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Xanterra Parks & Resorts® Employee Handbook
Important Notice—Please Read

While Xanterra Parks & Resorts (“Xanterra” or the “Company”) believes wholeheartedly in the policies, procedures,
and benefits described in this Employee Handbook, they are not terms or conditions of employment. Instead, they are
used solely at the discretion of Xanterra and its management. Xanterra reserves the right to modify, suspend, or eliminate
any, all, or any part of the policies, procedures and benefits set forth in this Employee Handbook, along with any other
policies, procedures, practices, benefits or programs of Xanterra. Xanterra maintains its Employee Handbook in print

and electronic format on the company’s employee intranet, Xpress www.xanterra.interactgo.com). For the most current

description of company policies, procedures, and benefits in the Xanterra Employee Handbook, employees should refer

to the electronic version on Xpress.

The policies and procedures contained in this Employee Handbook and the language used to portray them is not
intended to create, nor is it to be construed to constitute, a contract or guarantee of employment. Likewise, no oral
statement or assurance is intended to create, nor is it to be construed to constitute, a contract or guarantee of
employment. In addition, the contents of this Employee Handbook are summary guidelines and therefore, are not all-
inclusive. Where this Employee Handbook conflicts with benefit plan documents or any collective bargaining
agreement, the benefit plan documents or collective bargaining agreement will prevail over the Employee Handbook.
If there is any conflict between the policies and procedures described in Sections 1 through 7 of this Employee
Handbook and the State Law Addendum in Section 8, the State Law Addendum Section will prevail.

Where recognized by applicable state law or collective bargaining agreement, your employment with Xanterra
is voluntary and "at-will," meaning that all employees and Xanterra have the right to terminate the
employment relationship at any time, with or without notice or cause. Changes in compensation, location, job
duties, level of employment, or other changes do not modify the right of employees or Xanterra to terminate
the employment relationship at any time, with or without notice or cause.

Please understand that no supervisor, manager, or representative of Xanterra other than a corporate officer of
Xanterra has authority to enter into any promises or commitments contrary to the foregoing, including
entering into an employment contract for an indefinite period of time on behalf of Xanterra. An employee’s
at-will status may only be altered by a written employment contract executed by the employee and an officer
of Xanterra that specifically revokes the “employment at-will” relationship. An employee’s at-will status
cannot be modified by any practice or procedure of Xanterra or the industry.

This Employee Handbook, as it exists in print and electronic format on Xpress, supersedes all previously issued editions

of the employee handbook, manuals, personnel policies, letters, memoranda, and understandings.


http://www.xanterra.interactgo.com/
https://xanterra.interactgo.com/
https://xanterra.interactgo.com/
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1.0 INTRODUCTION

Congratulations! You have joined the leader in park and resort hospitality and adventure travel. We are
privileged to operate in some of the world’s most beautiful locations. At all of our properties — from California

to Vermont — Xanterra Travel Collection® stands for excellence in service.

We believe that our people are Xanterra’s most valuable resource. That’s a pretty big statement considering
some of the natural resources surrounding our properties, but we mean it. Without the talent and commitment
from each and every one of you, we could not create special memories and unforgettable experiences for our

guests.

This handbook has been prepared to assist you in understanding the policies, practices, and benefits that pertain
to your employment. This Employee Handbook is intended to acquaint you with Xanterra and provide you
with information about working for our company, as well as to notify you of your responsibility to read and
understand all of the policies governing your employment with Xanterra. If you have any questions after reading

this Employee Handbook, please see your supervisor or Human Resources.

We hope that you find your work with Xanterra Travel Collection® challenging, satisfying, and rewarding]

1.1 Xanterra History

Xanterra’s legacy of hospitality leadership spans more than a century beginning with Fred Harvey, a talented
visionary who saw the need for quality hotels and restaurants for weary travelers making their way West in the
late 1800’s. The travelers of that era typically travelled west from Chicago on hard wooden seats in overcrowded
railroad cars. Harvey devised an ingenious telegraph system to notify his restaurants well in advance of train
arrivals, making it possible to feed hundreds of passengers in a short period of time. By offering good food
served promptly —in sharp contrast to many other early Western eateries — Harvey enjoyed tremendous success.
Before long, Harvey was operating restaurants, hotels, gift shops and newsstands in increasing numbers along

the railroad route.

Xanterra acquired The Fred Harvey Company in 1968, and with the acquisition of TW Recreational Services
in 1995, became the largest national and state park concessioner in the United States. In September 2008,
Denver-based Anschutz Company purchased Xanterra, and pledged that the company would remain true to
the legacy of hospitality established by Fred Harvey and would continue to set the standard for ecologically

sound resorts that complement, not harm their natural surroundings.

Today, Xanterra is the nation’s largest park-management company with operations in Yellowstone National
Park, Glacier National Park, Death Valley National Park, the South Rim of the Grand Canyon, Mount
Rushmore National Memorial, Rocky Mountain National Park and Zion National Park. The Company operates
the Grand Canyon Railway & Hotel in Williams, AZ. In 2011 a Xanterra affiliate purchased Windstar Cruises,
a cruise line with a fleet of luxury yachts that call at ports throughout Europe, the South Pacific, the Caribbean
and Central America. In 2013, Xanterra acquired three additional suites-only ships to expand the Windstar
Cruises fleet. Also, in 2012 and 2013, Xanterra acquired The Grand Hotel in Tusayan, AZ and Otago, LLC
dba VBT Bicycling and Walking Vacations. In 2014, Xanterra acquired Country Walkers as a division of
Xanterra Adventure Companies, LLC (formerly known as Otago, LLC). In 2016, Xanterra acquired Holiday
Vacations, LLC. In 2017, Xanterra acquired the Cedar Creek Lodge in Columbia Falls, MT.
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Though the Company’s operations now cross the country — from the charming backroads of Vermont to the

magical desert of Death Valley — Xanterra remains true to the legacy established by Fred Harvey and

continues to set the standard for lodging, restaurants,
and concessions that complement the natural beauty of
their surroundings. Although Xanterra is a large
national company, it is made up of individuals like

yourself. Our guests may not remember our Company’s

name, but they will always remember the individual
attention they receive from just one person —you. We
hope you will be proud to be a part of the Xanterra

team.

1.2 Mission and Values

Xanterra’s mission is to provide Legendary Hospitality
with a Softer Footprint®. This includes creating
unforgettable memories for our guests who come from
around the world to see our country’s legendary parks
and resorts. Xanterra has twelve Core Values that are

fundamental to our success:

Leadership
Respect
Candor

Guest Service
Attitude
Teamwork
Environment
Community
Innovation
Health & Balance
Honesty & Integrity
Profitability

1.3 LIVE LIFE Culture Pillars

Aanterra

LEGENDARY HOSPITALITY with a softer footprint®

TWELVE VALUES THAT ARE FUNDAMENTAL TO OUR SUCCESS

LEADERSHIP

Lead by example. Encourage, praise
and inspire others.

RESPECT

Treat everyone with dignity and respect.

CANDOR
Commit to candid and honest dialogue,
delivered and received with respect and

without fear of reprisal.

GUEST SERVICE

Provide services and products that
create memorable experiences
while continually exceeding guest
expectations.

ATTITUDE

Be positive. Work hard and never give

up. Enjoy what you do.

TEAMWORK
Be a team player. Our success depends

on bighly motivated, committed and

competent people who share our vision
and work together to attain it.

ENVIRONMENT

Protect the environment. This is vital
and part of everyone’s job.

COMMUNITY

Be good citizens and good neighbors.

INNOVATION

Embrace alternative thinking,
responsible risk-taking and continuous

improvement.

HeAaLTH &
BALANCE

Live a healthy lifestyle that
balances personal and professional
responsibilities.

HoNEsTY &
INTEGRITY

Practice honesty and integrity in all
business and personal dealngs.

PROFITABILITY
It is everyone’s job to contribute to
Xanterra's sustained financial success,
which allows us to invest and preserve
our beautiful places on earth.

BEAUTIFUL PLACES ON EARTH®

LIVE LIFE is based on seven pillars that support our Mission and Values and drive our company culture.

LIVE LIFE is more than a communication program, it’s also a call to action to live your best Xanterra Life by

these seven pillars:

Employee Handbook - 2
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e LIVE LIFE CARE
We treat everyone with respect and compassion. We deliver high standards of hospitality and guest services
and are good citizens and neighbors. Everyone can be themselves and belong because differences enrich

and strengthen the team and our community.

e LIVE LIFE LEARN
We invest in our employees by providing opportunities to strengthen their skills and learn new ones. We
are invested in our employees’ future and offer opportunities for development and advancement. Personal

and professional growth benefits the individual as well as our community.

e LIVE LIFE INNOVATE
We are a community of innovative leaders, entrepreneurs, and creative problem solvers. Our culture,
performance, and growth are based on the collective energy and individual contributions of every team

member. Employees are empowered to make decisions, try something new, and share their ideas.

e LIVE LIFE RESPONSIBLE
We are fair and honest and act with integrity in all that we do. We believe in hard work, pitching in to get
the job done, and doing the right thing. We practice solid business ethics and follow laws and guidelines in

operating our Company.

e LIVE LIFE SAFE
The personal safekeeping and security of our employees and guests is our top priority. We make every
effort to ensure every individual is comfortable and safe from the moment they arrive until the time they
depart. To maintain our high safety standards, we provide and participate in regular and ongoing risk and
safety training programs and adhere to regulations and reporting best practices.

e LIVE LIFE SUSTAINABLE
As stewards of some of the most beautiful places on earth, it is our duty to protect and nurture our natural
environment. We are committed to sustainable actions such as reducing, reusing, recycling, composting,

and conserving, as a way of life. We inspire others to create a softer footprint in their own spaces.

e LIVE LIFE WELL
We create a healthy culture that supports personal and professional responsibilities. We offer benefits that
encourage employees in making wise choices to achieve their goals and live more fully. Our employee
programs are designed to support physical, mental, and emotional health.

2.0 EMPLOYMENT WITH XANTERRA

2.1 Equal Employment Opportunity (EEO)

Xanterra is dedicated to the principles of equal employment opportunity. We prohibit unlawful discrimination

against applicants or employees on the basis of race, color, national origin or ancestry, religion, sex, sexual
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otrientation, gender identity or expression, age, physical or mental disability, military or veteran status,
pregnancy, marital status, genetic information, or any other status protected by federal, state, or local law or
ordinance or regulation. This policy applies to all policies, procedures, and decisions relating to recruitment and

hiring, compensation, benefits, termination, and all other conditions of employment.

The Company is committed to compliance with all applicable laws providing equal employment opportunities.
This commitment applies to all persons involved in Company operations and prohibits unlawtul discrimination

by an employee of the company, including supervisors and coworkers.

2.1.1 Affirmative Action

In support of our equal employment principle, Xanterra has developed written Affirmative Action plans for
women, minorities, individuals with disabilities, Vietnam FEra Veterans, and other protected Veterans.
Xanterra’s EEO Officer is the Corporate Director of Employee Relations. This individual is responsible for
compliance with state and federal EEO laws and affirmative action regulations. This individual is also
responsible for implementing Xanterra’s Affirmation Action Plan, including equal employment practices,
monitoring and internal reporting. A copy of Xanterra’s current Affirmative Action plan is available for review

upon request.

2.1.2 Diversity, Equity, Inclusion, and Belonging

The Company is committed to fostering a diverse workforce, and maintaining a workplace that is equitable,
inclusive, and welcoming for all employees. From recruiting practices to professional growth and development
and other aspects of employment, offering an environment where all employees can be themselves and thrive

is the Company’s goal.

We not only recognize that you, our employees, comprise a wide range of backgrounds and characteristics, but

we believe those differences should be celebrated and valued.

As expressed in our LIVE LIFE CARE pillar, we treat each other with respect and compassion to create a
culture where everyone can be themselves and feel a sense of belonging because we believe our differences

enrich our teams and strengthen our community.

2.1.3 Pay Transparency

The Company will not discharge or in any other manner discriminate against employees or applicants because
they have inquired about, discussed, or disclosed their own pay or the pay of another employee or applicant.
However, employees who have access to the compensation information of other employees or applicants as a
part of their essential job functions cannot disclose the pay of other employees or applicants to individuals who
do not otherwise have access to compensation information, unless the disclosure is (a) in response to a formal
complaint or charge, (b) in furtherance of an investigation, proceeding, hearing, or action, including an
investigation conducted by the employer, or (c) consistent with the Company’s legal duty to furnish

information.

Employee Handbook - 4 © August 2023 Xanterra Parks & Resorts ® All Rights Reserved



2.1.4 Complaint Procedure

If you believe there has been a violation of Xanterra’s EEO policy, please refer to the section in this Handbook
entitled “Open Door Policy and Employee Resolution Procedures.” The Company will undertake a thorough
and objective investigation and attempt to resolve the situation. Employees found to be responsible for
violating Xanterra’s EEO policy will be subject to corrective action, up to and including termination. Xanterra
prohibits retaliation against any employee for filing a complaint in good faith under this EEO policy or for

participating in any complaint investigation.
2.2 Harassment Free Workplace

2.2.1 Harassment

Xanterra strives to maintain a work environment free of unlawful harassment. In doing so, the Company
prohibits unlawful harassment because of race, color, national origin or ancestry, religion, sex, sexual
otientation, gender identity or expression, age, physical or mental disability, military or veteran status,
pregnancy, marital status, genetic information, or any other status protected by federal, state, or local law or
ordinance or regulation. Harassment includes verbal or physical conduct that has the purpose or effect of: 1)
creating an intimidating, hostile, or offensive work environment; 2) unreasonably interfering with an individual’s
work performance; and/or 3) otherwise adversely affecting an individual’s employment opportunities. This
policy applies to all employees including managers, supervisors, co-workers, and non-employees such as

customers, clients, vendors, and contractors.

2.2.2 Sexual Harassment

Xanterra strongly opposes sexual harassment and inappropriate sexual conduct. “Sexual harassment” is defined
as unwelcome sexual advances, requests for sexual favors, and/or other verbal or physical conduct of a sexual
nature when: 1) submission to such conduct is made either explicitly or implicitly a term or condition of
employment; 2) submission or rejection of such conduct is used as a basis for employment decisions; or 3) such
conduct has the purpose or effect of unreasonably interfering with work performance or creating an

intimidating, hostile, or offensive working environment.

All employees are expected to conduct themselves in a professional and businesslike manner at all times.
Conduct which may violate this policy includes, but is not limited to, sexually implicit or explicit
communications whether in:
e Written form, such as cartoons, posters, calendars, notes, letters, emails, instant messages.
e Verbal form, such as comments, jokes, foul or obscene language of a sexual nature, or repeated
unwanted requests for dates.
e Physical gestures and other non-verbal behavior, such as unwelcome touching, grabbing, fondling,
kissing, massaging, and brushing up against another’s body.

2.2.3 Reporting Harassment or Discrimination

If you believe there has been a violation of the EEO policy or harassment based on a protected status, including
sexual harassment, you have a responsibility to report the situation as soon as possible. A report should be
made to your supervisor of, if the incident involves your supervisor, or you are uncomfortable reporting the

incident to your supervisor, to a senior manager or the Human Resources department. The company
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recommends that the complaint be made in writing, but the complaint may also be made orally as well. Xanterra
will investigate and seek to resolve the complaint through its “Open Door Policy and Employee Resolution
Procedures,” which are described in Section 2.3 of this Handbook. Complaints will be handled confidentially

to the extent practicable.

Xanterra prohibits harassment, sexual harassment, and conduct in violation of Xanterra’s EEO policy.
Employees found to be responsible for harassment, sexual harassment, or violations of Xanterra’s EEO policy

will be subject to corrective action, up to and including termination.

2.2.4 Retaliation Prohibited

The Company prohibits retaliation against those who report, oppose, or participate in an investigation of alleged

violations of this policy. Participating in an investigation of alleged wrongdoing in the workplace includes:

1. Filing a complaint with a federal or state enforcement or administrative agency.

2. Participating in or cooperating with a federal or state enforcement agency that is conducting an
investigation of the company regarding alleged unlawful activity.

3. Testifying as a party, witness or accused regarding alleged unlawful activity.

4. Associating with another employee who is engaged in any of these activities.

5. Making or filing an internal complaint with the company regarding alleged unlawful activity.

6. Providing informal notice to the company regarding alleged unlawful activity.

The company strictly prohibits any adverse action or retaliation against an employee for participating in an
investigation of alleged violation of this policy. If an employee feels that he or she is being retaliated against,
the employee should immediately contact the employee's supervisor or Human Resources. In addition, if an
employee observes retaliation by another employee, supervisor, manager or nonemployee, he or she should

immediately report the incident to the individuals identified above.

Any employee determined to be responsible for violating this policy will be subject to appropriate corrective
action, up to and including termination. Moreover, any employee, supetvisor or manager who condones or
ignores potential violations of this policy will be subject to appropriate corrective action, up to and including

termination.

2.3 Open Door Policy and Employee Resolution Procedure

Xanterra strives to create an environment that is safe, comfortable, and free from harassment, sexual
harassment, and unlawful discrimination. If you believe there has been a violation of the EEO policy or
harassment based on the protected classes outlined above, including sexual harassment, or if you have a work-
related concern that needs resolution, please use the following complaint resolution procedure. Xanterra
expects employees to make a timely complaint to enable the company to promptly investigate and correct any
behavior that may be in violation of this policy. Such a report should be made to your supervisor or, if the
incident involves your supervisor, to a senior manager, to a property Human Resources Manager, or Corporate
Director of Human Resources. If you followed these steps and still feel that your concern has not been resolved,
or you wish to remain anonymous, you may report your concern through the Employee Resolution Line by

calling (877) 536-1114 or via the web at www.xanterra.alertline.com. For more information about the Employee

Resolution Line, please refer to the workplace poster or contact Human Resources.
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We describe Xanterra’s EEO policy and its policies on harassment and sexual harassment in their respective
sections in this Handbook. We define a ‘“wotk-related concern,” on the other hand, as dissatisfaction
concerning conditions of employment or treatment by management, supervisors, or other employees that does
not involve harassment, sexual harassment, or illegal discrimination. Examples of a work-related concern

include:

e Application of company policies and procedures believed to be to the detriment of an employee.
e Treatment considered unfair by an employee.
e Improper or unfair administration of employee benefits or conditions of employment.

All complaints, issues, and concerns should be communicated in writing and should contain the following:

e A complete statement of the complaint, issue, or concern and the facts upon which it is based.
e The remedy or correction you are requesting.
e  Your name and office location.

Employees must bring forward any issues as soon as they occur. Xanterra will investigate the matter and take
appropriate corrective action. Your complaint will be kept as confidential as practicable. Xanterra discourages

employees from making anonymous complaints, as these are difficult to investigate.

Xanterra prohibits retaliation against any employee for filing a complaint in good faith under this policy, or for
assisting in any investigation of a complaint, issue, or concern. If you believe there has been a violation of our

policy against retaliation, please follow the complaint procedure contained in this Section 2.3.

If Xanterra determines that an employee’s behavior is in violation of this non-retaliation policy, appropriate

corrective action will be taken, up to and including termination of employment.

2.4 Reasonable Accommodations for Disabilities, Pregnancy, and Religious Beliefs

Xanterra will make reasonable accommodation for qualified individuals with known physical or mental
disabilities or limitations related to pregnancy, childbirth, or related medical conditions, unless the
accommodation will cause undue hardship to the Company’s operations or pose a direct threat to the health
and safety of the employee or others. Xanterra also provides religious accommodation for employees whose
work requirements interfere with a religious belief unless doing so would result in substantial increased costs
to the Company.

If you need an accommodation, please contact Human Resources. The Company will engage in an interactive
process with you to identify possible accommodations that will enable you to perform the essential functions
of your job and can be provided without undue hardship or significant expense. Xanterra will provide
reasonable accommodation in accordance with the federal Americans with Disabilities Act, federal Pregnant
Workers Fairness Act, Title VII of the Civil Rights Act, and all other applicable federal, state, and local laws.

Xanterra prohibits any retaliation, harassment, or adverse action based on an employee’s request for an
accommodation under this policy or for reporting or participating in an investigation under this policy.
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2.5 Confidentiality
As an employee of Xanterra, you are responsible for safeguarding all confidential information obtained in
connection with your employment. Confidential information includes, but is not limited to:

e Information regarding any past, present, ot prospective business opportunity or client (including

National Park Service or other government or private entities).
e Company bids or proposals for new or continuing business.
e Nonpublic financial information.
e Company business plans, strategies, budgets, forecasts, operating policies and procedures.

e Personnel information such as social security numbers, health plan information, and other personal

information.
e Company training materials.

e Operational information such as pricing, software, methods, designs, and trade secrets, which are
secrets that provide Xanterra with a competitive advantage, such as standard operating procedures,

Xanterra-developed technologies, and strategy documents.

Unauthorized access, use or disclosure of any confidential information is a breach of the terms of your
employment with Xanterra. Unauthorized access, use or disclosure of this information may also result in legal

action taken against you by the parties whose privacy rights are violated.

Upon hire, Xanterra employees are required to sign a Confidential Information Policy. Failure to abide by our
confidentiality policies and the terms of the Confidential Information Policy may result in corrective action, up

to and including immediate termination.

Nothing in this policy is intended to interfere with an employee’s rights under the National Labor Relations
Act to engage in protected concerted activity.

2.6 Conflicts of Interest

As an employee of Xanterra, you have a duty to conduct personal and financial business without creating any
actual or potential conflicts of interest. A conflict of interest refers to a situation in which financial or personal
interests or considerations may adversely affect, or have the appearance of adversely atfecting, your professional

judgment in the performance of your job duties and responsibilities.
Examples of conflict of interest situations include, but are not limited to, the following:

e Being employed by another business that is a competitor of Xanterra.
e  Serving as a board member or director of a competing business.
e Misusing or disclosing information about Xanterra that is not public information.

e Accepting gifts or payments from an outside organization that might influence your independent

judgment or performance of your job duties and responsibilities.
e Accepting or soliciting gifts from guests.
®  You, your spouse, domestic pattner, relative, significant other, friend or acquaintance owns or manages

an entity that contracts or subcontracts with Xanterra.
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If you have any questions whether a situation is a conflict of interest, please discuss the matter with your
supervisor. If the matter remains unresolved, please contact your Human Resources Department or the

Corporate Legal Department.

Upon hire, certain Xanterra employees are required to sign a Conflicts of Interest and Standards of Business
Conduct Compliance Certification. Failure to abide by our Conflicts of Interest and Standards of Business

Conduct policies may result in corrective action, up to and including immediate termination.

2.7 Environmental Responsibility

Xanterra realizes that ultimately the well-being of our planet, as well as our own personal well-being, is
dependent upon the continued health and natural systems. We believe that it is impossible for businesses to
be economically sustainable without being ecologically stable. We are a company based upon values that reflect
an environmental ethic for the long term. For more information about Xanterra’s commitment to the

environment, please contact your supervisor or property sustainability manager.

2.8 Ethics

Taking action to prevent problems is part of Xanterra’s culture. If you observe potentially unethical or illegal
conduct, you are required to report your concerns. Under Xanterra’s Open Door Policy, employees are to
report to a supervisor, a senior manager, the property Human Resources department, or Corporate Director of
Human Resources, any complaint relating to a violation of Xanterra’s personnel policies or other work-related

issue or concern.

However, if your concern or complaint relates to accounting, internal controls, auditing matters, potential fraud,
possible misuse of Xanterra resources, or other serious legal or ethical violations, you are to report such

complaints or concerns as follows:

e If you wish to protect an involved party’s identity or the matter involves senior management or a
corporate officer, you are expected to report your concern via the Employee Resolution Line by

calling 877-536-1114 or by web www.xanterra.alertline.com. By submitting a report via the

Employee Resolution Line, you will be addressing a third party from outside the company.

e Ifyou are not making a complaint or concern anonymously and the matter does not involve senior
management or a corporate officer, you are expected to report your complaint or concern to the
Chief Financial Officer, Chief Legal Officer, or Chief Human Resources Officer.

Xanterra will treat all communications under this policy in a confidential manner, except to the extent necessary
to conduct a complete and fair investigation or for review of company operations by an independent audit

committee.

Any individual who in good faith reports a possible violation of the matters described in this policy, even if the
report is mistaken, or who assists in the investigation of a reported violation, will be protected by the Company
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from retaliation or discrimination as a result of that report or assistance, or as otherwise required by this

Employee Handbook and applicable law.

Specifically, Xanterra will not discharge, demote, suspend, threaten, harass, or in any other manner discriminate
against any employee in the terms and conditions of the employee's employment because of any lawful act done
by that employee in good faith to either (a) provide information, cause information to be provided, or otherwise
assist in any investigation regarding any conduct that the employee reasonably believes constitutes a violation
of any law, rule, or regulation, or (b) file, cause to be filed, testify, participate in, or otherwise assist in a
proceeding filed or, to the employee's knowledge, about to be filed relating to an alleged violation of any such

law, rule, or regulation.

Any act of retaliation or discrimination must be reported immediately as described in this policy. Retaliation or
discrimination against individuals because they report complaints and concerns under this policy will not be

tolerated.

2.9 Outside Employment

Employees may hold outside jobs as long as they meet the performance standards of their jobs with Xanterra.
If Xanterra determines that an employee’s outside employment interferes with his or her job performance or
his or her ability to meet Xanterra’s requirements, the employee may be asked to terminate the outside
employment in order to remain a Xanterra employee. Outside employment that constitutes a conflict of interest

is prohibited.

2.10 Drug and Alcohol-Free Workplace

Xanterra strives to maintain an environment for all employees that is free from the effects of drug and alcohol
abuse. The Company is committed to taking all reasonable steps to establish and maintain a safe, healthy, and

productive work environment for all employees, as well as our customers, and the public in general.

In furtherance of its commitment to maintain a drug and alcohol-free workplace, Xanterra has established
separate Substance Abuse Policies. As provided by your property’s Substance Abuse Policy, drug and alcohol
testing is an integral part of the Company’s efforts to ensure a safe and productive work environment, as well
as training and education to assist our employees in understanding their responsibilities in achieving a drug-free
workplace. Compliance with the policy is required as a condition of continued employment with the Company.
For more information regarding Xanterra’s Substance Abuse Policy and drug and alcohol testing programs,

please contact Human Resources.

In accordance with the Drug-Free Workplace Act of 1988, Xanterra prohibits the unlawful manufacture,
distribution, dispensation, possession, or use of a controlled substance during Company time, on Company
premises, or other work sites. Any employees who is convicted, or pleads guilty or no contest under a criminal
drug statute for a violation occurring in the workplace must notify Xanterra within five days of the conviction
or plea. Employees who violate any aspect of this policy may be subject to corrective action up to and including

termination.

Employee Handbook - 10 © August 2023 Xanterra Parks & Resorts ® All Rights Reserved



2.11 Employment Status

Xanterra maintains standard definitions of employment status and classifies employees for purposes of

personnel administration and related payroll transactions according to the following definitions:

e Full-Time Employee: An employee who works in a year-round position and is regularly scheduled to work
30 or more hours per week, on average, and works at least 1,560 hours during a 12-month period. Length
of employment is not limited to a season or finite period of time. Full-Time employees are eligible to
participate in Company sponsored benefits as provided under the plans.

e Part-Time Employee: An employee who works in a year-round position and is reasonably expected to work
less than 30 hours per week, on average, and whose length of employment is not limited to a season or
finite period of time. Part-Time employees ate eligible to participate in the Company’s Minimum Essential
Coverage (“MEC”) medical plan only, and certain Company paid time off benefits.

e Seasonal Employee: An employee with an expected length of service of six (6) months or less at the time
of hire or hired for a position that customarily has an annual employment of six months or less. Seasonal
Employees are eligible to participate in the Company’s Minimum Essential Coverage (“MEC”) medical
plan only (no other benefits).

e Long-Term Seasonal (“LT Seasonal”) Employee: An employee with an expected length of service of more
than six (6) months but with an anticipated termination date, who is regulatly scheduled to work 30 or
more hours per week on average. LT Seasonal Employees are eligible for health care coverage only (no
other benefits), following the standard waiting period requirements.

e Part-Time Seasonal Employee: An Employee whose length of employment is limited to a season or finite
period of time and expected to work less than 30 hours per week, on average. Part-Time Seasonal
employees are eligible to participate in the Company’s Minimum Essential Coverage (“MEC”) medical plan
only (no other benefits).

e Intermittent Employee: An employee who is hired to work sporadically as needed. These employees are
not reasonably expected to have an average of 30 hours of credited service per week, nor expected to work
on a regular basis. The expected number of hours worked or scheduled is unknown. Intermittent
Employees are eligible to participate in the Company’s Minimum Essential Coverage (“MEC”) medical
plan only (no other benefits).

e Core Employee: A Seasonal employee, a LT Seasonal employee, or an Intermittent employee who has
worked at least 1,560 hours during a defined 12-month period, and who did not experience a break in
service of 13 consecutive weeks or more is considered Core and is eligible to participate in Company
benefits. An employee may not be hired as a new hire into Core status, but rather must “earn” the status
based upon hours worked. A Core Employee who signs an agreement to return to work the following
season may be placed on Seasonal Leave at the end of a season and will not experience a break in service
for purposes of maintaining Core status and health care coverage eligibility as long as the employee returns
to work in accordance with the approved date in the agreement. Core Employees must continue to work
at least 1,560 hours during a defined 12-month period (inclusive of any Seasonal Leave as described above)
to maintain eligibility for health care coverage.

e Status Changes: If an employee originally hired into a Seasonal, Part-Time, Part-Time or Long-Term
Seasonal, or Intermittent position transfers to a Full-time position or earns Core status, health benefits are
effective the first of the month following the standard waiting period, or the first of the month following
the effective date of the status change if the employee has worked enough days to satisfy the standard
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waiting period. Paid time off benefits are effective the first of the month following the effective date of

the status change.

Employees are classified as either exempt or non-exempt for purposes of federal and state wage and hour laws

as described below:

e Exempt: An employee who is exempt from the overtime provisions of federal and state wage and hour

laws.

e Non-Exempt: An employee who is entitled to overtime pay under the specific provisions of federal and

state wage and hour laws.

Employees are classified as either houtly or salaried for purposes of benefit eligibility as defined in Section 6.2

and as described below.

e Salaried: A salaried exempt employee is paid a fixed salary for all hours worked in a week and is exempt
from overtime. A salaried non-exempt employee is paid for each hour worked and is eligible for overtime

in accordance with the federal and state wage and hour law.

e Hourly: An employee who is paid an houtly wage for each hour worked. Work is paid at the overtime rate

of pay for any overtime hours in accordance with the federal and stage wage and hour laws.

3.0 ON THE JOB WITH XANTERRA

3.1 Appearance Standards

The appearance of our employees forms a significant part of the impression created for our guests, clients,
customers, and vendors. Therefore, your personal appearance and hygiene is vitally important and must be
professional at all times. Individual departments may have other or additional guidelines dependent on job
responsibilities. Guidelines may also differ between locations. Employees are expected and required to follow
the guidelines for their location. Listed below are some general guidelines. Please refer to Section 9.1 of this
Handbook for guidelines specific to your location:

e Hair should be clean, combed, well groomed, and neatly trimmed. Eccentric or extreme hair styles are
not permitted. To meet appearance or safety standards, employees may be required to wear hair
restraints.

e Sideburns, moustaches, and beards should be neatly trimmed and maintained at a conservative length
as determined by the property and/or position. Eccentric or extreme facial hair is not permitted unless

>, <«

considered and approved as part of the employee’s “uniform”/appearance for their position.

e Jewelry should be conservative in style and size and not excessive (as an example, multiple rings,
bracelets, earrings, necklaces). Discreet body piercings are permitted at the discretion and approval of
the property. Spacers, gauges and/or expanders are not permitted.

e Tattoos should not be visible. However if tattoos cannot be concealed the placement and content of
the tattoo and the employee’s position will be considered in determining approval.
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e C(lothing that reveals too much cleavage, your back, your chest, your stomach, or your underwear is

not appropriate.

e Property employees are required to wear a nametag at all times while on duty.

Recognizing that employees, visitors and guests may have sensitivity or allergic reactions to fragrances, personal
fragrant products (perfumes, colognes, lotions, after shave or similar fragrant products) that are perceptible to
others should not be worn by employees in the workplace. Employees required by medical necessity to use
medicinal lotions or skin creams that contain odors perceptible to others may request a reasonable
accommodation from Human Resources. Any employee with a concern about scents or odors should contact

Human Resoutrces.

If an employee reports to work improperly dressed or groomed in the Company’s opinion, the supervisor may

instruct him or her to return home to correct the problem.

Employees who need a reasonable accommodation because of religious beliefs, observances or practices should

contact Human Resources.

3.2 Attendance

As a Xanterra employee, you are an integral part of the company. As such, you are expected to be at work and
on time as scheduled. Excessive unexcused absenteeism and tardiness creates an undue burden on the company
and will not be tolerated. Attendance policies and procedures may vary by location. Please refer to Section 9.2

of this Handbook for your locations’ specific attendance policy.

The following will not be counted as an unexcused absences under this policy: scheduled absences approved
in advance by your supervisor, approved leave without pay, paid holidays, approved bereavement leave, military
leave, juty/witness duty, FMLA leave, Personal leave, reasonable accommodation as required by the Americans

with Disabilities Act or applicable state law, or any other leave protected by federal or state law.

It is recognized that situations may arise that are not specifically addressed in this policy. In those situations,

employees, supervisors and managers should contact their Human Resources Department.

3.3 Background Checks

Xanterra conducts background checks as a means of promoting a safe work environment for current and future
Xanterra employees. Background checks also allow Xanterra to obtain additional information that helps ensure

the protection of the people, property, and information of the organization.

Xanterra uses a third-party agency to conduct criminal background checks. Xanterra has instructed this third
party to collect background information on applicants and employees only in a manner that is consistent with
the Federal Credit Reporting Act (FCRA) and applicable state law.

Xanterra conducts initial background checks on new employees and may conduct post-hire criminal checks on

existing employees when permitted by applicable federal and state law. Initial background checks include local
and national criminal checks, social security trace checks, and reference checks. Depending on the essential
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job functions of the position or federal contractual requirements, initial background checks may include

additional checks, such as drug testing, credit checks, DMV checks, and/or fingerprint searches.

Xanterra conducts DMV checks for employees hired or transferred into positions where driving is an essential
job function or who must obtain rental cars during the course of conducting company business. DMV checks

will be performed at time of hire as a condition of employment and annually thereafter.

Xanterra may conduct a credit check for employees hired or transferred into positions that involve financial
responsibilities; cash handling; payroll or financial transactions; or access to personal, financial, or confidential

information, where permitted by federal and applicable state law.

Xanterra will evaluate the results of background and credit checks using guidelines established by the Human
Resources department. Unsatisfactory results of any background or credit check may result in an individual’s
application for employment being rejected, or if the individual is already employed by Xanterra, in the

individual’s immediate termination.

Background checks may be run periodically on any employee at the discretion of Xanterra and as permitted by
law. Staffing agencies and contractors of Xanterra are responsible for conducting background checks for those
individuals performing services for Xanterra. Staffing agencies and contractors must follow Xanterra’s

background check guidelines.

3.4 Company Property

Xanterra may provide you with company property for your use in conducting Xanterra business. This property
may include computer equipment (including laptop computers), software, cell phones, radios, pagers, calling
cards, building and office keys, access cards, identification badges, parking or public transportation cards,
permits, and company vehicles. Employees who have been provided with company property must return the
property on or before their last day of employment. If an individual fails to return company property on his or
her last day of employment, Xanterra may deduct the value of the property that was not returned from the
individual’s final paycheck where permitted by state law. If the value of the unreturned property is greater than
the deduction from the employee’s final paycheck, the individual will be responsible for reimbursing Xanterra
for the difference. When state law prohibits the Company from deducting the value of property from the
individual’s final paycheck, the individual will be responsible for reimbursing Xanterra for the value of the

property. Employees must also return all Xanterra data, including customer information.

All work done by employees for Xanterra is Xanterra property, and it too must remain with Xanterra when an
employee separates from employment. Work done by employees for Xanterra includes any work done within
the scope of Xanterra employment, on Xanterra time, and using Xanterra equipment, materials or property.
During the course of your employment with Xanterra, you may develop or create work such as software, trade
secrets, trademarks, inventions, designs, writings, art works or distinctive or unique procedures. Employees are
responsible for communicating in writing all inventions made or conceived while employed by Xanterra to your

supervisor and the legal department and any such inventions will be considered Xanterra property.
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All offices, workspaces, desks, cabinets, computer equipment, communications systems, and other property
and material provided by Xanterra to employees for use in their jobs is the sole property of Xanterra. To prevent
loss, damage, or misuse of company property, as well as to provide a safe working environment, Xanterra
reserves the right, as permitted by law, to conduct searches and inspections of all Xanterra property wherever
it may be located, as well as to search and inspect personal property brought onto the premises by employees
or others. As permitted by law, searches and inspections may be conducted at any time, with or without prior
notice. An employee’s work for Xanterra constitutes consent to such inspection and searches, and refusal to
submit to any search or cooperate in any investigation may result in discipline, up to and including immediate

termination.

Failure to abide by the company property policy may result in corrective action, up to and including immediate

termination.

3.5 Corrective Action

As a Xanterra employee, you are expected to meet the attendance, behavior, and performance expectations
outlined for your position. We communicate general expectations regarding attendance and behaviors in this
Handbook. Your supervisor will communicate specific expectations relative to your performance. Failure to
meet any of these expectations may lead to a coaching and/or corrective action. Coaching is used to provide
an employee with feedback, direction and support to achieve and sustain improved performance. If the
problems identified in the coaching session continue, the employee may be subject to formal corrective action,

up to and including the termination of employment.

Xanterra is not required to follow any set or established corrective action procedure to address an employee’s
attendance, behavior, or performance problems. What corrective action Xanterra chooses to follow will depend
on the facts, nature and severity of the problem to be addressed. The purpose of corrective action is to
encourage positive behavior and help improve employee performance. Corrective actions that may be imposed

include, but are not limited to:

e Job Performance Discussion
e Written Action

e Termination

Xanterra reserves the right to exercise any or all of the corrective actions outlined above. Xanterra reserves the
right to terminate an employee without taking any of the corrective actions outlined above. Copies of corrective

actions are maintained in the employee’s personnel file.

3.6 Employee Discounts

Xanterra offers employees, their immediate family, and in some cases extended family and close friends, the
opportunity to stay at Company owned and operated properties as guests and to purchase food and retail items
at discounted rates. Employees may also be eligible for discounts at the location or property where they work.
Discount policies vary by work site. For more information about employee discounts, please see Section 9 of

this Handbook or contact Human Resources.
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3.7 Information and Technology Responsible Use Policy

Xanterra operates in a very competitive and regulated world. Information, and access to it, is one of Xanterra’s
most important assets, so Xanterra is taking the steps necessary to ensure its safety. Failure to protect
information assets may cause irreparable damage to Xanterra, violate regulatory requirements, and erode public
confidence in Xanterra’s business activities. To safeguard Xanterra’s competitiveness and ensure compliance
with the rules and regulations that govern its business, Xanterra has established this Responsible Use Policy
and separate policies on Acceptable Use and Data Security and Remote Access, both of which apply to all
employees, consultants, agents, vendors, and representatives who have access to Xanterra’s information assets.
Upon hire and annually thereafter, employees are required to sign an acknowledgement of receipt and
agreement to comply with the Acceptable Use and Data Security Policy and Remote Access Policy. Failure to
abide by our Responsible Use, Data Security and Remote Access policies may result in corrective action up to

and including immediate termination.

Your use of Xanterra information and communications systems is subject to monitoring and review and you
should have no expectation of privacy in connection with that use. In sites where Xanterra has call center
operations, employee telephone communications and screens are recorded and monitored for quality assurance

purposes.

3.7.1 Privacy and Confidentiality

Xanterra employees are required to protect confidential information, which is any information that you learn,
develop, or access during your employment at Xanterra that, based on reasonable business judgment, may be

confidential. The following are examples of information that is confidential and must be protected:

e Information associated with individuals, including social security numbers, credit card numbers, and

medical plan information.
e  Pricing, customer lists, software, methods, and designs.

e Trade secrets, which essentially are secrets that provide Xanterra with a competitive advantage, such

as standard operating procedures, Xanterra-developed technologies, and strategy documents.

Other information may be confidential as well. A good rule of thumb is to treat all confidential information

you handle as if it were your own. To protect confidential information, you must:

e Use the greatest degree of care not to disclose confidential information to any person or entity, other

than Xanterra employees who need to know it, unless your supervisor authorizes you to do so.
e Never use confidential information except as necessary for your job function.

e Never transfer confidential information to any device that Xanterra does not own or control without

your supervisor’s consent.

If you have, or your supervisor has, any questions about use, transfer, or disclosure of confidential information
contact the Corporate Legal Department.

When you are traveling, do not discuss confidential information when you are in public places like hotel lobbies,

restaurants, elevators, and airplanes. In addition, you must not review confidential information on a computer
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screen or read a hard-copy report when you are in a public place. Finally, you must be careful not to reveal

confidential information in voice mail or when using mobile communication devices.

You must protect confidential information indefinitely. That means during your tenure at Xanterra and after

you leave the company.

3.7.2 Network and System Security

Xanterra will grant you appropriate access based on your responsibilities. Your ability to access information on
the network does not mean that you have the 7igh# to access it. Contact your I'T Department if you believe that
you have network access that is not necessary for your responsibilities. Your I'T Department can answer any

questions regarding access.

When you leave Xanterra, your manager will submit a request to promptly terminate all of your system privileges
and access to Xanterra information. Former employees are not permitted to maintain any access to Xanterra,
including e-mail or remote access. You must return all Xanterra data, including customer information. All work
done by employees for Xanterra is Xanterra property, and it too must remain with Xanterra when employees
depart. When you leave the company, you must also return all Xanterra equipment and systems that you have
used to access information, including keys, laptops, cell phones, electronic access badges, and other physical

assets.

To protect your password and user ID, do not share them with anyone. Choose a secure password with at least
eight characters including upper and lower case letters, numbers and special characters. Do not post passwords
in your work area or under your keyboard and never give your password to anyone for any reason. You are
responsible for all activity that takes place with your user ID and password. You must notify the Help Desk

immediately if you suspect that your user ID and password have been discovered or used by someone else.

When you log on to the Xanterra network, you must accept the terms and conditions of network use before

you can access the systems, applications, and data held within the network.

When you are working remotely, you must have a demonstrable business need for such access. Remote access
to Xanterra computers is granted at Xanterra’s discretion. The company reserves the right to conduct
unscheduled audits of users with remote access privileges, which could include visits to remote sites and/or

reviews of the contents of a computer used to access Xanterra systems. In addition,

e If you must remove electronic information from Xanterra offices, you must enctypt the data.

¢  You must not remove printed copies of confidential information from Xanterra offices without
approval of the local site manager or a more senior manager. Once you have obtained approval, you
must treat this information with the highest standards of confidentiality.

®  You must take all reasonable security precautions when you connect to Xanterra remotely via wired

and wireless mobile networks

Protect licensed materials. You may not copy or use software unless you know that the license or other policy
for the software permits it. You also may not make multiple copies of publications such as magazines, journals,

and newsletters.
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Xanterra uses only licensed software. It is illegal to bring in or download wnlicensed or personal software and install
it on your Xanterra computer. You must purchase and install all software through Xanterra’s Information

Technology department. If Xanterra finds unlicensed software on your company computer, it will be removed.

To preserve the licensing integrity of our systems, you must not install new or upgraded ogperating systems or
software on Xanterra computers or other devices used to process Xanterra information. Finally, you must not

use software licensed to Xanterra on your personal computer.

3.7.3 Personal Use

Xanterra recognizes that employees may sometimes use Xanterra’s information and communications systems
for personal use. It is Xanterra’s expectation that your personal usage of these systems will be limited and will
not affect productivity; will not deny other users access to system resources; will not incur significant costs; and
will not be used for unauthorized or inappropriate uses as outlined below. Employees using Xanterra’s
information and communications systems and business property for personal use do so at their own risk and
should have no expectation that their personal communications and use are private and privileged. To ensure
that Xanterra’s information and communications systems and equipment are used only for legitimate business
interests, Xanterra may monitor the use of such equipment from time to time, without prior notice. This may
include listening to stored voicemails, monitoring e-mails you send and receive, reviewing the Web sites you

visit, and examining your stored communications.

3.7.4 Unauthorized Use

Using Xanterra’s information and communications systems in any of the followings way is strictly prohibited

and may result in corrective action, up to and including immediate termination:

Sending, accessing, receiving, or storing materials that are discriminatory, harassing, or defamatory.
e Sending, accessing, receiving, or storing sexually explicit material on the Internet or e-mail system.
e  Using Xanterra systems to send threatening or intimidating messages or hate speech.

e Using Xanterra systems to conduct illegal activities.

e Use of inappropriate language such as profanity, obscenities, or derogatory remarks in electronic

communications.

e Installing personal software (including desktop themes and screen savers) on Xanterra-issued

computers.

e Downloading, copying, or transmitting works of others in a manner that constitutes infringement

under copyright laws.

e Transmitting or disclosing confidential Xanterra or client-related information to unauthorized

individuals.

e Accessing or attempting unauthorized access of confidential information for personal use or reasons

not directly related to Xanterra business.
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e Emailing confidential data such as social security numbers or protected health information (PHI) to

outside parties without utilizing Xanterra’s secure email encryption system.

3.7.5 Acceptable Use of E-Malil

As part of Xanterra’s computer and communications systems, the e-mail system is the property of Xanterra
and as such may be monitored by Xanterra. When conducting company business, employees must use
Xanterra’s e-mail systems and services. Employee may not use personal or Web-based e-mail systems including

Yahoo, Gmail, or Microsoft HotMail for official business communications.

Employees must use extreme caution when opening e-mail attachments received from unknown senders. These
attachments can contain viruses, malicious applications, or trojan horse programs that can compromise your

computer, Xanterra’s corporate systems, and the information that resides on these systems.

Do not share e-mail accounts, which, like user 1Ds, are assigned to specific individuals. If you are out of the
office or are otherwise unable to check your mail for extended periods, you may forward your e-mail to another
Xanterra employee or a supervisor. You must not, however, automatically forward your e-mail to addresses
outside Xanterra. If an e-mail message contains confidential information, you must not forward it to another

recipient unless you know that the recipient is authorized to view the information.

Employees must use Xanterra’s secure email encryption system to send any confidential data to outside parties.
Confidential email data that must be encrypted includes social security numbers, bank account information,
credit card numbers, protected health information (PHI) and personally identifiable information (P11). Emails
containing confidential data are subject to review and may be quarantined. If you have a business need to send

confidential data via encrypted email, please contact your manager.

Creating or forwarding “chain letters” or pyramid schemes of any type is strictly prohibited. You must not send
broadcast or mass e-mail messages unless you have obtained your department manager’s approval. If you

receive the unwanted junk e-mail known as “spam”, do not open the message; instead, delete it immediately.

3.7.6 Acceptable Use of the Internet

Access to the Internet is a privilege. Xanterra will supply Internet access beyond e-mail to employees when
such access is required to perform the essential functions of your job. At the discretion of your manager, this

access may be terminated at any time.

Xanterra actively manages Internet access, recognizing that the Internet can easily be misused by employees,
people providing services, and external parties attempting to gain access to Xanterra from outside our network.
For this reason, Xanterra reserves the right to monitor your activity and control access to unacceptable content
and actively block Internet Web sites that are inappropriate for the workplace. Accessing pornography,
gambling, hacking, audio and video streaming, and chat rooms, along with a range of other non-work related

content areas is expressly prohibited and may result in corrective action up to and including discharge.

When using Xanterra systems, employees may not post to public discussion groups, blogs, or other public

forums on the Internet without preauthorization from your manager. Xanterra reserves the right to remove any
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Internet posting by a Xanterra employee made using Xanterra systems that management deems inappropriate

and/or potentially damaging to the interests of the organization.

Employees are prohibited from sending any sensitive corporate information such as credit card numbers,
telephone calling-card numbers, passwords, or confidential information through the Internet unless the

connection is encrypted.

Employees must not misrepresent, obscure, suppress, or replace their own or another user’s identity on the
Internet using Xanterra’s equipment or on any other Xanterra information system. In all instances, the user
name, e-mail address, organizational affiliation, and related contact information must reflect the actual
originator of a message or posting. The use of anonymous re-mailers or other identity-hiding mechanisms is

strictly prohibited.

Nothing in this policy is intended to interfere with an employee’s rights under the National Labor Relations

Act to engage in protected concerted activity.

3.7.7 Physical Security

Access to every office, computer room, and other Xanterra work areas, including home offices, containing
confidential information is physically restricted to those people with a need to know. When not in use,

confidential information must always be protected from unauthorized disclosure.

If you do not store information systems equipment used to handle Xanterra information in a locked area, you

must employ anti-theft devices approved by the enterprise security department.
ploy pp y p y dep

You must secure unattended equipment according to the following procedures:

e Secure system consoles and all PCs that can access confidential information with a password-protected
screensaver that is enabled after 10 minutes of inactivity. Or you can log off the network whenever
you leave your computer unattended for more than 10 minutes.

e Log off from network sessions; don’t simply switch off your PC or terminal.

e DPosition your workstation screen so that unauthorized people can’t look over your shoulder and see
any confidential information displayed.

e Secure your laptop by using a security lock or placing it in a locked area when you’re away from your

desk for prolonged periods (overnight, vacations, etc.).

You must always lock hard-copy confidential information in a secure room or an appropriately secured
container, such as a locked file cabinet or desk drawer, when you are not using it. After business hours when
you are not present, you must make every reasonable effort to secure confidential information to prevent

unauthorized access, including not leaving confidential information unattended on your desk.
If a printer, copier, or fax machine jams or malfunctions when you ate printing confidential information, you

must not leave the machine unattended until you have removed all copies of the confidential information or

rendered it illegible.
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You must dispose of all hard copies of confidential information by shredding, depositing the material in

designated secure containers, or using other methods approved by the enterprise security department.

When you are printing confidential information, you must be present at the printer to receive the information
as it prints. Or you may send the print job to a printer in an area to which only authorized personnel have

aCCess.

Failure to abide by Xanterra’s Information and Technology Responsible Use Policy, Acceptable Use and Data
Security Policy, or Remote Access Policy may result in corrective action, up to and including immediate

termination.

3.8 Internal Transfers and Promotions
In order to support career growth and development, it is our practice to consider our own employees when job
vacancies occur and to promote from within whenever appropriate. In compliance with the Colorado Equal

Pay for Equal Work Act (“EPEWA?”) effective January 1, 2021, promotional opportunities are posted
electronically on the Xanterra Internal Job Portal (https://internal-xanterra.icims.com). In support of pay

transparency and in compliance with the EPEWA, promotional job postings include the salary (or salary range)

and a general description of benefits and any bonuses or other compensation associated with the position.

Promotional opportunities are posted on the Internal Job Portal for a minimum of five business days and
generally will remain posted until the position is filled. External recruiting may take place at the same time a job
is posted internally. Internal applicants should apply by the internal application deadline (five business days
from date of posting). Internal applicants may apply after the deadline; however, if they do, their applications

may not be considered depending on the status of the recruitment process.

Internal applicants should be in good standing in their current position and have the qualifications for the
position they are seeking. Eligibility requirements may vary by location. For more information about internal

transfer and promotion opportunities, please contact Human Resources.

3.9 Workplace Investigations

Xanterra may conduct internal workplace investigations as a result of any specific complaint relating to a
violation of Xanterra’s personnel policies or other work-related issue or concern. The Human Resources
department is responsible for conducting any such workplace investigations, with the assistance of senior
management team members in the office, if appropriate. Once an investigation is completed, the Human
Resources department discusses the investigation results with the appropriate senior management members,
who then determine whether corrective action is appropriate.

Individuals participating in an investigation, including witnesses, are to keep the matter confidential. Xanterra

prohibits retaliation against any employee for participating in any investigation.
If, after investigating any workplace complaint, Xanterra determines that the complaint is not bona fide or that

an employee has provided false information regarding the complaint, corrective action, up to and including

termination, may be taken against the individual who filed the complaint or who gave the false information.
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3.10 Nepotism/Relationships

Xanterra permits the employment of individuals who are related to one another or involved in close, personal
or romantic relationships as long as such employment does not, in the opinion of Xanterra, create actual or

perceived conflicts of interest. We adhere to the following general guidelines:

e Individuals who are related to one another or involved in close, personal, or romantic relationship are
permitted to work at the same property or location, provided no direct reporting or

supervisory/management relationship exists.

e Employees who supervise, audit, or verify the work or money handled by a relative or someone with
whom he/she is involved in a close, personal, or romantic relationship must disclose this to

management or the Human Resources department so that the potential conflict can be appropriately
addressed.

e Xanterra recognizes that at times, employees and their close friends, domestic partners, or significant
others may be assigned to positions that create supervisor-subordinate relationships or conflicts of
interest. Xanterra will exercise sound judgment with respect to the placement of employees in these
situations in order to avoid the creation of a conflict of interest. Should such a relationship develop, it
is the responsibility of the employees to report the relationship to management or the Human

Resources department.

Nepotism guidelines may vary by location based on specific property circumstances. For more information,

please see Human Resources.

3.11 Nursing Mothers

Nursing mothers are provided reasonable break time to express milk for one (1) year after the child’s birth. The
time permitted will typically not exceed the normal time allowed for meal and rest breaks. If additional time is
needed above and beyond normal meal and rest breaks, the employee and supervisor should agree upon a plan,
which may include additional unpaid break time. The Company will provide a private space suitable for the

purpose of expressing milk for employees working in the office.

Nursing mothers may be eligible for additional protections to the extent that state law provides greater rights
or benefits than federal law or company policy. For more information on break time laws for nursing mothers

specific to your state, please contact Human Resources.

3.12 Personnel Records

Employee personnel files are maintained by the Human Resources department and are considered confidential.
Managers and supervisors may only have access to personnel file information on a need-to-know basis.
Employee access to personnel files will generally be permitted if required under state law. Personnel files are

to be reviewed in the Human Resource department. Personnel files may not be taken outside the department.

3.13 References and Verifications of Employment

The Company has partnered with an Income and Employment Verification service called the Work Number.

The Work Number provides income and employment verifications for employees applying for:
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e Loans

e Home Mortgages
e New Job

e Rental applications

e Social Service benefits

Employees should refer verifiers to www.theworknumber.com or (800) 367-5690  for customer

support/assistance. They will be required to register and obtain a login for the Work Number secure, self-

service site. For more information on verifications of employment, please visit the Verification of Employment
page on Xpress.

3.14 Safety and Accident Reporting

Xanterra is committed to providing a safe and comfortable working environment for all employees. Xanterra
encourages you to be aware of your surroundings at work and report any potential unsafe conditions to your
supervisor immediately. Weapons of any type are prohibited in all Xanterra offices. Following are some basic

guidelines to follow regarding safety in the workplace:

+ If you, a co-worker, or a customer is in imminent danger, call 911 immediately.

+ If threats are made against you, a co-worker, or a customer, but the danger is not imminent, contact

your supervisor immediately.

+ If you are notified that a customer’s behavior or actions in the office may result in harm to co-workers

or other customers, contact your supervisor immediately.

If an employee is injured on the job, Xanterra provides coverage and protections in accordance with workers’
compensation laws. For further information regarding workplace injuries, please refer to the “Workers’

Compensation” section of this Handbook.

3.15 Social Media

The Company understands that social media can be a fun and rewarding way to share your life and opinions
with family, friends, and co-workers around the world. However, use of social media also presents certain risks
and carries with it certain responsibilities. To assist you in making responsible decisions about your use of
social media, Xanterra has developed Acceptable Use of Social Media guidelines for employees who use social
media outlets such as blogs, chat rooms, wikis, and bulletin boards; social and professional networks such as
Facebook, Linkedln, Twitter, Tumblr and Instagram; and video-sharing sites such as YouTube and TikTok. If
you participate in social media, please adhere to the following guidelines.

e Be respectful, fair and courteous to fellow employees, guests, vendors, or people who work on behalf
of the Company. Keep in mind that you are more likely to resolve work-related concerns by speaking
directly with your co-workers or by utilizing the Open Door Policy than by posting complaints to a
social media outlet.

®  Youare personally responsible for the content you publish on a social media site. Social media postings

are considered personal communications and are not company communications. Employees can be

© August 2023 Xanterra Parks & Resorts ® All Rights Reserved Employee Handbook - 23


http://www.theworknumber.com/
https://xanterra.interactgo.com/Interact/Pages/Content/Document.aspx?id=8554
https://xanterra.interactgo.com/Interact/Pages/Content/Document.aspx?id=8554

held personally liable for their posts. For this reason, employees should exercise caution and be
mindful that what you post online will be public for a long time.

e Express only your personal opinions. Do not represent yourself as a spokesperson for the Company.
If the Company is the subject of the content you are creating, be cleat that you are an employee of the
Company and your views do not represent those of the Company.

e DPostings by an employee concerning Xanterra are not prohibited provided they comply with Xanterra’s
policies and procedures, including the Harassment Free Workplace, Responsible Use of Information
and Communications Systems policy, Confidentiality Policy, Conflicts of Interest Policy, Information
and Property Protection Policy, and Ethics Policy. All of these policies apply to your online conduct
as well as offline behavior. Make sure you are familiar with these policies.

e Be aware of your association with Xanterra on online social and professional networks. If you identity
yourself as a Xanterra employee, ensure your profile and related content is consistent with how you
wish to present yourself with colleagues and clients.

e Do not disclose any sensitive, proprietary, confidential, or financial information about Xanterra,
employees of Xanterra or any other affiliates of Xanterra.

e Do not use company logos, trademarks, or branding unless approved to do so by the Xanterra
Marketing Department.

e Do not cite or reference clients, partners or suppliers without their advance approval.

e Respect your audience — do not post material that is obscene, defamatory, discriminatory, harassing,
libelous, or threatening about the company, employees of the company, or any affiliates of the
company.

e A social media site or network is not the appropriate place to make a complaint regarding alleged
discrimination, unlawful harassment, ethical issues, or safety concerns. Such complaints should be
made consistent with the complaint procedures outlined in this Handbook.

e Even if your social media activities take place completely outside of work, as your personal activities
should, what you post online can have an influence on your ability to conduct your job responsibilities,
your co-workers’ abilities to do their jobs, and Xanterra’s business interests. You should make sure
that your online activities do not interfere with the performance of your job duties or your commitment

to Xanterra and Xanterra’s clients and customers.

Nothing in this policy is intended to interfere, restrain or prevent an employee’s rights under the National Labor

Relations Act to engage in protected concerted activity.

3.16 Solicitation and Distribution

Employees are not permitted to solicit or distribute literature during working time on company property, except
in break rooms and employee dining rooms during non-working hours, or as authorized by a General Manager
ot his/her designee, or a Corporate Director or Chief Human Resources Officer.

Persons not employed by the Company may not distribute literature or solicit others for any reason on

Company premises.
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3.17 Standards of Personal Conduct

As a Xanterra employee, you are expected to demonstrate high standards of personal conduct that exemplify
Xanterra’s Twelve Values. The standards of personal conduct Xanterra expects from all of its employees

include, but are not limited to:

e Treating co-workers, supervisors, managers, and guests with respect and in a manner that promotes a
professional and positive work environment (profanity, arguments, physical intimidation, or disruptive

behavior will not be tolerated).
e Treating customers in a manner that exceeds or meets their expectations.
e Arriving at work at the proper time and being ready to work.

e Using work time, break times, lunch times, vacation and sick leave responsibly and in accordance with

established policies.
e Maintaining a professional and appropriate appearance.

e Documenting all company records, including but not limited to timesheets, reservation data, and

expense reports accurately and honestly.
e Performing work in a safe and efficient manner.
e Treating company property and property of your co-workers with proper care.
e Maintaining workplace and work area cleanliness and orderliness.

e Using office equipment, computer and communications systems, supplies, work time, or other

company property only for legitimate business purposes.

e  Communicating, whether orally or in writing, in a manner that is professional, courteous, and respectful
of the audience’s time demands (the use of profanity or obscenities is expressly prohibited in all

professional communications).

e Maintaining the confidentiality and integrity of customer and employee information.

As an employee, it is your responsibility to be aware of these standards and to ask your supervisor if you have
questions. We’ve set these standards to ensure a productive and safe work environment that upholds the values
of Xanterra. Failure to conduct work according to Xanterra’s standards of conduct will result in corrective

action, up to and including termination of employment.

3.18 Statements to the Media

Communication with the media needs to be consistent, timely and professional. Therefore, we require that all
official responses to media inquiries regarding the Company and its operation be made with authorization from
the Chief Marketing Officer or designated representative. No employee, unless specifically designated by the
Chief Marketing Officer or designated representative, is authorized to make or approve statements to the media
on behalf of the Company. Any employee wishing to write and/or publish an article, paper, or other
publication on behalf of the Company must first obtain approval from the Chief Marketing Officer or
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designated representative. This policy does not prevent employees from speaking with the media, but they
should not attempt to speak on behalf of the Company unless they have specifically been authorized to do so
by the Chief Marketing Officer or designated representative.

3.19 Tobacco Free Workplace

A tobacco-free environment helps create a safe and healthy workplace. Tobacco use, including cigarettes, e-
cigarettes, vape pens and other inhalant devices, and chewing tobacco is prohibited in all Xanterra offices and
facilities, except in specific designated smoking areas. For questions regarding designated smoking areas for

your work location, please consult your supervisor or Human Resources.

3.20 Workplace Violence and Reporting Incidents

Acts or threats of violence will not be tolerated on Xanterra property or while conducting business on behalf

of Xanterra. Examples of prohibited conduct include, but are not limited to:

e Causing physical injury to another person.
e Making threatening, intimidating, or coercive gestures or statements, in verbal or written form.

e Aggressive or hostile behavior that creates a reasonable fear or injury to another person or subjects

another person to emotional distress.

e Destruction or defacement of Xanterra property or the property of Xanterra co-workers, customers,

or visitors.

e DPossession of firearms, explosives, or any type of weapon while on Xanterra property, on Xanterra

business, or while at Xanterra-sponsored events.

Employees should directly dial 911 if they believe there is a serious threat to the safety and health of others. If
you are subjected to any of the behaviors listed in this section or if you witness any potentially violent situations,
immediately report the incident to your supervisor or, if your supervisor is not available, to another manager.
Management should then report the incident to the Risk Management Department and complete an Incident

Report. If an employee is injured in the workplace, a worket’s compensation claim should also be filed.

Although the Company does not expect employees to be skilled at identifying potentially dangerous situations
or persons, employees are expected to exercise good judgment and to inform the HR, Risk, or Security
department if any employee exhibits behavior that could be a sign of a potentially dangerous situation. Such

behavior includes:

=  Discussing weapons or bringing them to the workplace.

= Displaying overt signs of extreme stress, resentment, hostility, or anger.
*  Making threatening remarks.

* Showing sudden or significant deterioration of performance.

* Displaying irrational or inappropriate behavior.
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The Company conducts regular safety and security inspections to evaluate and determine any vulnerabilities to
workplace violence. The Company also has an Active Shooter plan to provide employees with information on

how to respond in an Active Shooter situation.

Threats, threatening conduct, or any other acts of aggression or violence in the workplace will not be tolerated.
Any employee determined to have committed such acts will be subject to corrective action, up to and including

termination.
4.0 TIME OFF AT XANTERRA

4.1 Paid Time Off (PTO)

The Company provides eligible employees with paid time off for rest and relaxation and to minimize the
economic hardship that may result from short-term illness, injury, or other medical and safety needs. Salaried
CRes employees with Full-time, Part-time or Core status are eligible for Paid Time Off (“PTO”). For
information about CRes PTO benefits, please refer to Section 9.10.5 of this Handbook.

4.2 Sick and Vacation Pay

Hourly employees are eligible for separate sick and vacation pay benefits. Seasonal employees may be eligible
for sick pay benefits if they live and work in a state with mandated sick time. For information about the CRes
sick pay benefits, please refer to Section 9.10.4 of this Handbook and for information about vacation pay
benefits, please refer to Section 9.10.3 of this Handbook.

4.3 Holidays

Full-time, Part-time, and Core employees who have been employed for more than thirty (30) days prior to an
approved holiday are eligible for holiday pay. Seasonal and Intermittent employees are not eligible for holiday
pay. Company-approved holidays may vary by location. For information about your location’s holiday policy,
please refer to Section 9.10.2 of this Handbook or contact Human Resources.

Any holidays that fall on Saturdays will be observed on the preceding Fridays and any holidays that fall on
Sundays will be observed on the following Mondays. Holiday pay is paid at the employee’s base rate of pay at
the time of the holiday. Holiday hours are not considered hours worked in the computation of overtime.
Scheduled holidays are not carried over to the following year and are not paid out upon termination.

Part-Time employees (classified as working an average of less than 30 hours per week), will receive Holiday Pay

as follows:

e If you work on the Holiday, you will be paid regular pay for the hours worked or the routinely
scheduled hours, whichever is greater, i.e. you normally work 8 hours on the recognized holiday, if you

work 4 hours, you will receive 4 hours regular pay and 8 hours holiday pay.

e If you are routinely scheduled on the Holiday, but you have the day off (i.e. closed on Thanksgiving
Day), you will be paid Holiday pay equal to the hours routinely scheduled.
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e If you are routinely off on the Holiday, you will receive Holiday Pay equal to an average day, based
upon the hours worked per week, i.e. you routinely work 24 hours per 5-day workweek, 24/5 = 4.8

hours.

4.4 Family and Medical Leave (FMLA Leave)

4.4.1 Eligibility Requirements
The Family and Medical Leave Act (FMLA) provides job-protected, unpaid leave to eligible employees. To be

eligible, the employee must meet all the following conditions:

e The employee must have been employed at least 12 months at the time the leave commences; and

e The employee must have worked at least 1,250 hours during the 12 months immediately preceding the

date of the leave; and

e The employee must work at a worksite where 50 or more employees are employed by the company

within 75 miles of that worksite.

4.4.2 Entitlement to Leave

Xanterra provides eligible employees up to 12 work weeks of unpaid, job-protected leave for certain family and
medical reasons during a 12-month period. Xanterra’s 12-month period is measured forward from the date the
employee’s first leave under this policy begins. FMLA leave may be taken for any one, or combination of, the

following reasons:

e Incapacity due to pregnancy, prenatal medical care or childbirth.
e The birth of the employee’s child and to bond with the newborn child.

e The placement with the employee of a child for adoption or foster care and to bond with the newly
placed child.

e To care for the employee’s immediate family member who has a setious health condition.

e A serious health condition that makes the employee unable to perform the functions of his or her job.
4.4.3 Military Family Leave Entitlements

4.4.3.1 Qualifying Exigency Leave

Eligible employees with a spouse, son, daughter, or parent on active duty or call to active duty may use their
12-week leave entitlement to address certain qualifying exigencies. Qualifying exigencies may include the
following situations: 1) short-notice deployment; 2) military events and related activities; 3) urgent childcare
and school activities; 4) financial and legal arrangements; 5) counseling; 6) rest and recuperation; 7) post-
deployment activities; 8) parental care for the parent of a military member who is incapable of self-care; and
9) any other activities to address other events which arise out of the military member’s active duty or call to
active duty status, provided the employer and employee agree to both the timing and duration of the leave.
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4.4.3.2 Military Caregiver Leave
Eligible employees who are the spouse, son, daughter, parent, or next of kin of a covered service member may
also take up to 26 weeks of leave to care for a covered service member with a serious illness or injury during a

single 12-month period, beginning on the first day the employee takes caregiver leave.

4.4.4 Definitions

Xanterra’s FMLA policy is written with reference to the FMLA and its implementing regulations issued by the
U.S. Department of Labor (DOL). Following are key terms used in this policy as defined by the FMLA and
DOL regulations.

A “covered service member” is either a current member of the Armed Forces, National Guard, or Reserves,
who is undergoing medical treatment, recuperation, or therapy for a serious injury or illness. A “covered
veteran” is a veteran of the Armed Forces, National Guard, or Reserves who was discharged or released under
conditions other than dishonorable at any time during the five-year period prior to the first date the eligible

employee takes FMLA leave to care for the covered veteran.
“Immediate family member” includes an employees’ spouse (opposite or same-sex), child or parent.

“Key employee” means a salaried FMLA-eligible employee who is among the highest paid 10 percent of all
employees employed by the Company within 75 miles of the employee's worksite and keeping the job open for
the employee would result in substantial economic injury to Xanterra. A key employee may be denied
reinstatement provided that Xanterra notifies the employee of its intent to deny reinstatement at the time

economic hardship occurs and the employee elects not to return to work after receiving the notice.

For purposes of military caregiver leave, “next of kin’’ means the nearest blood relative, other than the service
membet’s spouse, parent, son or daughter. Unless the service member has specifically designated in writing
another blood relative as his or her nearest blood relative for purposes of military caregiver leave, next of kin
is determined using the following order: 1) blood relatives who have legal custody of the covered service

member by court decree or statute; 2) brothers and sisters; 3) grandparents; 4) aunts and uncles; 5) first cousins.

“Parent” means a biological, adoptive, step or foster mother or father, or any other individual who s#od in loco

parentis to the employee when the employee was a son or daughter.

A “serious health condition”is an illness, injury, impairment, or physical or mental condition that involves
(1) an overnight stay in a medical care facility; (2) continuing treatment by a health care provider for a condition
that either prevents the employee from performing the functions of the employee’s job, or prevents the
qualified family member from participating in school or other daily activities; (3) any period of incapacity due
to pregnancy or prenatal care; (4) any period of incapacity due to a chronic health condition or long-term

condition requiring treatment.
Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of

more than three (3) consecutive calendar days combined with at least two (2) visits to a health care provider or

one visit and a regimen of continuing treatment.
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A “serious injury or illness” means:

e In the case of a covered service member, one that was incurred in the line of duty on active duty or
that existed before the beginning of the member’s active duty and was aggravated by service in the line
of duty on active duty, and that may render the service member medically unfit to perform his or her
duties for which the service member is undergoing medical treatment, recuperation, or therapy; or is
in outpatient status, or is on the temporary disability retired list.

e In the case of a covered veteran, one that was incurred or aggravated by the member in the line of duty
on active duty in the Armed Forces and manifested itself before or after the member became a veteran
and is:

o A continuation of a serious injury or illness that was incurred or aggravated when the covered
veteran was a member of the Armed Forces and rendered the service member unable to
perform the duties of the services member’s office, grade, rank or rating; or

o A physical or mental condition for which the covered veteran has received a U.S. Department
of Veterans Affairs Service-Related Disability Rating (VASRD of 50 percent or greater based,
in whole or part, on the condition precipitating the need for military caregiver leave; or

o A physical or mental condition that substantially impairs the veteran’s ability to secure or
follow a substantially gainful occupation by reason of a disability or disabilities related to
military service or would do so absent treatment; or

o An injury, including psychological injury, on the basis of which the covered veteran has been
enrolled in the Department of Veterans Affairs Program of Comprehensive Assistance for

Caregivers.

“Son or daughter” means a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person
standing 7 Joco parentis, who is either under age 18, or age 18 or older and incapable of self-care because of a

mental or physical disability at the time that FMLA leave is to commence.

“Son or daughter of a covered service member” means a covered service member’s biological, adopted, or
foster child, stepchild, legal ward, or a child for whom the covered service member stood 7 loco parentis, and

who is of any age.

4.4.5 Use of Leave

e Anemployee may use FMLA leave in a single block of time or when medically necessary, intermittently
or on a reduced leave schedule. If an employee takes leave intermittently or on a reduced work
schedule basis, the employee must make reasonable efforts to schedule the leave so as to minimize
disruption to Xanterra’s operations. Employees should work directly with their supervisors to

determine appropriate times to take leave.

e Employees taking intermittent leave or reduced schedules may be required to transfer to another job

with equivalent pay and benefits that better accommodates that type of leave.

e Leave due to qualifying exigencies may also be taken on an intermittent basis.
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e For the birth, adoption or foster care of a child, intermittent leave shall not be available without the
Company’s consent. Leave that relates to the birth or placement for adoption or foster care of a child

must be completed within 12 months of the birth or placement.

e A husband and wife who are both eligible for FMLLA leave and are both employed by Xanterra are
limited to a combined total of 12 work weeks of leave during a calendar year if the leave taken is (a)
for the birth of the employees’ child; (b) for the placement of a child for adoption or foster care; or (c)
to care for the employees’ parent with a serious health condition. If the employees need leave for any
other FMLA-qualifying reason, each eligible employee is entitled to his or her full leave allotment of
12 work weeks under the FMLA.

4.4.6 Benefits and Protections

During FMLA leave, Xanterra maintains the employee’s health coverage under any group health plan on the
same terms as if the employee had continued to work. Employees must continue to pay their portion of the
insurance premium while on leave. If payment is not made in a timely manner, benefit coverage will be subject
to termination. In some instances, if the employee is able but does not return to work after the expiration of

the leave, the employee will be required to reimburse Xanterra for payment of insurance premiums during leave.

Upon returning from FMLA leave, employees are restored to their original job, or to an equivalent job with
equivalent pay, benefits, and terms and conditions, subject to the rules of the FMLA. Certain highly
compensated employees (key employees) may have limited reinstatement rights. In addition, an employee has
no greater right to reinstatement than if he or she had been continuously employed rather than on leave.

Reinstatement following FMLA leave may be denied under the following circumstances:

If FMLA leave was fraudulently obtained.

If the employee’s position was eliminated or a lay-off occurred during the leave period.

If the employee would have been terminated regardless of the FMLA leave taken.

If the employee is a “key employee” as defined under the FMLA, and reinstatement would result in

substantial and grievous injury to Xanterra operations.

Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the start of an
employee’s leave. As with other types of unpaid leave, an employee on unpaid FMLA leave will not accrue or
earn vacation or sick pay benefits while on leave. Employees are not eligible for holiday pay during any portion
of unpaid FMLA leave. Bereavement or jury duty pay are not granted to employees while on FMLA leave.

4.4.7 Substitution of Paid Leave for Unpaid Leave

Xanterra requires Salaried employees to use up to half their available PTO balance while taking FMLA leave.
Houtrly employees are required to use all available sick pay and half of available vacation pay while taking FMLA.
FMLA leave is without pay after PTO or sick/vacation benefits are exhausted. If an employee is collecting
workers’ compensation or disability payment, PTO or sick/vacation pay may be used to supplement such

payments.
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4.4.8 Employee Responsibilities
Employees must provide 30 days advance notice of the need to take FMLA leave when the need is foreseeable.
When 30 days advance notice is not possible, the employee must provide notice as soon as practicable and

generally must comply with the normal call-in procedures established by the department or site.

Employees must provide sufficient information for Xanterra to determine if the leave may qualify for FMLA
protection and the anticipated timing and duration of the leave. Sufficient information may include that the
employee is unable to perform job functions; the family member is unable to perform daily activities; the need
for hospitalization or continuing treatment by a health care provider; or circumstances supporting the need for
military family leave. Employees also must inform Xanterra if the requested leave is for a reason for which

FMIA leave was previously taken or certified.

To request leave under this policy, employees should submit a completed “Leave of Absence Request” form
to Human Resources. Employees are also required to provide a certification from a health care provider and
periodic recertification supporting the need for leave. Xanterra may require second and third medical opinions
at Xanterra’s expense. Documentation confirming family relationship, adoption or foster care may be required.
If notification and appropriate certification are not provided in a timely manner, approval for leave may be
delayed or denied. Certification forms must be submitted within 15 calendar days of requesting leave. Failure
to submit a completed certification form or continued absence after denial of leave may result in corrective

action up to and including termination.

Employees on leave must contact their manager and Human Resources at least two (2) business days before
their first day of return. Managers must notify Human Resources when an employee returns from leave so the
employee can be placed on active status for purposes of pay and benefits. In addition, employees returning
from leave due to their own serious health condition must provide a Fitness for Duty certificate from their
health care provider certifying the employee’s ability to perform the essential functions of their job before
returning to work. Failure to provide this certificate may delay the employee’s reinstatement. For intermittent
or reduced schedule leave, a Fitness for Duty certificate is not required for each absence. Failure to return to

work at the expiration of leave may result in termination of employment due to job abandonment.

4.4.9 Xanterra Responsibilities

Xanterra’s Human Resources department will inform employees requesting leave whether they are eligible
under FMLA. If they are, the notice will specify any additional information required as well as the employee’s
rights and responsibilities. If they are not eligible, Xanterra’s Human Resources department will provide a

reason for the ineligibility.

Xanterra’s Human Resources department will inform employees if leave will be designated as FMLA-protected
and the amount of leave counted against the employee’s leave entitlement. If Xanterra’s Human Resources
department determines that the leave is not FMLA-protected, Xanterra’s Human Resources department will
notify the employee.

4.4.10 Unlawful Acts

FMLA makes it unlawful for Xanterra to:
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e Interfere with, restrain, or deny the exercise, or the attempt to exercise, of any right provided under
FMLA;

e Discharge or discriminate against any person for having exercised, or attempting to exercise, any
FMLA right, opposing any practice made unlawful by FMLA or for involvement in any proceeding
under or relating to FMLA.

4.5 Personal Leave

4.5.1 Eligibility

Employees may be eligible for up to eight (8) work weeks of unpaid leave within a 12-month calendar period.
Personal leave must be taken in a single block of time. Except in emergencies, personal leave must be approved
by your manager at least two weeks in advance. Personal leave is granted on a case-by-case basis, and only when
the leave would not unduly disrupt Xanterra’s business operations. When determining whether to approve a
personal leave the following factors should be considered: the workload in the department and the impact the
leave will have on the department, the number of other similar open positions; the employee’s length of service,
performance history and corrective action record; and the urgency of the situation prompting the leave request.
If the employee takes the time away from work after the request for personal leave has been denied, termination
of employment may result. If FMLA leave is applicable, it must be used instead of personal leave. Personal
leave may not be combined with FMLA leave. Appropriate documentation will be required to support the

need for a personal leave.

4.5.2 Benefits during Leave

During a personal leave, Xanterra will maintain the employee’s health coverage under any group health plan on
the same terms as if the employee had continued to work. Employees must continue to pay their portion of
any insurance premium while on leave. If payment is not made in a timely manner, benefit coverage will be
subject to termination. If the employee is able but does not return to work after the expiration of the leave,

the employee will be required to reimburse Xanterra for payment of insurance premiums during leave.

Xanterra requires Salaried employees to use up to half their available PT'O balance while taking personal leave.
Hourly employees are required to use all available sick pay and half of available vacation pay while taking
personal leave. Personal leave is without pay after PTO or sick/vacation benefits are exhausted. As with other
types of unpaid leave, PTO or sick/vacation leave will not accrue during the unpaid personal leave. Holiday,

bereavement, or jury duty pay are not granted to employees while on personal leave.

Personal leave is not job-protected leave. Xanterra will attempt to keep the employee’s position open, however,
business needs take priority and there is no guarantee of job reinstatement. In the event an employee’s position
is filled while on personal leave, the employee will be considered for any vacant position for which they are
qualified along with other candidates.

4.5.3 Requesting Personal Leave

All requests for personal leave should be submitted as soon as possible, but no later than two weeks prior to

the beginning of the leave. To request leave under this policy, employees should submit a completed “Leave
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of Absence Request” form to their manager. The manager is responsible for forwarding the request to the

Human Resources. Employees may also be required to provide documentation supporting the need for leave.

4.5.4 Return from Personal Leave

Employees on leave must contact their manager at least two (2) business days before their first day of return.
Managers must notify Human Resources when an employee returns from leave so the employee can be placed
on active status for purposes of pay and benefits. Failure to return to work at the expiration of their leave may

result in termination of employment due to job abandonment.

4.6 Bereavement/Funeral Leave

In the event of a death in an employee’s immediate family, employees may take up to three (3) consecutive
work days off with pay for a death or funeral services occurring within a 300-mile radius of the employee’s
primary work locations. For a death or service occurring outside of a 300-mile radius of the employee’s
primary work location, an employee is provided with bereavement leave of up to five consecutive work days,
provided the employee travels to the place of occurrence. Immediate family members are defined as an
employee’s spouse, parents, stepparents, parents-in-law, children, stepchildren, siblings, brother-in-
law/sistet-in-law, grandparents and grandchildren. If additional time off is needed, ot for funerals of near
relatives or non-family members, employees may submit a request for PTO, vacation, or sick leave or leave

without pay to their supervisor for approval. Xanterra may require verification of the need for leave.

4.7 Jury Duty Leave

Xanterra grants jury duty leave to employees who have been notified to serve in accordance with federal, state
and local laws. Upon receipt of jury duty notice, you should immediately notify your supervisor. During jury
duty, the employee is paid the difference between the daily jury fee and one (1) regularly scheduled shift at the
employee’s regular base pay, up to a maximum of 80 hours. If the jury duty pay is greater than the employees’
regular base pay, no pay from the Company is due. The maximum leave of absence for jury duty is based on
the length of time the employee is required to serve by the judicial body. Proof of jury duty is required.
Employees are expected to report to work during hours or days their presence is not required on the jury panel.

An employee who does not report to work when available will not receive pay for the day.

4.8 Military Leave

A military leave of absence will be granted to employees who are absent from work because of service in the
armed forces, National Guard, or reserves in accordance with the Uniformed Services Employment and
Reemployment Rights Act (USERRA) and applicable state law. “Service” means performing military duty on a
voluntary or involuntary basis, including active duty, duty for training, initial active duty for training, inactive

duty training (such as drills), full-time National Guard duty, and absence for the purpose of a fitness exam.

Except in rare cases of military necessity where advance notice is impossible or unreasonable, employees are
required to notify their immediate supervisor in advance about impending military service. We ask that
employees provide such notice as soon as they have knowledge of upcoming military service. Notice may be
either verbal or written; however, Xanterra requests that upon receipt of written orders, a copy of those orders

be forwarded to the Human Resources department.
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Military leave is unpaid. However, employees may use earned PTO, sick, or vacation pay during the leave.
Continuation of health insurance benefits is available as required by USERRA based on the length of the leave
and subject to the terms, conditions, and limitations of the applicable plans for which the employee is otherwise
eligible. We require employees on military leave for up to 30 days to return to work on the first regularly
scheduled shift after the end of service, allowing reasonable time for travel. Employees on longer military leave

must apply for reinstatement in accordance with USERRA and all applicable state laws.

As required under USERRA and applicable state law, Xanterra will place employees returning from military
leave in the positions they would have attained had they remained continuously employed or in comparable

positions depending on the length of military service.

Employees returning from military service will not be entitled to reinstatement as described above if any of the

following conditions exist:

e The employee fails to reapply for re-employment in a timely manner.
e Xanterra’s circumstances have so changed as to make re-employment impossible or unreasonable.

e The employee was employed in a temporary position prior to his or her military service with no
reasonable expectation that the employment would have continued indefinitely or for a significant

period.

e The employee was discharged from military service for a disqualifying reason, such as a dishonorable

discharge.

For important information regarding your rights to benefits coverage during a military leave, please contact

Human Resources.

4.9 Voting

On days when elections for public office are scheduled throughout the state, county, city, or town in which an
employee works, Xanterra supervisors will adjust schedules as needed to ensure time off to vote in compliance

with state law.

4.10 State Leave of Absence Laws

Employees may be eligible for additional types of leaves of absence to the extent that a state law provides
greater leave rights and benefits than federal law or company policy. For more information on leave laws

specific to your state, please refer to the Addendum at the end of this Handbook.

5.0 PAYROLL AND TIME REPORTING

5.1 Exempt Time Reporting

Exempt employees are paid on a salary basis. This means that exempt employees are paid a predetermined

amount of compensation each pay period on a weekly basis and do not receive overtime pay. Exempt
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employees are required to work the hours that are necessary to perform the duties of their jobs; work in excess

of 40 hours per week may be required.

Xanterra is committed to complying with the salary basis requirements of the Fair Labor Standards Act (FLSA)
and applicable state laws and prohibits improper deductions from the salaries of exempt employees. Under the
FLSA, the following deductions are permissible:

e Personal Absences: Xanterra may deduct for full day absences for personal reasons other than sickness
or disability.

e Absences for illness or injury: Xanterra may deduct for full day absences due to illness or injury if
bona fide sick pay/disability plans atre in place providing compensation for salary lost due to illness or

injury.

e Absences for FMLA leave: Xanterra may deduct for full day absences taken as FMLA leave and partial

day absences for hours taken as intermittent or reduced schedule leave.

e Offsets: Xanterra may offset employees’ pay for amounts received by the employee for jury duty,

witness duty or military pay.

e Infractions of safety rules: Xanterra may deduct for penalties imposed when salaried employees violate

safety rules of major significance.

e Infractions of workplace conduct rules: Xanterra may suspend exempt employees without pay in full
day increments for infractions of written workplace conduct rules. This deduction is meant to cover
only suspensions for “serious workplace misconduct” such as sexual harassment, workplace violence
or drug and alcohol violations. For other types of infractions, exempt employees may only be

suspended without pay in full week increments.

e Tirst or last week of employment: Xanterra may make partial week payments during an employee’s

first or last weeks of employment if the employee does not work the full week.

Xanterra prohibits any deductions from the salaries of exempt employees except those identified above. If you
believe that an improper deduction has been made to your salary, you should immediately report this
information to your direct supervisor or to the Human Resources Department. Reports of improper deductions
will be promptly investigated. 1f it is determined that an improper deduction has been made, Xanterra will
reimburse the employee for the appropriate amount. Xanterra prohibits retaliation against any employee who,
in good faith, reports alleged violations of this policy or who participates in the investigation of such a report.
An employee who retaliates against an individual for reporting alleged violations of this policy will be subject

to corrective action, up to and including immediate termination.

5.2 Non-Exempt Time Reporting

Non-exempt employees are paid on an houtrly basis, and are expected to accurately record all hours worked

(excluding bona fide meal periods) per day on their timesheets or electronic timecards.
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Unless authorized by their supervisors, employees should not work any hours beyond their scheduled shifts.
Employees should not start work early, finish work late, work during a meal break or perform any other extra
hours of work unless (1) they are authorized to do so by their supervisors; and (2) that work time is recorded
on their timesheets. Employees are prohibited from performing any "off-the-clock" work. "Off-the-clock"
work means work employees perform but fail to report on their timesheets. Checking and responding to

company emails, text messages and phone calls during off hours is considered “off-the-clock” work.

Employees who need to work overtime must obtain approval from their supervisors in advance. While an
employee will be paid overtime as required by federal and state law, regardless of whether approval to work
overtime was received, the employee will be counseled and, where appropriate, disciplined for such

unauthorized overtime.

For purposes of calculating overtime, Xanterra’s established “workweek” begins at 12:01 a.m. on Thursday and
ends at 12:00 midnight on Wednesday. Paid time off for holidays, vacation, and sick leave do not count as

hours worked for purposes of calculating overtime.

All non-exempt employees must submit a timesheet in order to receive a paycheck. Each timesheet must
accurately reflect all regular and overtime hours worked, any absences, late arrivals, early departures, unpaid
meal periods, holidays, leave, vacation, and sick leave. Itis unacceptable for any employee to inaccurately report

hours worked on a timesheet, or to alter another employee’s timesheet.

If you believe there are any errors in your pay, including that you have been overpaid or underpaid, that
improper deductions have been taken from your pay or that your pay does not accurately reflect all hours
worked, including overtime, you must report your concerns to Human Resources immediately. The Company

will promptly investigate all reported complaints and, if appropriate, take corrective action.

Xanterra prohibits and will not tolerate retaliation against any employee because that employee filed a good
faith complaint under this policy. Specifically, no one will be denied employment, promotion or any other
benefit of employment or be subjected to any adverse employment action based on that petson's good faith
complaint. In addition, no one will be disciplined, intimidated or otherwise retaliated against because that

person exercised rights under this policy or applicable law.

5.2.1 Recording Travel Time

All non-exempt employees shall record travel time as outlined in this policy and shall be compensated for travel
time in accordance with the federal Fair Labor Standards Act and applicable state law. The following guidelines
are based on federal law. Where state law differs from federal law, the law that provides the greater protection
to the employee will apply.

Home to Work Travel - Time spent traveling between home and work before the regular workday and at the

end of the workday is ordinary commuting time which is not considered work time. Home to work travel is
not compensable, even if you are required to report to work at various job sites, and should not be recorded

as hours worked on your timesheet.
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Site to Site Travel during the Workday - Time spent traveling from job site to job site during the workday is
considered work time and should be recorded as hours worked on your timesheet.

Special One-day Assignment — If an employee who regularly works at a fixed location in one city is given a
special one-day assignment in another city, with no overnight stay required, the time spent traveling is
compensable, except for the time that would normally be spent traveling from home to the regular work site
and meal periods. Travel between your home and the airport or other public transportation terminal is normal
home to work travel and is not counted as hours worked, unless the airport or other public transportation
terminal is further from your home than the usual place of work, in which case you will be compensated for

the difference in time.

Overnight travel - Travel which keeps you away from home overnight is considered work time when it occurs
during your regular working hours. Time spent traveling during regular working hours is considered work
time even if it occurs on a non-working day, such as Saturday or Sunday. Time spent in travel away from
home outside of your regular working hours as a passenger on an airplane, train, boat, bus, or automobile is

not considered work time, unless you are required to perform work while traveling.

5.3 Paydays

Employees are paid biweekly (every other Wednesday), resulting in 26 pay periods per year. If a pay date falls
on a standard Xanterra holiday, pay will be distributed on the holiday or one workday prior to the holiday.

Xanterra encourages all employees to enroll in direct deposit to ensure prompt delivery of your paycheck. This
method ensures that your paycheck is automatically available for immediate use each payday and eliminates the
possibility of delayed mail delivery or misplaced checks. To enroll in direct deposit, please complete a Direct
Deposit Authorization and submit your completed form to the Human Resources department. For those
employees not enrolled in direct deposit, physical paychecks are either distributed at the work location or mailed

to your home address via regular mail delivery.

Employees should review their pay information every pay period to make sure the pay information is correct.
Pay statements are available electronically via XanterraGO, Xanterra’s online Employee Self-Service system. If
an employee believes a mistake has occurred or if the employee has any questions about pay, he or she should

immediately discuss the issue with the Human Resources/Payroll Depattment.

6.0 COMPENSATION AND BENEFITS

Xanterra’s compensation philosophy encompasses the following:

¢ Attract, retain, and motivate a qualified workforce by providing competitive base pay within relevant

markets and available resources.

¢ Emphasize and encourage excellence by rewarding individual and group contributions, including

performance that supports Xanterra’s mission and values.
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Supervisors follow the guidelines outlined by Human Resources when making determinations with respect to
compensation actions. These guidelines cover salary considerations for both new hires and existing employees
who undergo a change in status (due to promotions, transfers, etc.). Compensation decisions are within the

sole discretion of Xanterra.

6.1 Performance Reviews

Xanterra has instituted a Performance Appraisal tool to evaluate employees in a fair, non-discriminatory manner

based on demonstrated job performance, behaviors, and attendance.

Under usual and appropriate circumstances, full-time employees should receive a performance review annually.
Employees may also receive periodic performance feedback via a “How’s It Going” (HIG) form.
If you have not received formal feedback regarding your performance in more than one year, please contact

your Supervisor or the Human Resources Department.

6.2 Benefits Eligibility

Subject to the terms, conditions, and limitations of the applicable plans, all Full-time and Core employees who
work at least 1,560 hours in a 12-month period are eligible to participate in the benefit plans Xanterra offers.
Long-term Seasonal employees are eligible to participate in health care coverage only. Part-time, Seasonal, and
Intermittent employees are eligible to participate in the Minimum Essential Coverage (“MEC”) medical plan
only. Human Resources must receive your enrollment within 30 days from benefit eligibility date. Enrollment

is completed online via the Xanterra Emplovee Benefits Portal.

If you are a salaried employee, your benefits become effective on the first day of the month following your hire
date. If you are hired on the first of the month, your benefits become effective on the first day of the following
month. For example, if you are hired on June 1, your benefits are effective July 1. If you are an houtly employee,
your benefits become effective on the first day of the month following 60 days of employment. Part-time

employees are eligible for pro-rated vacation and holiday pay benefits.
Eligible dependents include:
®  Your legal spouse (including same-sex spouse).

e  Your children up to age 26 (including stepchildren, foster children, legally adopted children and
children placed with you for adoption).

¢ Your dependent children over age 26 who are medically certified as disabled.

If there is any conflict between the description of benefits in this Handbook or the Benefits Guide, and the
plan documents applicable to such benefits, we will apply the terms of the applicable plan document. You

should send any questions regarding benefits and requests for plan documents to Human Resources.

6.3 Employee Assistance Program

The EAP is a confidential counseling program available to all Xanterra employees 24/7/365 to help them
and/or their family members with personal issues that may be affecting their work performance, family
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situations, or other aspects of their lives. For more information on the EAP, please see Human Resources or
contact the EAP directly at 888-293-6948 or visit EAP Online at: https://healthadvocate.com/standard3.

Employees are also eligible for additional wellness resources through WEconnect, a free smartphone app that
offers confidential, judgment-free support for mental health, quality of life, and/or substance misuse concerns.

Please contact Human Resoutces for more information on how to access this resource.

6.4 Workers’ Compensation

As required by state law, workers’ compensation benefits are provided to you in the event you are injured during
the performance of your job duties. You should immediately report any accident, injury, or illness that may be
work-related, no matter how insignificant, to your supervisor. Such reports are necessary to comply with laws,
to ensure you receive prompt treatment for the injury or illness, and to initiate insurance and workers’

compensation benefits procedures.

7.0 LEAVING XANTERRA

7.1 Benefits

Your benefit coverage terminates at midnight on the last day of the month in which your employment
terminates. Information on continuing your benefits through COBRA will be mailed to your home address on

file with Xanterra approximately 2 -3 weeks following your termination date.

7.2 Company Property

Xanterra may provide you with company property for your use in conducting Xanterra business (see Section
3.4). Employees who have been provided with company property must return the property on or before their
last day of employment. If you fail to return company property on your last day of employment, Xanterra may
deduct the value of the property that was not returned from your final paycheck as permitted by federal and
applicable state law. If the value of the unreturned property is greater than the deduction from your final

paycheck, you will be responsible for reimbursing Xanterra for the difference.

7.3 Final Paychecks

Xanterra distributes final paychecks in accordance with the employment laws of the state in which you work.
Final paychecks will be either direct deposited or a physical check mailed to your home address on record with
Human Resources or hand delivered to you on your final day of work. Final checks will include hours reported
on your final timesheet or timecard, as well as any available vacation pay as required by state law. Xanterra will
make deductions for any outstanding pay advances, benefit deductions, and /or premiums, and /or other monies

owed to Xanterra where permitted by state law.

7.4 Resignation

In a voluntary resignation, Xanterra requests that you provide your supervisor with written notice two weeks
in advance of the effective date as a courtesy to the Company. Advance notice is voluntary, and the Company
reserves the right to accept your resignation effective immediately. Employees who voluntarily resign will

receive an email invitation to complete an online exit survey.
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7.5 Eligibility for Rehire

Employees with a satisfactory work record while employed will be considered eligible for rehire. Former
employees who had a less-than-satisfactory work record or were involuntarily terminated may not be considered
eligible for rehire. If an employee is rehired, the employee will be considered a new employee and will not be

eligible for prior service recognition for purposes of seniority or benefits.

8.0 STATE LAW ADDENDUM

8.1 Colorado Family Care Act Leave

Xanterra provides up to 12 weeks of unpaid leave to eligible employees in Colorado to care for their partners
in a civil union or domestic partnership, who have serious health conditions. Generally, leave under the
Colorado Family Care Act is administered consistent with FMLA regulations. Contact Human Resources if

you need family care leave.

8.2 Colorado Domestic Abuse Leave

Employees subject to domestic abuse may be eligible for a leave of absence. Please see Human Resources for

more information.

8.3 Colorado Meal and Rest Periods

Hourly employees are entitled to an uninterrupted and duty-free meal period of at least thirty (30) minutes for
every shift that exceeds five (5) consecutive hours of work. Duty-free meal periods are unpaid. Hourly
employees may also take a paid ten (10) minute rest period for each four (4) hours worked. Rest periods should
be taken in the middle of each four (4) hour work period insofar as practicable.

Employees scheduled to complete a shift in six (6) hours or less will be offered the option of a duty-free meal
period of at least thirty (30) minutes or the option of one paid fifteen (15) minute break and one unpaid fifteen
(15) minute break.

8.4 Colorado Workplace Accommodations for Nursing Mothers Act

A nursing mother will be provided reasonable break time to express breast milk for her nursing child for up to
two (2) years after the child’s birth. The Company will make reasonable efforts to provide a room, other than

a bathroom stall, where an employee can express breast milk in privacy.

8.5 Colorado Preghancy Accommodation Act

Employees and applicants have the right to be free from discriminatory or unfair employment practices because
of pregnancy, a health condition related to pregnancy, or the physical recovery from childbirth. Upon request
from an employee or applicant, the Company will provide reasonable accommodations to perform the essential
functions of the job for health conditions related to pregnancy or the physical recovery fro