mammoth Lakes Foundation
Board of Directors Meeting

Potential Construction Loan Update
February 8, 2020

At your earliest convenience, please give me a call to discuss this project. I'd like to ask a few questions
about this project and based on those answers, | can share our thoughts about structure of the bridge

facility.

| have a meeting today between 8:30-9:30 but, am available either after. In the meantime, see

below for the updated needs list:

Mammoth Lakes Foundation:

Draft 12/31/19 FYE financial statement. If this information is not yet available, please provide
11/30/19 and 11/30/18 interim statements.
Annual Budget and Actual-To-Comparison for 12/31/2019;
Projected 2020 annual budget;
Capital Campaign — additional details:
o Total funds raised, year to date (and are they segregated on the financials);
o List of donors and the schedule of collections.

Based on the information provided in your emails, we need additional details on the construction
projects:
Construction Information:

Cheers,

Plans & specifications

Description of materials

Engineers soils report (typically seen on larger projects, to show that the soil/ground is stable to
support what they're building)

Construction Cost Breakdown/Budget

Construction Contract(s)

Information on General Contractor (may need contractor’s resume/financials for bigger
transactions)

Copies of Phase |, if applicable.

Lynette C. Fietcher






Mammoth Lakes Foundation k\'k ﬁ’ f;

Board of Directors Meeting
Insurance Update
February 8, 2020

These notes summarize the conversation between the MLF Executive Director and Robert Beach on January 17, 2020 as
a follow up to the meeting we had in December with Gary McCoy.

1. Basic Facility Insurance
a. Edison Hall is presently insured at $300 per square foot and if it burnt down we would not be able to
rebuild at that cost per square foot so we increased that level of insurance to $500 a square foot

2. Umbrella Insurance
a. Our greatest liability is the apartments so we discussed an appropriate level of insurance and settled at
$10 mil — we already have $1 mil and will increase that by $9 mil for a total of $10 mil
b. Robert contacted a number of vendors
i. Our present carrier, Philadelphia, came in at $616 per layer, a layer is a million dollars. This
umbrella policy would run concurrent with our present policy. The cost through the end of the
fiscal year is $3700. It separates the policy and caps auto at $2 mil but the apartments and
Edison Hall at $10 mil
ii. Asecond quote came in at $5000 but they would not cover auto
iii. Robert contacted his cluster agency that he pays membership dues that provides him access to
a wider network of carriers. The United Valley Insurance Services (UVIS) has 100 brokers each
having $10 million in premium volume per year for a total of $1 billion. The majority of these
brokers are pushing umbrella policies. We were declined due to our exposure to liability in our
apartments.
iv. We agreed to move forward with a policy with our current carrier, Philadelphia and we bound
that policy today, 01.17.20 through June 30" and it will be an element of our policy renewal as
of July 1.

3. Builders Risk
a. This type of insurance is defined by a competitive rate — the cost we pay per $100 value of the MACC
project. The projected cost based on the industry rate at this time is $.25 per $100 and with a $20
million project the cost will be $50,000.
b. Robert shared our project with his UVIS underwriters:

i. We were denied in the primary market place due to the cost of the cost of the project. Most of
the primary market places will provide you with policies less than $15 mil and Travelers is the
only carrier that will write a $15 mil policy

ii. Robert researched the secondary market place and is required to go through a broker to access
that market such as Lloyd’s of London. We were denied for two reasons: the $20 mil cost of the
project and our location, Mammoth Lakes. Our area has been upgraded to a wild fire zone.

iii. Robert was directed to Munich out of Germany and he spoke to a Michael Yates and he said,
“Yes, we can do this. We work with high priced projects.” Robert was recommended to speak
with a Matt Mumphrey and he indicated that he could assist us with shopping through a
fettered market place meaning a carrier can only be approached once by a broker on a
particular project. Matt provided Robert with a gross rate that would also include primary and
second liability along with fees and taxes at $.40 per $100 and with a $20 million project the
cost will be $80,000 with a $25,000 deductible.



iv. We are going to work with Munich to process this Builders Risk Policy. This process is contingent
upon us securing a General Contractor (GC) for the project and will need the following items so
that we can tie down a hard and firm number for this policy:

Detailed Construction Budget

Gantt Project Schedule

Site Security Details

A Plot Plan
They also offer the following ‘extra’s’ that Robert does not believe that we need which

would of course would increase the cost of the policy:
a. Include soft costs to cover architect fees to re-engineer the project in the case
of a fire, an earthquake of any other act of God
b. Income delay — a delay in the opening of the project that will reduce our
potential income

v wN e

We will take more about this at our board meeting in February but wanted to start this conversation when it is fresh in
my mind after an hour on the phone with Robert. if there is something else that we should be looking at as related to
these three items let me know and | can work with Robert to secure that information before our board meeting.

Our mission is to support higher education and cultural enrichment in the Eastern Sierra

\L



LICENSE AGREEMENT
(Parking for Joint Use Facility)

This License Agreement (“Agreement”’) is entered into between the Kern
Community College District, a California Community College District (Education Code
72000 et seq) (“District”), and Mammoth Lakes Foundation, a California non-profit public
benefit corporation (“MLF”).

RECITALS

This Agreement is based on the following facts and understandings of the parties:

A District and MLF are collaborating to develop and utilize an events center
facility located on property owned by MLF (“Joint Use Facility”) as part of an existing
master plan that was developed in 2005 known as the South Gateway Master Plan
comprised of 86 acres of land owned in part by MLF and the District.

B. District owns property adjacent to the proposed Joint Use Facility that
houses its Eastern Sierra College Center Mammoth Campus (“College”) and which
includes the parking lot used by the College and others (“Property”). MLF owns not only
the property on which the Joint Use Facility is proposed to be developed, but also owns
nearby property jointly with Southern Mono Healthcare District (“SMHD”) that is
commonly referred to as the residential housing building housing both students and
people from SMHD. The subject parking lot is already being maintained and insured
pursuant to existing agreements with MLF and SMHD relative to the residential housing
building. _

C. MLF intends to seek a Town of Mammoth Lakes Special Use Permit for the
Joint Use Facility based on being able to use 60 parking spaces at the Property.

TERMS

Based on the Recitals which are incorporated herein, and in consideration of the
mutual promises and covenants exchanged in this Agreement, District and MLF agree as
follows:

1. TERM. Subject to earlier termination as provided in this Agreement, District
licenses sixty (60) parking spaces at the Property to MLF on a non-exclusive basis, pending
approval by the College prior to the start of each semester, for a period of 5 five years
commencing on January 1, 2022 through December 31, 2026.

2 USE OF PROPERTY. MLF shall use the Property strictly for parking
vehicles in connection with the use of the Joint Use Facility. MLF shall not use the
Property for any other purpose without the advance written consent of District. At no time
shall the MLF’s use of the Property interfere with the District use of the Property (during
both College operational hours and/or College events).

Requests by MLF for use of the sixty (60) parking spaces at the Property must be made,
1
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through the College facility use process, prior to the start of each semester and are subject
to approval by the College. Each request must include the date(s) and time(s). Requests
for use during January-May must be made by December 15, requests for use during June-
August must be made by May 15, and requests for use during September-December must
be made by August 15.

Should a need arise for MLF to use the Property outside of the above established timeline;
a request would be made immediately to the College.

College reserves the right to deny specific requests.
3 COMPENSATION. In consideration for the use of the Property, MLF

shall compensate the College at the approved facility use rate for each request. Payment
will be due prior to use.

4 MAINTENANCE, REPAIRS, SNOW REMOVAL and INSURANCE.
Maintenance, repairs, snow removal and insurance are already provided for the Property
pursuant to existing agreements between District, MLF and Southern Mono Healthcare
District in connection with the residential housing project.

Although existing agreements already provide for insurance to District in connection with
use of the Property, MLF recognizes there may at times be a need for additional insurance
in connection with use of the Property for the Joint Use Facility. As a result, it shall be
MLF’s obligation at all times in connection with use of the Propertyfor the Joint Use Facility
to insure at a minimum the following policies of insurance issued by an insurance company
rated not less that “A-VI” in Best Insurance Rating Guide and admitted to transact
insurance business in California are in place: (1) commercial general liability insurance
(including contractual, products and completed operations coverages, bodily injury and
property damage liability insurance) with single combined limits of not less than
$1,000,000 per occurrence; and (2) workers’ compensation insurance as required under
state law.

Each policy shall contain an endorsement naming District as an additional insured insofar
as this Agreement is concerned, and provide that written notice shall be given to District
at least 30 days prior to cancellation or material change in the form of the policy or
reduction in coverage. MLF shall furnish District with a certificate of insurance containing
the endorsements required under this section, and District shall have the right to inspect
MLF’s original insurance policies upon request. Upon notification of receipt of a notice of
cancellation, change or reductions in coverage, MLF shall immediately file with District a
certified copy of the required new or renewal policy and certificates for such policy.

Nothing in this section concerning minimum insurance requirements shall reduce MLF'’s
liabilities or obligations under the indemnification provisions of this Agreement.

5. COMPLIANCE WITH LAWS. The Property shall not be used or permitted
by MLF to be used in violation of any law, ordinance, or regulation. MLF shall maintain
the property in compliance with all laws, ordinances, rules, and regulations, including all

environmental laws and applications, applicable to the Property enacted or promulgated
2
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by any public or governmental authority or agency having jurisdiction over the Property.

6. INDEMNIFICATION. MLF shall hold harmless, indemnify, and defend
District, its officers, trustees, agents, and employees from and against any and all liability,
claims, loss damages, penalties, fines and expenses, including attorneys’ fees and costs,
arising from the death or injury of any person, including any person who is an employee
or agent of MLF, or from damage to or destruction of the Property, caused by (1) any
cause as a result of MLF’s occupancy while the person or property is in or on the Property
or in any way connected with the Property or with any improvements or personal property
on the Property; (2) some condition of the Property or some building or improvement on
the Property as a result of MLF’s occupancy; (3) some negligent or other wrongful act or
omission on the Property on the part of MLF or any person in, on, or about the Property
with the permission and consent of MLF; or (4) any matter connected with MLF’s
occupation and use of the Property, including, but not limited to, a release of threatened
release of hazardous materials, substances or wastes, or other violation of federal, state
or local environmental laws or regulations by MLF, its agents, officers, employees,
invitees or assigns.

In the event that any action or proceeding is brought against District by reason of any
claim or demand discussed in this section, upon notice from District, MLF shall defend the
action or proceeding at MLF's expense through counsel reasonably satisfactory to
District. The obligations to indemnify set forth in this section shall include reasonable
attorney’s fees and investigation costs and all other reasonable costs, expenses and
liabilities from the first notice that any claim or demand is to be made. MLF’s obligation
under this section shall not apply to any loss, liability, fine, penalty, forfeiture, cost or
damage caused by any negligent or other wrongful act or omission, or by the willful
misconduct, of District, its officers, employees, trustees or agents, or an act of God.

7. ASSIGNMENT. MLF shall not encumber, assign, or otherwise transfer this
License or a right or interest in this Agreement, without the express written consent of
District. Any purported assignment or sublicense without District's express written
consent, which consent shall not be unreasonably withheld, shall be void.

8. WAIVER. The waiver, by District, of any breach by MLF of any of the
provisions of this Agreement, shall not constitute a continuing waiver or a waiver of any
subsequent default or breach by MLF of the same or a different provision of this
Agreement.

9 BINDING EFFECT. This Agreement shall be binding on and shall inure to
the benefit of the successors and assigns of each of the parties. However, nothing
contained in this section shall be construed as a consent by District to any assignment of
this License or any interest in the Agreement by MLF.

10. NOTICES. Except as otherwise expressly provided by law, any and all
notices or other communications required or permitted by this Agreement or by law to be
served on or given either party by the other shall be in writing and shall be deemed duly
served and given in any of the following ways: (1) personal delivery to the party towhom

3



it is directed at the address indicated on the signature page, or (2) deposit in the U.S.
Mail, first class postage prepaid to the address indicated on the signature page, or (3)
facsimile or email transmission to the address indicated on the signature page with a copy
by U.S. Mail, first class postage prepaid. Receipt shall be deemed complete on the earlier
of (1) actual receipt, or (2) two days after deposit in the U.S. Mail, or (3) one day after
transmission by facsimile or email.

Either party may change its address for purposes of this section by giving written notice
to the other party in the manner provided in this section.

1. ATTORNEYS' FEES. Should any litigation be commenced between the
parties to this Agreement concerning the Property, this Agreement, or their rights and
duties the party prevailing shall be entitled, in addition to other relief granted in the
litigation, to a reasonable sum for its attorneys’ fees, as determined by the court in that
litigation or any separate action brought for that purpose. The parties agree that any
litigation commenced under this Agreement shall be brought in the Superior Court of Kern
County.

12 ENTIRE AGREEMENT. This Agreement, including any exhibits or
schedules referred to in this Agreement constitutes the final, complete and exclusive
statement of the terms of the agreement between the parties pertaining to the licensing
of the Property described. It supersedes all prior and contemporaneous understandings
or agreements of the parties. No party has been induced to enter into this Agreement by,
nor is any party relying on, nay representation or warranty outside those expressly set
forth in this Agreement.

13. AMENDMENT. The provisions of this Agreement may be modified only by
mutual agreement of the parties. No modification shall be binding unless it is in writing and
signed by the party against whom enforcement of the modification is sought.

14. SEVERABILITY. If any provision of this Agreement is held by a court of
competent jurisdiction to be invalid or unenforceable, the remained of the Agreement shall
continue in full force and effect and shall in no way be impaired or invalidated.

(signatures on following page)



Kern Community College District
(District)

2100 Chester Avenue
Bakersfield, CA 93301

Facsimile #: 661-336-5178
Email: debmarti@kccd.edu

By: Date:
Deborah A Martin
Chief Financial Officer

Mammoth Lakes Foundation

(MLF)

100 College Parkway

Post Office Box 1815

Mammoth Lakes, CA 93546

Facsimile: 760-934-6019

Email: rich@mammothlakesfoundation.org

By: Date:
Rich Boccia
Executive Director
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Mammoth Lakes
Memorandum of Understanding Foundation
Between The Mammoth Lakes Foundation (MLF) & XXXXXXX . « _ ‘ﬂ;
The intent of this Memorandum of Understanding (MOU) is to delineate a number of [)( /{

business terms that will govern the relationship between XXX and MLF with respect to
utilization and programming of the facility management, programming, and resident
company relationships with respect to the Mammoth Arts and Cultural Center’s performing
arts center, hereby referred to in this document as the MACC.

By signing this MOU the parties acknowledge agreement to these terms.

Goals: The parties acknowledge the stated goals of the MACC and agree to work in
partnership to achieve them.

v" The MACC hosts frequent activities and performances for the public.

The MACC is sustainably operated by professional management.

The MACC is maintained and equipped at the highest standard affordable.

The MACC enables MLF’s arts programming and the Resident Companies — including
XXX- to develop and grow institutional capacity including earned and contributed
revenue that supports organizational growth, artistic achievement, and community
impact.

ASRNIN

Expectations: In order for the MACC to be successful and achieve the stated goals, all parties
must be willing to accept compromises, respect the goals and ambitions of each individual
organization, and to work collaboratively for the betterment of all. XXX, as a resident
company, and MLF will communicate frequently concerning scheduling, programming, and
marketing in order to avoid conflicts and to encourage collaboration.

Standard of care: While it is acknowledged that MLF is the sole owner of the MACC, and
therefore bears ultimate responsibility, XXX and MLF agree to work in partnership to insure
the building, its equipment, and grounds are maintained in a safe, clean, and sustainable
fashion at all times.

XXX terms of use:

e Resident Company Status: the status of Resident Company is awarded or removed
exclusively at the discretion of the MLF board of directors. The MLF board will only
award this status to organizations that are engaged in artistic pursuits that it deems
to be in-line with MLF’s mission and values, that are — or would be- frequent users
of the MACC, have the capacity to attract audiences, and positively impact the
community.

Signing of this MOU by MLF constitutes acknowledgement that XXX has been
accepted as a Resident Company of the MACC as determined by vote of the MLF
board of directors.

e Resident Company Minimum Activity Requirement: As one of the principle goals of
the MACC is to provide a wide array of programming and to offer events and
performances to the public frequently, XXX agrees to provide a minimum of 12 days
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Mammoth Lakes
of public, paid, and ticketed performances on the mainstage and amphitheater and Foundation

will make considerable effort to fill the house through promoting performances
within the Mammoth Lakes community, throughout Mono County, and beyond.
These efforts should include some or all of the following: direct mail, posters and
flyers, print advertising, on-line advertising, radio and/or television advertising,
website promotion, and social media.

Priority access to dates: MLF (including MLRT and the MLFF), XXX and any other
organizations deemed by the MLF board to be Resident Companies will share first
priority access to calendar dates as the Resident Companies of the MACC.

Scheduling: MLF and the Resident Companies will convene on a bi-annual basis
(every six months) for collaborative booking summits, where Resident Companies
will have the opportunity to place holds on dates on a three-year (36-month), rolling
basis. These meetings are the forum for negotiating dates with all resident users of
the MACC. MLF staff will organize and facilitate these summit meetings.

Third party access to dates: Third party {non-resident company) users may place
calendar holds up to 18 months in advance and after MLF and Resident Companies
have placed all holds. Dates and spaces held by Resident Companies and MLF are
not available for third party rentals unless and until dates are released by the
holder.

Calendar holds: All calendar holds are determined “soft holds” until a deposit is

paid, a contract for use is signed, and proof of insurance secured. However, soft
holds by Resident Companies and MLF programs insure a right of first refusal for
those dates.

Non-competitive or duplicative programming: MLF will, from time to time, host
touring artists at the MACC. MLF represents that it will limit its programming to
content that does not directly compete or duplicate the content offered by Resident
Companies. During the bi-annual summits MLF and Resident Companies may
express any concerns regarding programming that may be perceived in the
marketplace to be competitive, duplicative, or redundant.

Conflict resolution: Every attempt should be made to resolve any and all disputes
regarding content and scheduling during the bi-annual summits. If disputes cannot
be resolved during the summit, the executive directors and one board member of
each Resident Company shall convene with the executive director and a board
member of MLF at the same time and place to attempt to resolve the issue. If
disputes still cannot be resolved at a secondary meeting, the issue will be presented
to the MLF board of directors. As owner of the building, the MLF board of directors
has ultimate authority in resolving any dispute.
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Rent for use of space: Resident Companies will pay rent to MLF on a per event/per Foundation

use basis. Resident Companies will pay the lowest rate available, generally 50%
below rates offered to commercial or private users. Sample rental rates can be
reviewed in the most current version of MLF’s business plan for the MACC. Actual
rates will be set at least 12 months prior to opening of the facility. Once set, rates
will remain in place for a minimum of three years for Resident Companies.

Rental rate adjustments: Rental rates for Resident Companies can be reset every
two years based on adjustments to the Consumer Price Index and actual operating
cost increases or decreases. MLF will notify Resident Companies of its intent to
adjust rental prices at least six months in advance of implementing any changes for
the next three-year period. MLF reserves the right to adjust MACC rental and fee
pricing for non-Resident Company users at any time.

Insurance: Resident Company users will provide proof of insurance coverage at a
level to be determined by MLF’s insurance provider.

Services and Chargebacks: MLF will be the exclusive provider of box office, front of
house, and back of house services for all Resident Company events in the MACC.
These services will be billed to Resident Companies at MLF’s cost {including hourly

pay, taxes, workers compensation insurance, payroll costs, and benefits). This
applies to all events, meetings, performances and uses of the MACC, including free
and non-paid events.

Resident Company provided labor: As a cost savings, Resident Companies may have

their own staff and/or volunteers operate MACC equipment and supervise
backstage and front of house operations subject to written approval from MACC
Technical Staff and the MLF Executive Director. Resident Companies approved to use
their own staff/volunteers, are still required to reimburse MACC supervisors, who
are required to be on-site for all public events. Generally, MLF will provide at least
two supervisors for public events — backstage/production, and front of house. MLF,
as owner of the building, has ultimate authority regarding staffing for events.

Concessions: Food and beverage labor will be provided by MLF and MLF will retain
all proceeds from sales unless agreed upon otherwise. Per state Alcoholic Beverage
Control statute, all alcohol will be licensed and sold by MLF with no exceptions and
the resulting revenue will be retained by MLF. Non-alcoholic beverages and food
items may be sold by Resident Companies as long as they comply with county health
regulations, stage their own services area including food storage, use their own
point of sale system, etc. In this case, MLF may charge the company an additional
cleaning fee.

Ticket fees: MLF will charge a facility fee on all tickets purchased for all events in the
MACC including Resident Company public performances. MLF intends to initiate a
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fee of $2.50 and increase annually up to a ceiling of $4.00. Additional increases may Foundation

be imposed pending financial needs and market conditions at the discretion of the
MLF board of directors. Free events for young audiences will not be charged the fee.

Rental waiver grants: Free uses of the MACC may be secured by Resident
Companies on a three-year basis based on applications that address the following
criteria:

o Artistic and/or educational field trip performances and/or presentations
being offered free of charge and free of solicitation to young people, their
parents, teachers, and other attendees during school days and hours.

o Other events deemed in-line with MLF mission and values may be
submitted for consideration.

o Approval will not be unreasonably denied for Resident Companies.

o MLF board approves applications.

Collaborative funding efforts: Resident Companies agree to work with MLF staff to
identify and secure funding to support free and subsidized programs and cover
facility-related costs such as utilities, staffing, wear/tear, etc. normally covered by
rent and other fees. MLF agrees to work jointly with Resident Companies, providing
documentation and other supporting materials as needed to assist the Resident
Companies in securing such funding to support production costs of Resident
Companies.

Collaborative marketing efforts: Resident Company events will be promoted in all
online and print materials which promote the activities of the MACC. To be included
in MLF funded marketing materials and collateral, Resident Companies agree to
provide necessary information and materials to MLF's marketing staff or contractors
in a timely and professional manner and in advance of deadlines. The inclusion of
Resident Companies in MACC marketing materials will be provided free of charge to
the extent possible. The parties acknowledge that from time to time there may be
additional marketing opportunities — such as the purchasing of print or on-line
advertising — that the parties may wish to jointly pursue and share the costs thereof.

Other shared services: The parties acknowledge that there may be additional shared
opportunities that arise and that these should be explored for the good of the
whole.

Term of agreement: The term of this MOU shall be for the first three years of the
MACC's operations and the preceding years of planning prior to the facility’s
opening (the time between signing of this MOU and opening). This MOU may be
renegotiated every three years thereafter or extended for as long as the parties
agree.

el
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e Renegotiation and amendments: Any subsequent renegotiating or adding of Foundation

amendments to this resident company agreement between XXX and MLF shall

require approval, by vote, of both organization’s boards of directors. Renegotiation

may occur prior to the expiration of the two-year term of this agreement, however,

both boards must first agree in writing to re-opening such negotiations. A letter may

be issued by one party to the other requesting renegotiation or the adding of

amendments. The request letter shall be signed by the requesting party’s board

president or chairperson and one other officer of the board. To accept the request

and open renegotiation, the receiving party’s board president or chairperson and

one other officer of the board will countersign the request letter.
e Termination of MOU: this agreement shall be determined null and void if the

minimum activity requirement is not met or other terms are not complied with as

determined by either party’s board of directors. Furthermore, either party may

request termination of this agreement at any time for any reason, subject to written

notification at least 60 days in advance. Such notification must be signed by the

requesting organization’s board president or chairperson and one other officer of

the board. A termination request shall include a description of financial provisions

to be made by the requesting party to compensate for any lost revenues or

unrecoverable expenditures of the other party.

This MOU is AGREED and ACCEPTED by the undersigned. By signing this agreement, the
undersigned certify that a passing vote of the board of directors of their organization
has been taken and that approved meeting minutes of the event are available to the
other party upon request.

FOR Mammoth Lakes Foundation.

By : Date:

Board President

By : Date:

Board Secretary

By : Date:

Executive Director
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FOR XXX Foundation

By : Date:

Board President

By : Date:

Board Secretary

By : Date:

Executive Director

01.22.2020

att
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Acknowledgement of Receipt of
Mammoth Lakes Foundation Employee Handbook

[ acknowledge that [ have received a copy of the Mammoth Lakes Foundation Employee Handbook
(*Handbook™). I understand that [ am responsible for reading and abiding by all policies and procedures in this
Handbook, as well as other policies and procedures of Mammoth Lakes Foundation.
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betweenMammoth-L dkﬁ%dﬁ%ﬂ—dﬂd—ﬂ%—%{tﬂ#dﬁﬁﬁﬁﬂ%ﬂkﬂﬁ%ﬁﬂ&ﬁh M H—i’—l—*‘h{—lﬂ—‘yeel\—lﬂ-l-ﬂﬂt{‘}\-é
rebtet - banderstand that b aur

decision-of the arbitrator will be & iﬂt}l—d-l-}tl—blﬂdiﬂgiﬂ\ 1].

Signature Date

Please print your full name

Please sign and date one copy of this notice, and return it to the Executive Director. Retain a second copy for
your reference.
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Introduction

This handbook is intended to inform employees of the basic personnel policies and practices that govern
employment at the Mammoth Lakes Foundation (referred to as “Mammoth Lakes Foundation™ "MLF™ or the
“Company”) at the time of publication. All previously issued handbooks and any inconsistent policy statements
or memoranda are superseded by this handbook. It is not intended to create a contract of continued employment
between Mammoth Lakes Foundation and any of its employees, and, with the exception of the policy of at-will
employment, it is not intended to create any legally enforceable obligations on the part of Mammoth Lakes
Foundation. This manual is not an exhaustive presentation of Mammoth Lake Foundation’s policies,
procedures or benefits and may be supplemented by other personnel documents, written practices, guidelines,
publications and updates.

Other than the policy of at-will employment, Mammoth Lakes Foundation may revise, modify, delete or add to
any policies, procedures, work rules or benefits mentioned in this manual or in any other document relating to
Mammoth Lake Foundation’s personnel policies at any time at its sole and absolute discretion. Any such
changes must be in writing and signed by the Executive Director or the MLF Board President. No oral
statements or representations can in any way alter the provisions of this manual.
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Part 1 — Getting Started
Recruitment and Hiring

Mammoth Lakes Foundation’s primary goal when recruiting new employees is to fill vacancies with persons
who have the best available skills, abilities, or experience needed to perform the work. Decisions regarding the
recruitment, selection, and placement of employees are made based on job-related criteria.

When positions become available, qualified current employees are encouraged and are welcome to apply for the
position. As openings occur, notices relating general information about the position are posted. The manager of
the department with the opening will arrange interviews with employees who apply.

We encourage current employees to recruit new talent for Mammoth Lakes Foundation.

Employment Classifications

The following terms will be used to describe employment classifications and status:

Exempt Employee

An exempt employee is a salaried employee who holds an administrative, professional, or management
position. Exempt employees are not subject to the overtime pay provisions of the federal Fair Labor Standards
Act (FLSA) and the California Labor Code and Wage Orders. Certain outside sales persons and a few other job
categories are also exempt. Exempt employees are not eligible for overtime compensation.

Non-Exempt Employee

Most hourly employees are non-exempt employees. Employees who are not administrative, professional, or
managerial employees (as defined by the U.S. Department of Labor and the California Wage Orders) are

generally not exempt from the FLSA or California overtime provisions. Non-Exempt employees do earn
approved overtime compensation.

Full-Time Employee
Full-time employees are those who are regularly scheduled to work a minimum of 40 hours per week.
Part-Time Employee

Part-time employees are those who are regularly scheduled to work at least 20 but fewer than 40 hours per
week. Part-time employees are not eligible for Mammoth Lakes Foundation paid benefits.

Temporary Employee
Employees hired for an interim period usually to fill in for vacations, leaves of absence, or projects of a limited

duration. Temporary employees are not eligible for benefits. Temporary employees include interns and co-op
students.
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Independent Contractor
Persons hired by Mammoth Lakes Foundation to perform a particular job, typically for a limited time period.

Independent contractors are not eligible for benefits and they are not employees of Mammoth Lakes
Foundation.

New Hires and Introductory Period

The first ninety (90) davs of employment in accordance with the assigned work week at MLF is considered an
introductory period. During this time. you will learn your responsibilities. get acquainted with fellow emplovees
and determine whether vou are satisfied with vour job. Also. during this time. vour supervisor will closely
monitor your performance.

During this introductory period. the Executive Director(s) will review and evaluate your performance. [f MLF
finds vour pertormance satistactory and decides to continue vour emplovment. vour supervisor will advise vou
accordingly. identifv any improvements expected and discuss notable strengths vou have brought to the job.

Completion of the introductory period does not entitle vou to remain emploved bv MLF for any definite period
of time. Both you and MLF are free. at any time, with or without advance notice and with or without cause. to
end the employment relationship and your compensation.

Equal Employment Opportunity

Mammoth Lakes Foundation is an equal opportunity employer. We will extend equal opportunity to all
individuals without regard to race, religion, color, sex, national origin, age, military status, veteran status,
mental or physical disability, genetic information, ancestry, medical condition, marital or domestic partnership
status, pregnancy status, gender identity, gender expression, sexual orientation, or any other characteristic
protected by law. Our policy reflects and affirms Mammoth Lakes Foundation’s commitment to the principles
of fair employment and the elimination of all discriminatory practices. Details of our equal employment
opportunity policies are further explained in Part 3 below.

Your Employment Relationship with Mammoth Lakes Foundation

All employment at Mammoth Lakes Foundation is “at-will.” This means that both employees and Mammoth
Lakes Foundation have the right to terminate employment at any time, with or without notice, and with or
without cause. At-will employment also means that Mammoth Lakes Foundation may make decisions
regarding other terms of employment, including but not limited to demotion, promotion, transfer, compensation,
benefits, duties, and location of work, at any time with or without cause or advance notice. No one other than
the Executive Director or the MLF Board President has the authority to alter this arrangement, to enter into an
agreement for a specified period of time, or to make any agreement contrary to this policy. Any such agreement
must be in writing, signed by the Executive Director or the MLF Board Chair and by the affected employee and
expressly titled, “Modification of At-Will Employment.”

Devotion to Business of Employer

All full time employees shall devote their entire productive time, ability, and attention to the business of the
employer during the term of their employment with Mammoth Lakes Foundation.
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Orientation and Training

To help you become familiar with Mammoth Lakes Foundation and our way of doing things, Mammoth Lakes
Foundation will provide an orientation and training session within the first few days after you begin work. Some
of the content of the session will depend in large part on the nature of your responsibilities, while other parts
will be applicable to all employees. In addition, Mammoth Lakes Foundation may periodically offer additional
training or educational programs. Some programs may be voluntary, while others will be required.

Immigration Law Applicable to All Employees

Mammoth Lakes Foundation complies with the Immigration Reform and Control Act of 1986 by employing
only U.S. citizens and non-citizens who are authorized to work in the United States. All employees are required
to provide original documents verifying the right to work in the United States and to sign a verification form
required by federal law (Form 1-9) within the first three (3) days of employment. If you cannot verify your right
to work in the United States within three (3) days of hire, Mammoth Lakes Foundation is required by law to
terminate your employment.

Hours of Work

The work week is generally from Monday through Friday, with normal operating hours from 9:00 a.m. to 5:00
p.m., with time for lunch, to meet the minimum eight (8) hour work day and a 40-hour work week for all full
time employees. Non-exempt employees are required to take a 30-minute unpaid meal period after working no
more than 5 hours and a two ten minute paid rest periods are available to be taken, preferably at the midpoint of
each four-hour period of work in a work day.

Flex Time

Mammoth Lakes Foundation recognizes that many employees need flexibility in work schedules in order to
meet child care and other needs. Core hours are 9:30 a.m. to 2:30 p.m. and all employees should be at work
during those hours. Within the structure of the core hours, you may schedule your eight-hour work day as you
choose, providing the nature of your job permits such flexibility and your supervisor approves your schedule.

Overtime for Non-Exempt Employees

Because of the nature of our business, and your non-exempt employment status, your job may periodically
require overtime work and you will be paid for such overtime hours as required by applicable federal and state
law. If Mammoth Lakes Foundation requires that you work overtime, we will give you as much advance notice
as possible. You should not work overtime hours without prior approval by your manager.

Attendance and Punctuality

It is important for you to report to work on time, to remain at work throughout your work day, and to avoid
unnecessary absences. Mammoth Lakes Foundation recognizes that illness or other circumstances beyond your
control may cause you to be absent from work from time to time. However, frequent absenteeism or tardiness
may result in disciplinary action up to and including discharge. Excessive absenteeism or frequent tardiness puts
an unnecessary strain on your coworkers and can have a negative impact on the success of Mammoth Lakes
Foundation.
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You are expected to report to work when scheduled. Whenever you know in advance that you are going to be
absent, you should notify your immediate supervisor, or the designated manager, or at this time, the Executive
Director (760-709-6616). If your absence is unexpected, you should attempt to reach your immediate supervisor
as soon as possible, but in no event later than one hour before you are due at work. In the event your immediate
supervisor is unavailable, you must speak with a manager. If you must leave a voicemail, you must provide a
number where your supervisor may reach you if need be.

You are expected to be at your workstation at the beginning of each business day. If you are delayed, you must
call your immediate supervisor to state the reason for the delay. As with absences, you must make every effort
to speak directly with a manager. Regular delays in reporting to work will result in disciplinary action up to and
including discharge.

Inclement Weather

Mammoth Lakes Foundation is open for business unless there is a government-declared state of emergency or
unless you are advised otherwise by your supervisor. There may be times when we will delay opening and on

rare occasions, we may have to close. Use common sense and your best judgment, however, when traveling to
work in inclement weather.

In the event that Mammoth Lakes Foundation’s facilities are closed by Mammoth Lakes Foundation or the
government, employees will be paid for the day. If Mammoth Lakes Foundation’s facilities are open and you
are delayed getting to work or cannot get to work at all because of inclement weather, the absence will be
charged to (1) personal/sick time, (2) vacation time, or (3) unpaid time off, in that order. You should always use
your judgment about your own safety in getting to work.

When potentially dangerous weather develops during the day and a decision is made by Mammoth Lakes
Foundation to close early, you will be compensated for the full day.

When severe weather develops or is anticipated to develop during the day and a decision is made by
management to close before 5:00 p.m., you will be compensated as if you had worked to the end of your
regularly scheduled hours for that day. If you elect to leave prior to the time Mammoth Lakes Foundation
closes, you will be required to use personal/sick time or vacation time in an amount equal to the number of
hours between the time you left and the time the office closed in order to be paid in full for the work day.

Dress Code and Public Image

As an employee of Mammoth Lakes Foundation, we expect you to present a clean and professional appearance
when you represent us, whether you are in or outside of the office. You are, therefore, required to dress in
appropriate business attire and to behave in a professional, businesslike manner. It is essential that you act in a
professional manner and extend the highest courtesy at all times to co-workers, visitors, customers, vendors and
clients. A cheerful and positive attitude is essential to our commitment to extraordinary customer service and
exceptional quality.

The current dress code is business-casual. Please keep in mind, however, that Mammoth Lakes Foundation is a
professional business office, where clients and others often visit. Generally, clean, neat clothing is acceptable.
However, torn jeans or other torn clothing and tee shirts with inappropriate verbiage or pictures are not
appropriate casual attire. As always, please use common sense in your choice of business-casual attire and the
use of appropriate language at all times.
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Work Space

Employees are responsible for maintaining the workspace assigned to them. A clean, orderly workspace
provides an environment conducive to working efficiently. Employees should keep in mind that their workspace
is part of a professional environment that portrays Mammoth Lakes Foundation’s overall dedication to
providing quality service to its clients. Therefore, your workspace should be clean, organized and free of items
not required to perform your job.

Equipment

Certain equipment is assigned to staff depending on the needs of the job, such as a personal computer, printer
and access to our central computers and servers. This equipment is the property of Mammoth Lakes Foundation
and cannot be removed from the office without prior approval from your supervisor. It is expected that you will
treat this equipment with care and report any malfunctions immediately to staff members equipped to diagnosis
the problem and take corrective action. This also includes the use of the esmpany-Company truck which may be
used for approved business as associated with an event or a project that supports our mission.

Personnel Records

It is important that Mammoth Lakes Foundation maintain accurate personnel records at all times. You are
responsible for notifying your immediate supervisor or the Human Resources Department of any change in
name, home address, telephone number, marital status, and number of dependents, immigration status, or any
other pertinent information. By promptly notifying Mammoth Lakes Foundation of such changes, you will
avoid compromise of your benefit eligibility, the return of W-2 forms, or similar inconvenience.

Performance and Salary Reviews

You will have your first performance review at the end of your first six (6) months of employment with
Mammoth Lakes Foundation. Thereafter, performance reviews will normally be conducted annually on or
about your anniversary date. All performance reviews will be completed in writing by your supervisor or
manager on the form designated by Mammoth Lakes Foundation, and reviewed during a conference with you.
Factors considered in your review include the quality of your job performance, your attendance, meeting the
requirements of your job description, dependability, attitude, eseperation.cooperation. compliance with
employment policies, professional conduct, any disciplinary actions and year-to-year improvement in overall
performance. Compensation increases may be provided by Mammoth Lakes Foundation at its discretion in
consideration of various factors, including your performance review.
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Part 2 — Our Policies and Practices
Internet Access

Access to the Internet is provided primarily for work-related activities or approved educational / training
activities. Incidental and occasional personal use and study use is permitted. This privilege should not be abused
and must not affect a user’s performance of employment-related activities.

Mammoth Lakes Foundation email and Internet system is the property of Mammoth Lakes Foundation. By
accessing the Internet, Intranet and electronic mail services through facilities provided by Mammoth Lakes
Foundation, you acknowledge that Mammoth Lakes Foundation by itself or through its Internet Service
Provider may from time to time monitor, log, and gather statistics on employee Internet activity and examine all
individual connections and communications for internal purposes only.

Responsibilities and Obligations

Employees may not access, download or distribute material that is in breach of the law, or which others may
find offensive or objectionable, such as material that is sexually explicit, violent, harassing or discriminatory.

You must respect and comply with copyright laws and intellectual property rights of both Mammoth Lakes
Foundation and other parties at all times. When using web-based sources, you must provide appropriate
attribution and citation of information to the websites. Software must not be downloaded from the Internet
without the prior approval of qualified persons within Mammoth Lakes Foundation.

Violation of this Policy

In all circumstances, use of Internet access and email systems must be consistent with the law and Mammoth
Lakes Foundation policies. Violation of this policy is a serious offense and, subject to the requirements of law,
may result in a range of sanctions from restriction of access to electronic communication facilities to
disciplinary action, up to and including dismissal.

Email

The email system is the property of Mammoth Lakes Foundation and as such, is subject to monitoring. System
monitoring is done for your protection and the protection of the rights or property of the provider of these
services. All emails are archived on the server in accordance with our records retention policy, and all emails
are subject to review by Mammoth Lakes Foundation. You may make limited use of our email system for
personal business matters, so long as such use is kept to a minimum and does not interfere with your work.

Electronic mail is like any other form of business communication, and may not be used for discriminatory,
harassing or other purposes that violate Mammoth Lakes Foundation policies or applicable law. Your email
account is a privilege provided by Mammoth Lakes Foundation and is our property. Remember that when you
send email from a Mammoth Lakes Foundation domain, you represent Mammoth Lakes Foundation whether
your message is business-related or personal.
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Telephones and Texting

Personal use of Mammoth Lakes Foundation’s telephone for long-distance and toll calls is permitted only with
the permission of management. Personal calls must be kept at a minimum, whether made on a eempany
Company phone or a personal cell phone.

Cell phones shall be turned off or set to silent or vibrate mode during meetings. conferences and in other
locations where incoming calls or texting may disrupt normal workflow.

Employees may carry and use personal cell phones while at work on a sporadic basis. If employee’s use of a
personal cell phone causes disruptions or loss in productivity, the employee may become subject to disciplinary

action per eempany-Company policy.

Personal cell phones may be used for eempany-Company business on a sporadic basis. Employees may be
reimbursed for the incoming calls to their personal cell phones if the Mammoth Lakes Foundation’s main
telephone system is unavailable to the employee.

Smoking and Vaping \

In order to provide a safe and comfortable working environment for all employees, smoking and vaping is
strictly prohibited at all times inside any Mammoth Lakes Foundation building or other business location.

Drug-Free Workplace

Mammoth Lakes Foundation takes seriously the problem of drug and alcohol abuse, and is committed to
providing a substance abuse-free workplace for its employees. Substance abuse of any kind is inconsistent with
the behavior expected of our employees, subjects all employees and visitors to our facilities to unacceptable
safety risks, and undermines our ability to operate effectively and efficiently.

Any employee who is convicted of any violation of drug or alcohol laws shall notify the Executive Director or
the MLF Board Chair within five (5) days of the date of conviction. A conviction includes a finding of guilt,
including a plea of no contest, or imposition of sentence, or both.

Substance Abuse

Substance abuse is a serious problem adversely affecting the lives of millions of Americans, corporate profits,
organizational effectiveness, and our nation's ability to compete in the world economy.

Mammoth Lakes Foundation recognizes alcohol and drug abuse as potential health, safety and security

problems. Mammoth Lakes Foundation expects all employees to assist in maintaining a work environment free
from the effects of alcohol, drugs or other intoxicating substances. Compliance with this substance abuse policy
is a condition of employment, and violations of the policy may lead to discipline up to and including discharge.

All employees are prohibited from engaging in the unlawful manufacture, possession, use, distribution or
purchase of illicit drugs, alcohol or other intoxicants, as well as the misuse of prescription drugs on Mammoth
Lakes Foundation premises or at any time and any place during working hours. If a Foundation event includes
the availability of alcohol, employees must still behave in a professional and responsible manner and public
drunkenness or other behavior related to use of alcohol in a Foundation related setting will not be tolerated and
is grounds for disciplinary action up to and including termination of employment. All employees are required to
report to their jobs in appropriate mental and physical condition, ready to work.
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Employees who believe they may have an alcohol or substance abuse problem are encouraged to seek
appropriate professional assistance. You may inform the Executive Director for assistance in seeking help to
address substance abuse.

When work performance is impaired, admission to or use of a treatment or other program does not preclude
appropriate action by Mammoth Lakes Foundation.

Any violator of this substance abuse policy will be subject to disciplinary action up to and including termination
of employment. Further, any off duty activity, including drug or alcohol related behavior, that leads to your
arrest or that otherwise causes potential embarrassment to Mammoth Lakes Foundation may be grounds for
discipline up to and including termination.

Safety and Accident Rules

Safety is a joint venture at Mammoth Lakes Foundation. We strive to provide a clean, hazard-free, healthy, safe
environment in which to work and make every effort to comply with all relevant federal, state and local
occupational health and safety laws, including the federal Occupational Safety and Health Act (OSHA) as well
as the state Cal-OSHA requirements. As an employee, you have a duty to comply with the safety rules of
Mammoth Lakes Foundation, and you are expected to take an active part in maintaining this hazard-free
environment. You should observe all posted safety rules, adhere to all safety instructions provided by your
supervisor and use safety equipment where required. Your workspace should be kept neat, clean and orderly.
You are required to report any accidents or injuries — including any breaches of safety guidelines — and to
promptly report any unsafe equipment, working condition, process or procedure to a supervisor.

Medical Procedures

If you become ill or get hurt while at work, you must notify your manager immediately. Failure to do so may
result in a delay or loss of eligibility for benefits under the state workers’ compensation law. Mammoth Lakes
Foundation is concerned about the physical well-being of its staff and encourages all employees to have
periodic physical examinations. Check your health plan documents to determine coverage. When appropriate
and permissible under applicable law, Mammoth Lakes Foundation may also request that a physician examine
you whenever conditions make this desirable for your protection or that of Mammoth Lakes Foundation.
Mammoth Lakes Foundation pays for physical examinations administered at the request of Mammoth Lakes
Foundation.

Travel

It is the policy of Mammoth Lakes Foundation to reimburse staff for reasonable and necessary expenses
incurred in connection with approved travel on behalf of Mammoth Lakes Foundation. Mammoth Lakes
Foundation strongly encourages use of travel discounts when making travel arrangements.

Travelers seeking reimbursement should incur the lowest reasonable travel expenses and exercise care to avoid
impropriety or the appearance of impropriety. Reimbursement is allowed only when reimbursement has not
been, and will not be, received from other sources. If a circumstance arises that is not specifically covered in
this travel policy, then the most conservative course of action should be taken.

Business travel policies are aligned with eempans-Company reimbursement rules. All business-related travel
paid with Mammoth Lakes Foundation funds must comply with eempany-Company expenditure policies.

14

57,



Staff travel must be authorized. Travelers should verify that planned travel is eligible for reimbursement before
making travel arrangements. Within 30 days of completion of a trip, the traveler must submit a Travel
Reimbursement form and supporting documentation to obtain reimbursement of expenses.

An individual may not approve his or her own travel or reimbursement. The Travel Reimbursement form must
be signed by the Executive Director or the MLF Board President.

Designated approval authorities are required to review expenditures and withhold reimbursement if there is
reason to believe that the expenditures are inappropriate or extravagant.

Credit Card

Mammoth Lakes Foundation issues a business credit card for staff to use for legitimate business purposes. A
policy has been created for employees to sign off on if they wish to have a Foundation Business Credit Card
with the policy including two purposes:

1. To ensure that Foundation transactions are carried out as effectively as possible through the use
of credit cards as aligned with the mission of the Foundation.

2. To guard against any possible abuse or fraud of Foundation issued credit cards.

15



Part 3 — Equal Employment Opportunity
Discrimination Is Prohibited

Mammoth Lakes Foundation is an equal opportunity employer and makes all employment decisions without
regard to race, religion, color, sex, national origin, age, military status, veteran status, mental or physical
disability, genetic information, ancestry, medical condition, marital or domestic partnership status, pregnancy
status, gender identity, gender expression, sexual orientation, or any other characteristic protected by law. This
policy applies to all terms and conditions of employment, including but not limited to, hiring, placement,
promotion, termination, layoff, recall, transfers, and leaves of absence, benefits, compensation and training. We
seek to comply with all applicable federal, state and local laws related to discrimination.

Mammoth Lakes Foundation makes decisions concerning employment based strictly on an individual’s
qualifications and ability to perform the job under consideration, the comparative qualifications and abilities of
other applicants or employees, and the individual’s past performance within the organization.

If you believe that an employment decision has been made that does not conform with management’s
commitment to equal opportunity, you should promptly bring the matter to the attention of the Executive
Director or the MLF Board Chair. Your complaint will be thoroughly investigated. There will be no retaliation
against any employee who files a complaint in good faith, even if the result of the investigation produces
insufficient evidence to support the complaint.

Individuals with Disabilities

Mammoth Lakes Foundation is committed to providing equal employment opportunities to qualified individuals
with disabilities. This may include providing reasonable accommodation where appropriate in order for an
otherwise qualified individual to perform the essential functions of the job including in the application process.
It is the responsibility of the applicant or employee to notify Mammoth Lakes Foundation of the need for
accommodation. Upon doing so, a Mammoth Lakes Foundation representative may ask for your input on 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 health care professionals. All medical information received by Mammoth Lakes Foundation in
connection with a request for accommodation will be treated as confidentially as possible under the
circumstances.

Workplace Harassment

Mammoth Lakes Foundation believes that all employees, participant, interns, volunteers, applicants, vendors,
and clients should be able to enjoy a work environment free from discrimination, harassment, retaliation, or
abusive behavior. These forms of misconduct can undermine the integrity of the employment relationship.
Mammoth Lake Foundation’s non-discrimination policy applies to all employees, participants, interns, and
volunteers, and extends to all phases of employment, including recruitment, screening, referral, hiring, training,
promotion, discharge or layoff, rehiring, compensation and benefits.

Mammoth Lakes Foundation believes in respecting the dignity of every employee and expects every employee
to show respect for all of Mammoth Lakes Foundation’s colleagues, clients, and vendors. Respectful,
professional conduct furthers our mission, promotes productivity, minimizes disputes, and enhances its
reputation. Mammoth Lakes Foundation is thus committed to providing a work environment that is free of
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discrimination, including harassment, retaliation and abusive conduct that is based on any legally protected
status. Mammoth Lakes Foundation will not tolerate any verbal or physical conduct that violates this policy.

Mammoth Lakes Foundation prohibits harassment, discrimination, abusive behavior, and retaliation by
supervisors, managers, co-workers and volunteers, as well as by third-parties such as vendors, program
participants or clients. This prohibition includes harassment based on sex (including pregnancy, childbirth,
breastfeeding or related medical conditions), race, religion (including religious dress and grooming practices),
color, gender, gender identity, gender expression, national origin or ancestry, physical and/or mental disability,
medical condition, genetic information, marital status, registered domestic partner status, age, sexual
orientation, military and/or veteran status, or any other basis protected by federal, state or local law or ordinance
or regulation. 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 shall not constitute abusive conduct, unless especially severe and egregious.

Prohibited unlawful behavior also includes, but is not limited to:

1. Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual advances,
invitations or comments;

2. Visual conduct such as derogatory and/or sexually oriented posters, photography, cartoons, drawings, e-
mail, faxes or gestures;

3. Physical conduct such as assault, unwanted touching, blocking normal movement or interfering with
work because of sex, race or any other protected basis;

4. Threats and demands to submit to sexual requests as a condition of continued employment or to avoid
some other loss and offers of employment benefits in return for sexual favors;

5. Retaliation for having reported or threatened to report discrimination or harassment;

6. Abusive conduct of an employer or employee in the workplace, with malice, that a reasonable person
would find hostile, offensive, and unrelated to an employer's legitimate business interests; or

7. Any combination or derivative of the above actions which cause ill repute or a negative impact to the
workplace culture or reputation of our workplace.

Any employee, intern, volunteer, applicant, vendor, or client, who feels he or she has been discriminated against
or harassed due to his or her sex or any other protected classification should report such incidents to his or her
supervisor or manager, the Executive Director or the MLF Board Chair without fear of reprisal. Reasonable
steps will be taken to maintain confidentiality and to restrict access to such information to persons with a need
to know. If the source of the alleged discrimination, harassment, retaliation or abusive conduct is the Executive
Director or the CEO/President, then the report of incidents should be sent to the Board.

Manager/Supervisor Responsibility

Each Mammoth Lakes Foundation supervisor and manager has a responsibility to keep the workplace free of
any form of harassment, and in particular, sexual harassment. No supervisor or manager is to threaten or
insinuate, either explicitly or implicitly, that an employee’s refusal or willingness to submit to sexual advances
will affect the employee’s terms or conditions of employment. Further, supervisors and managers are required
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to report any complaints of violations of the policy to the Executive Director or the MLF Board Chair, so that a
prompt internal investigation may occur.

Mammoth Lakes Foundation will take timely action and will fairly investigate discrimination and harassment
claims. In determining whether alleged conduct constitutes unlawful behavior under the Fair Employment and
Housing Act (FEHA), the totality of the circumstances, the nature of the conduct and the context in which the
alleged incidents occurred will be investigated. The Executive Director or his designate has the responsibility of
investigating and resolving complaints of discrimination, harassment, retaliation, and abusive conduct. If the
allegations involve the Executive Director or the MLF Board Chair, at its own discretion, will designate the
appropriate person to investigate the allegations and report its findings directly to the Board.

Responsibility to Report Inappropriate Conduct

An employee, who becomes aware of, observes, or who has been subjected to any form of harassment,
discrimination, or abusive behavior by an employee, student, intern, volunteer, applicant, vendor, or client has a
responsibility to report or make a complaint about the situation as soon as possible.

The employee should make the report or complaint about that conduct to his or her supervisor, another member
of management, or to the Executive Director or MLF Board Chair as soon as practicable. Employees are not
required to approach the person who is harassing or discriminating against them, and they may bypass any
offending member of management to report such conduct. Supervisors will refer all complaints involving
harassment or other prohibited conduct to the Executive Director or the MLF Board Chair. Mammoth Lakes
Foundation will immediately undertake a timely, thorough, and objective investigation of the allegations.

Any person at Mammoth Lakes Foundation who engages in inappropriate conduct or retaliation against a
person for having reported or threatened to report discrimination or harassment will be disciplined, which may
include termination. Please note we have the right to discipline for any unprofessional or inappropriate conduct
that negatively affects our workplace culture or our reputation. The inappropriate conduct does not need to be

expressly prohibited in the policy, nor does it need to qualify as unlawful conduct for us to take disciplinary
action.

Investigation of Complaints

The person to whom the harassment or discrimination complaint is reported is obligated to notify the Executive
Director so that he may take the necessary steps to ensure that a prompt, fair, timely, thorough, and objective
investigation of the alleged inappropriate behavior is initiated. Mammoth Lakes Foundation will reach
reasonable conclusions based on the evidence collected.

While we cannot guarantee absolute confidentiality to a complaint or an investigation, we will handle the
complaint as discreetly as possible and only reveal facts or allegations on a "need to know" basis. Mammoth
Lakes Foundation will ensure that:

1. Impartial and timely investigations will be conducted by qualified personnel, and will be
documented and tracked to ensure that reasonable progress is being made.

2. Appropriate due process will be given for the complainant, witnesses, and the accused.

3. A reasonable conclusion will be made based on the evidence collected, and appropriate options for
remedial actions and resolutions will be considered.
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4. A timely resolution of each complaint will be reached and the results of the investigation will be
communicated in a timely manner to the employee and other concerned parties with a business need
to know.

Corrective and Disciplinary Action

If through the investigatory process, Mammoth Lakes Foundation determines that harassment or other
prohibited conduct has occurred; effective remedial action will be taken in accordance with the circumstances
involved. Any employee determined by Mammoth Lakes Foundation to be responsible for harassment or other
prohibited conduct will be subject to appropriate corrective and/or disciplinary action, up to, and including
termination. The corrective action issued will be proportional to the severity of the conduct. The alleged
harasser’s employment history and any similar complaints of prior unlawful discrimination and/or harassment
will be taken into consideration. Also, Mammoth Lakes Foundation will take appropriate action to deter future
misconduct.

Retaliation Prohibited

Mammoth Lakes Foundation prohibits retaliation of any kind against employees or others covered by this
policy who in good faith, report harassment or discrimination, participate in an investigation, or who otherwise
assist in investigating such complaints. If an employee feels he or she has been subjected to any form of
retaliation, the employee should report that conduct to his or her immediate supervisor, another member of the
management team or the Executive Director. Employees are not required to approach the person who is
retaliating against them, and they may bypass any offending member of management. Any employee
determined to have retaliated against such employees will be subject to discipline, up to and including
termination of employment.

Additional Information

In addition to the Mammoth Lakes Foundation’s internal complaint procedure, employees, applicants, interns,
and volunteers may also contact either the Equal Employment Opportunity Commission (“EEOC”) or the
California Department of Fair Employment and Housing (“DFEH”) to report unlawful harassment. The EEOC
and the DFEH serve as neutral fact-finders and will attempt to assist the parties to voluntarily resolve their
disputes. For more information, you may contact the nearest EEOC or DFEH office.

Whistleblower Policy

Reporting of Inappropriate or Questionable Actions

Consistent with the recognized duties of care and loyalty under California law, it is the responsibility of all
employees of Mammoth Lakes Foundation to ensure that the organization complies with applicable laws,
regulations, and internal control policies. To that end, any employee who suspects a violation of any such law,
regulation, or internal control policy should report the suspected violation to the Executive Director
immediately. If the reporting party is not comfortable reporting such information to the Executive Director,
whether due to concern that the Executive Director might be involved with the suspected violators or for any
other reason, the reporting party should instead report it to the MLF Board Chair.

Retaliation Protection

Any report made pursuant to this policy shall be treated with seriousness and respect. No employee who makes
a report in good faith shall suffer harassment, retaliation, or adverse employment consequences. Any employee
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who engages in retaliation against a reporting person shall be subject to appropriate disciplinary action, up to
and including termination of employment. This policy is designed to encourage everyone involved with
Mammoth Lakes Foundation to feel comfortable raising concerns regarding on-going governance efforts.

Handling Reported Violations

Any report made pursuant to this policy involving Mammoth Lakes Foundation’s fiscal internal controls,
accounting practices, or investments shall also be forwarded by the appropriate party to the Board of Directors
for their consideration and any necessary corrective action. All other reports under this policy shall be handled
by the Executive Director or, in reports involving an Executive Director, they should be directed to the MLF
Board Chair. The investigation of all reported complaints and allegations under this policy shall be prompt, and
appropriate corrective action shall be taken if warranted by the investigation.

Confidentiality

Reports made pursuant to this policy may be submitted anonymously or with a request that they be treated as
confidential. Such reports will be kept confidential to the extent possible, consistent with the need to conduct
an adequate investigation of the report. In some circumstances it may not be possible to take action on a report
without revealing the identity of the reporting person.

Compliance

Failure of employees to follow this policy can result in possible civil and criminal sanctions against Mammoth
Lakes Foundation and its employees, and possible disciplinary action against the responsible individuals. The
Executive Director, the MLF Board Chair and the Board of Directors will periodically review these procedures
with legal counsel and/or the organization’s certified public accountant to ensure they are in compliance with
new or revised regulations.

All employees, and any accounting or information technology consultants, shall receive a copy of this policy
and are required to acknowledge, in writing, that they have read, understand, and agree to its terms.
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Part 4 — Compensation
Payroll Practices

Employees are paid twice monthly, on the 5th and the 20" of each month. If the regularly scheduled payroll date
falls on a Saturday, Mammoth Lakes Foundation will attempt to deliver paychecks on Friday. If the regular
payday falls on a Sunday, employees will be paid on Monday. When a payroll date falls on a holiday,
employees will, when possible, be paid on the last business day before the holiday. Otherwise, employees will
be paid on the first business day following the scheduled payroll date. All time sheets must be completed to
include the number of hours worked in that pay period and be approved by the Executive Director.

Salary Deductions and Withholding
Mammoth Lakes Foundation will withhold the following from your paycheck:
Taxes

Federal, state, and local taxes, as required by law, as well as the required FICA (Social Security) and Medicare
payments.

Insurance

Your contribution to health insurance or other insurance premiums for yourself and any eligible family
members or to other contributory benefit programs will be defined as we explore a variety of policies to support
all employees of Mammoth Lakes Foundation.

Other Deductions

Other deductions that you authorize, including short-term disability insurance, flexible spending account (FSA)
contributions, and 401(k) contributions.

Direct Deposit

You may have your paycheck deposited directly into your bank account. You will be given the authorization
form for deposit by the Human Resources Department.
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Part 5 — Benefits

Medical Insurance

Mammoth Lakes Foundation offers medical insurance to full time employees. The Foundation will pay up to
50% of the employee’s portion only. We offer pre-tax options for these plans. These programs will be
administered by a major medical insurance carrier through an authorized agency.

Workers’ Compensation Insurance

To provide for payment of your medical expenses and for partial salary continuation in the event of a work-
related accident or illness, you are covered by workers’ compensation insurance, provided by Mammoth Lakes
Foundation and based on state regulations. The amount of benefits payable, as well as the duration of payments,
depends upon the nature of your injury or illness. However, all medical expenses incurred in connection with an
on-the-job injury or illness and partial salary payments are paid in accordance with applicable state law. If you
are injured or become ill on the job, you must immediately report the injury or illness to your manager and the
Human Resources Department as soon as reasonably possible. This ensures that Mammoth Lakes Foundation
can help you obtain appropriate medical treatment. Your failure to follow this procedure may delay your
benefits or may even jeopardize your receipt of benefits. Questions regarding workers’ compensation insurance
should be directed to the Executive Director.
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Part 6 — Holidays, Vacation & Other Leave
Religious Observance

Federal and state equal opportunity laws generally require employers to accommodate the religious beliefs of
employees, but do not require them to provide paid leave. Mammoth Lakes Foundation respects your religious
beliefs, however, and therefore, will provide one (1) day of paid leave as Paid Time Off to employees who, for
religious reasons, must be away from the office on days of normal operation. Employees who require additional
time off may use their accumulated paid time off. This leave must be requested through the Executive Director
at least two (2) weeks prior to the observance.

Sick Leave

In order to help prevent loss of earnings that may be caused by accident or illness, or by other emergencies,
Mammoth Lakes Foundation has established a paid sick leave policy.

Eligibility
All employees who work for Mammoth Lakes Foundation for 30 or more days are entitled to paid sick leave.
Accrual and Maximum Cap

All eligible employees accrue paid sick leave at the rate of one hour for every thirty hours worked beginning at
the commencement of employment. For exempt employees, accrual will be calculated based on a 40-hour
workweek, unless the employee’s normal workweek is less than 40 hours, in which case the employee shall
accrue paid sick days based upon that normal workweek. The maximum sick leave accrual in a calendar year is
24 hours, or 3 days.

Accrued sick days shall carry over from year to year, up to a maximum of 48 hours, or six days. Thereafter, no
additional sick leave will accrue or vest until the employee has taken sick leave to reduce the total accrued time.
After the total accrued amount is reduced below the cap, sick leave accrual will recommence.

Employees do not accrue sick time during a leave of absence. Sick leave accrual will recommence when the
employee returns to work.

[f an employee separates from employment and is rehired within one year from the date of separation,
previously accrued and unused sick days will be reinstated. The employee will be entitled to use those
previously accrued and unused sick days and to accrue additional sick days immediately upon rehiring.

Rate of Pay

For exempt employees, sick leave taken under this policy will be paid at the same rate as the employee normally
earns during regular work hours and the same as that which the employee is paid when he/she takes vacation.
For nonexempt employees, the hourly rate at which sick leave is paid shall be calculated by taking the total
amount paid in the week during which the employee took paid sick leave divided by the number of hours
worked.
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Use

An employee shall be entitled to use accrued sick days beginning on the 90th day of employment, after which
the employee may use paid sick days as they are accrued. Regardless of the number of hours accrued,
employees may use no more than 24 hours, or three days, of paid sick leave per calendar year. An employee
may determine how much paid sick leave he or she needs to use; however, sick leave must be taken in
increments of one hour.

Sick leave may be taken for personal illness, emergency, or disability or for illness, emergency, or disability in
the employee's immediate family. For purposes of this policy, “immediate family” is defined as the employee's
spouse or registered domestic partner, children, parents, grandparents, brothers, and sisters, as well as the
children, parents, grandparents, brothers, and sisters of the employee's spouse or registered domestic partner.
An employee who is a victim of domestic violence, sexual assault, or stalking may use paid sick leave under
this policy to attend to legal matters, seek medical attention, obtain social services, seek counseling, participate
in safety planning, or for any related activities. Time absent for medical and dental appointments will be treated
as sick leave.

Sick leave is included in your allocation of Paid Time Off with a minimum of three days per calendar year.
Notice

If the need for paid sick leave is foreseeable, the employee shall provide reasonable advance notification. If the
need for paid sick leave is unforeseeable, the employee shall provide notice of the need for time off as soon as
practicable.

Pay In Lieu of Paid Time Off

Employees will receive a one-time payment of any unused Paid Time Off upon their departure from
employment with Mammoth Lakes Foundationfsn3).

Medical Leave

Full Time Mammoth Lakes Foundation employees requiring time away from work that exceeds their available
sick time due to a temporary medical disability, may apply for a medical leave of absence without pay for the
period of actual inability to work, up to a maximum of 4 months from the initial date of the leave, or as
otherwise required by law. This medical leave, if granted, is available only once during the 24-month period
that begins on the initial date of the leave, unless otherwise required by law. All medical leaves will be granted
at the sole discretion of Mammoth Lakes Foundation, unless otherwise required by law.

Definition

Medical leave is defined as a leave for employees who are unable to work due to an illness, injury or disability
that has been certified by a licensed health care provider. The duration of leave under this section shall be
consistent with applicable law but shall not extend past the date on which an employee becomes capable of
performing the essential functions of his/her position, with or without a reasonable accommodation.
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Provisions

1.

o]
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5.

Medical leaves are granted initially only after certification of disability by a licensed health care
provider.

Mammoth Lakes Foundation will continue to pay for insurance coverage for employees during the
unpaid portion of a medical leave, up to a maximum of four months, if it has already been providing

insurance coverage.

Employees on medical leave may elect to use all accrued and earned sick time and/or vacation days
before the start of their unpaid medical leave.

All employees on medical leave may be required to furnish one or more additional certifications to
Mammoth Lakes Foundation that confirm a continuation of their need for medical leave.

Employees may be entitled to State Disability Insurance (SDI) during a medical leave of absence.

Procedures

Requests: Except in cases of emergency, all requests for medical leave should be submitted in
advance in writing by the affected employee to the Human Resources Manager or Office
Administrator. The request must include the reason for the leave, the proposed date for beginning
the leave, and the anticipated date of return to active employment. Mammoth Lakes Foundation
requests that employees give a minimum of 30-day notice whenever possible.

Certification: Medical certification supporting the need for medical leave must be submitted before
the start of the leave and may be required to be updated during the leave. Medical certification must
include the following information: (1) the date on which the employee became unable to work due
to a medical condition; (2) the probable duration of the period(s) of disability; and (3) an explanatory
statement that, due to the medical condition, the employee is unable to perform his/her work at all, or
is unable to perform one or more of the essential functions of his/her position, including a
description of the essential functions the employee is unable to perform. The certification should
also explain any work restrictions, and possible accommodations, if any, that may enable the
employee to perform the essential functions of his/her position. Requests to extend an initial leave
should be in writing, accompanied by supporting medical certification, and received by Mammoth
Lakes Foundation at the earliest possible time (i.e., when the employee has knowledge of the need
for the extension) or at least five working days in advance of the previously estimated return date, if
possible. Requests to extend a medical leave must be approved by the Executive Director or his/her
designee.

Return: An employee returning to work from a medical leave should give at least five days’ advance
notice to Mammoth Lakes Foundation if possible, and, before returning to work, must submit a
written release from the employee’s health care provider, indicating that the employee may return to
his/her normal work duties, with or without reasonable accommodation. Mammoth Lakes
Foundation reserves the right to have the employee examined by a physician of Mammoth Lakes
Foundation's choice. Results of this examination may determine whether or not the employee may
return to work at that time. Employees must report to Mammoth Lakes Foundation on the first
scheduled day of work following the medical leave. At the end of an approved medical leave,
Mammoth Lakes Foundation will attempt to reinstate an employee to his/her former position, if
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available. or to an available comparable position. However, there is no guarantee of reinstatement
following a medical leave, unless otherwise required by law.

4. Notice Requirements: Failure to comply with the above notice and certification requirements may
be grounds for denying the leave or reinstating employment.

Paid Time Off (PTO) for Exempt Employees

PTO combines time off for vacation, additional sick leave and personal needs. Employees have the ability to
decide when and how they use their accrued PTO for vacation, extended illness, family emergencies,
bereavement leave, religious observances, preventative health or dental care and other family obligations. PTO
maybe used in hourly increments and should be requested and approved by the Executive Director at least two
(2) weeks prior to taking the time unless there is a dire emergency. This allows the team to plan based on the
scope of the required work.

Accrual Procedure

| Years of Service Annual PTO Monthly PTO
102 16 days 1.33 days
13-5 20 days 1.67 days
1610 25 days 2.08 days -
11-15 30 days 2.5 days
16 + | 35 days | 2.92 days
Eligibility

Exempt employees begin accruing paid time off when they first begin work for Mammoth Lakes Foundation.
Employees may use their accrued at any time after the first 90 days ot employment. If an employee leaves
Mammoth Lakes Foundation but has taken more time than he or she has accrued, that time will be deducted
from the employee’s last check.

Paid Time Off Procedure

Requests for paid time off should be submitted to the Executive Director as soon as you know when you wish to
schedule your paid time off, but in no event less than two weeks prior to the time requested. Paid time off
requests is approved by your immediate supervisor. Paid time off is coordinated within each team so that
sufficient staff is available to provide adequate coverage at all times, and there may be Company-wide or
department-specific “blackout dates,” as necessary. Paid time off requests is granted on a first-come, first-
served basis. In the event of a conflict in paid time off requests, your supervisor will consider Mammoth Lakes
Foundation’s staffing needs during the relevant period, as well as the length of service with Mammoth Lakes
Foundation of the employees involved.

Eligibility and Cap on Accrual

Exempt émployees begin accruing paid time off then they first begin work for the Mammoth Lakes Foundation.
Employees may use their accrued P+HA-PTO at any time after the first 90 days of employment. All employees
are encouraged to plan in advance for PTO, including vacations, and manage their PTO balances throughout the
year to ensure that the carry over amount combined with the new fiscal year allotment does not exceed a cap of
200% of the total PTO allotment for the fiscal year. Once an employee reaches the applicable cap, no further
PTO days/hours will be accrued until PTO has been taken by the employee so that the accrual is below the cap.
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For example, assume an employee has worked for Mammoth Lakes Foundation for three years and during the
first two years was not able to take any PTO. During the third year the employee may roll over a total of 32
PTO days from the first and second years and accumulate an additional 8 days of PTO but once they have
accumulated 40 days (200% of the PTO allotment) they will no longer accrue any PTO until the balance has
been reduced below the 40 days. No accrual at all occurs and is not put into a separate bank during the period
that the cap is in place.

Holiday Pay
Employees are entitled to the following paid holidays:

New Year’s Day

Martin Luther King, Jr. Day

Washington’s Birthday

Memorial Day

Independence Day

Labor Day

Veterans Day

Thanksgiving Day and the Friday after Thanksgiving
Christmas Day

Notification Procedures

When you are absent from work and your absence has not been previously scheduled, you must personally
notify your immediate supervisor or manager as soon as you are aware that you will be late or unable to report
to work. Leaving a voicemail or message with another staff member does not qualify as notifying your
supervisor.

When absence due to illness exceeds three (3) consecutive days, Mammoth Lakes Foundation reserves the right
to require appropriate medical documentation. Excessive absenteeism or tardiness can result in discipline, up to
and including discharge. (Also, see the section on Family & Medical Leave for extended leave situations.)

Paid Family Leave

Mammoth Lakes Foundation currently is not covered by federal or state laws permitting for absences under the
Family Medical Leave Act of the California Family Rights Act. Nevertheless, an employee may request time
off to care for a parent, child, spouse, or domestic partner and if approved by Mammoth Lakes Foundation may
be eligible for benefits through the California Employment Development Department for up to six weeks or
partial pay through the state after completing a one week waiting period and utilizing up to two weeks of
available Paid Time Off.
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Pregnancy Leave of Absence

A pregnancy-related leave of absence will be granted in accordance with the regulations of the State of
California Department of Fair Employment and Housing. Employees disabled due to pregnancy are eligible for
a maximum of four (4) months leave per pregnancy upon medical certification of the health care provider that
the employee is disabled due to pregnancy. Additionally, if the health care provider certifies a transfer to lighter
duty, Mammoth Lakes Foundation will attempt to provide light duty if possible. Upon return from the leave of
absence, the employee will be returned to her same position; however, in certain circumstances, reinstatement
may be impossible. Such circumstances may include being in a layoff situation, a plant closure, or if the
employee’s absence would substantially undermine Mammoth Lakes Foundation’s ability to operate the
business sately or efficiently.

The employee may opt to take all accrued Paid Time Off during the leave.

Mammoth Lakes Foundation will continue to pay all applicable group insurance premiums if it is already
paying such premiums on behalf of the employee during the leave of absence. The employee must continue to
pay the employee portion of the insurance premium during the leave of absence. Failure by the employee to
make this premium payment may result in a loss of benefits.

At the conclusion of the pregnancy-related leave of absence, a medical certification from the health care
provider stating the employee is released to return to work will be required. All requests for pregnancy-related
leaves of absence should be received, if possible, at least thirty (30) days prior to the start of the leave.
Returning employees should notify Mammoth Lakes Foundation at least five (5) work days prior to return.
Employees failing to return on the assigned date may be considered to have voluntarily resigned.

Accommodations for Nursing Mothers[BN4]

MLF will provide nursing mothers reasonable break time to express milk for their infant child (ren).

If vou need breaks 1o express milk. vou may use vour regular paid rest breaks or mav take other reasonable
break time when needed. If possible. the break time should run concurrently with scheduled meal and rest
breaks already provided to vou. If the break time cannot run concurrently with meal and rest breaks already
provided or additional time is needed. the break time will be unpaid it vou are a nonexempt emplovee.

If vou are nursing. MLF will make reasonable efforts to provide vou a safe, clean private room in close
proximity to vour work area. other than a restroon. with a seating area to express breast milk a flat surface for a
breast pump and other items. and also provide access to an electrical outlet, and a sink. The room will be clearly
designated and either have a lock or a sign on the door to indicate when the room is in use.

Expressed milk can be stored in a Company refrigerator or in a personal cooler. Sufficiently mark or label your
milk to avoid confusion for other emplovees who mav share the refrigerator.

You are encouraged to discuss the length and frequency of these breaks with your manager.

Bereavement Leave

Employees will receive up to three (3) days of paid time off in the event of the death of a member of their
immediate family. Immediate family includes spouse, domestic partner, child, parent, parent-in-law, brother or
sister, and brother-in-law or sister-in-law. You are allowed one (1) day of paid leave in the event of the death of
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an extended family member. Extended tamily includes grandparents, aunts and uncles, and other more distant
relatives.

Military Service Leave

Employees serving in the uniformed services, including the Army, Navy, Marine Corps, Air Force, Coast
Guard, and Public Health Service commissioned corps, as well as the reserve components of each of these
services, may take unpaid military leave, as needed, to enable them to fulfill their obligations as service
members. Employees may also use accrued paid time off for this purpose.

Civic Duty Leave
Jury Duty

Mammoth Lakes Foundation encourages employees to fulfill their civic duties. To that end, employees will be
allowed leave to serve on a jury, if summoned, with time being deducted from their paid time off bank if they
are exempt employees. We request that you bring in a copy of your summons notice as soon as you receive it,
so that we may keep it on file. If you are called during a particularly busy period, we may ask you to request a
postponement. Mammoth Lakes Foundation will provide additional documentation in this regard, if necessary,
to obtain such postponement.

Jury duty can last from a portion of a single day to several months or more. During this time, you will be
considered on a leave of absence and will be entitled to continue to participate in future insurance and other
benefits as if you were working. While serving on jury duty, you are expected to call in to your supervisor daily
to keep him or her apprised of your status.

Appearance as a Witness

An employee called to appear as a witness will be permitted time off to appear, but without pay. Employees will
be permitted to use accrued paid time off when appearing as witnesses.

Voting

Mammoth Lakes Foundation encourages all employees to vote. Most polling facilities for elections for public
office are scheduled to accommodate working voters. Mammoth Lakes Foundation, therefore, requests that
employees schedule their voting for before or after their work shift. An employee who expects a conflict,
however, should notify his or her supervisor, in advance, so that schedules can be adjusted if necessary.
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Part 7 — Miscellaneous

Leaving Mammoth Lakes Foundation

[f you wish to resign your employment with Mammoth Lakes Foundation, you are requested to notify your
manager of your anticipated departure date at least two (2) weeks in advance. This notice should be in the form
of a written note or letter.

You will be paid for accrued but unused paid time off as part of your last paycheck.

Mammoth Lakes Foundation asks all employees to participate in an exit interview with their immediate
supervisor prior to leaving Mammoth Lakes Foundation. This provides an opportunity to return keys and other
property and tie up any loose ends. You will receive preliminary information at that time regarding continuation
coverage and any other continuation of benefits for which you may be eligible.

[f you leave Mammoth Lakes Foundation in good standing, you may be considered for reemployment at a later
date. However, in the case of rehiring, you may be considered a new employee with respect to paid time off,
benefits and seniority.

Disputa Resolttionsns)




Mammoth Lakes
A Foundation

Board of Directors Meeting
Saturday, February 8, 2020

Manager and Director Reports

1. Brett Barker; SMHD South Gateway Apartments
Housing Manager

2. Betsy Truax; MLF Development Director

3.Shira Dubrovner; MLF Artistic Director

Our mission is to support higher education and cultural enrichment in the Eastern Sierra
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Mammoth Lakes
A Foundation

Board of Directors Meeting
Saturday, February 8, 2020

Attachments

Strategic Plan
“Visions for Success 2022”
July 1, 2017 through June 30, 2022

Our mission is to support higher education and cultural enrichment in the Eastern Sierra
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