EXHIBIT 4



Employee Policy Manual

Equal Employment Opportunity

It is the policy of the Company to provide equal opportunity for all employees and applicants
for employment without regard to race, religion, color, sex, sexual orientation, gender identity,
national origin, age, marital status, covered veteran status, mental or physical disability,
pregnancy, or any other basis prohibited by state or federal law. This policy extends, but is
not limited, to recruitment and employment, promotion, demotion, transfer, layoff,
termination, rate of pay and other forms of compensation, education, and training.

This policy also prohibits employees from harassing any other employee, guest, or other
person in the course of the Company’s business for any reason including, but not limited to,
race, religion, color, sex, sexual orientation, gender identity, national origin, age, marital
status, covered veteran status, mental or physical disability, pregnancy, or any other basis
prohibited by state or federal law. See also the Harassment policy.

The Human Resources Department and all members of Management administer this policy.

1. All personnel decisions must be made without prejudice or discrimination in accordance
with the principles of equal opportunity.

2. Retaliation against an employee who has made a good faith complaint about violation of
this policy, or has cooperated with an investigation of such a complaint, is strictly
prohibited.

3. Disciplinary action, not excluding termination, will be warranted if an employee fails to
adhere to the provisions of this policy.

4. Employees who believe they have been harassed, discriminated, or retaliated against in
violation of this policy should promptly report the facts of the incident and the name of
the person involved to their Human Resources Department. Every report will be
investigated.

5. Alternatively, employees may call the Company Guideline at (800) 699-4870. See also
the Complaints policy, the Harassment policy, and the Standards of Business Conduct
policy.
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Employee Policy Manual

Harassment

It is the policy of the Company to provide a non-discriminatory and harassment-free work
environment.

The Human Resources Department and Management administer this policy.

Employees are prohibited from harassing any employee, guest, or other person in the course
of the Company’s business for any reason including, but not limited to, race, religion, color,
sex, sexual orientation, gender identity, national origin, age, marital status, covered veteran
status, mental or physical disability, pregnancy, or any other basis prohibited by state or
federal law. See also the Equal Employment Opportunity policy.

Sexual harassment is of two types, hostile environment and quid pro quo.

A. Hostile environment sexual harassment includes, but is not limited to, conduct of a
sexual nature, including unwelcome jokes, touching, comments, and the like, which
unreasonably interferes with an employee’s ability to perform his or her job because of
the hostile environment which is created.

B. Quid pro quo sexual harassment includes, but is not limited to, the making of unwanted
sexual advances and/or requests for sexual favors where either submission to such
conduct is made an explicit or implicit term or condition of employment, or an
individual’s submission to or rejection of such conduct is used as the basis for
employment decisions affecting that individual.

Employees who believe they have been harassed should promptly report the facts of the
incident and the name of the person involved to their Human Resources Department.
Alternatively, employees may call the Company Guideline at (800) 699-4870.

Every incident of harassment reported to the Human Resources Department or the Company
Guideline will be investigated in as confidential and expeditious a manner as possible.

Retaliation against an individual who has made a good faith complaint about harassment, or
has cooperated with an investigation of such a complaint, is strictly prohibited.

Disciplinary action, not excluding termination, will be warranted if an employee fails to
adhere to the provisions of this policy.

See also the Equal Employment Opportunity policy, the Corﬁplaints policy, and the Standards
of Business Conduct policy.
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Computer Usage and Security

The Company’s computer systems must be used appropriately and in a secure environment.

1. Ownership of Assets, Email and other Electronically Stored Data, and Licenses of Software

A.

All computer programs or data purchased or licensed by or developed for the Company
are the property of the Company or its licensors. In no event shall any computer
program, data, documentation, listing, source code or object code be sold, licensed,
released or loaned to individuals or entities outside the Company, without the prior
express permission of the Chief Information Officer and an appropriate written
agreement prepared by the Legal Department.

All electronic mail messages and other electronically stored documents and data
pertaining to or embodying Company business, in whatever form and wherever stored,
are the property of the Company. The Company shall have or be allowed access to all
such messages, documents and data, and employees shall preserve and produce them to
the Company upon request.

All purchases, leases or licenses by the Company of computer hardware or software must
be made pursuant to written agreements approved by the Legal Department.

2. Appropriate Use

A.

Q

Company owned, leased, licensed or operated computer systems, including hardware,
software and data must not be used inappropriately. If a Company computer user is
uncertain about whether any particular use is appropriate, he or she should seek a
determination from his or her supervisor or Enterprise IT Information Security.
Software or other copyrighted material licensed from a third party may be used only in
accordance with the license agreement. If anyone using software or licensed material is
uncertain about permitted uses, he or she should seek a determination from the Legal
Department.

. The Company’s computer systems may not be used for unlawful activities, including

copying, distributing or storing copyrighted materials in violation of copyright laws or
license agreements.

. Employees may not use racial epithets, make ethnic slurs, tell jokes, create, send or

retrieve any materials, or engage in other conduct that is inappropriate for the workplace
based on race, sex, religion, sexual orientation, age, disability, national origin, or any
other basis prohibited by state or federal law or that otherwise violates the Company’s
Harassment policy or other policy.

The Company understands that employees will use the Company’s computer systems
from time to time for personal activities. Such personal use should be reasonable and
must not incur additional costs to the Company, create liability for the Company,
interfere with the employee’s work performance or be otherwise excessive.

Internet users must honor posted remote site security and usage policies.

Employees using the Company’s computer systems for online collaboration must comply
at all times with the Company’s Policy for Use of Collaboration Platforms.

This policy has been revised since the January 2004 Employee Policy Manual was published.



3. Confidential Information and Security

A. Any access to any proprietary or confidential Company information by anyone without a
need to know is prohibited.

B. Any disclosure of any proprietary or confidential information, including employee,
customer or vendor information, to anyone without a need to know is prohibited.

C. All employees are required to ensure that the Company’s assets are protected against
improper use, disclosure, theft, compromise or destruction. Employees must:

e Follow all Security Policies and Standards issued by the Information Technology
Department. :

» Not subvert or disable password, virus detection or other security protections.

» Not disclose or share passwords or other security features.

¢ Not attempt unauthorized access to any Company computer system, device, site or
asset.

o Not attempt to access any Company computer system, device, network, site or other
asset from any unauthorized device, location or software.

e Report incidents of any attempted information security breach or security lapse to
management.

e Participate in periodic security awareness training.

D. The use of computer passwords does not constitute any promise of confidentiality to any
employee regarding any communications or material created, accessed or stored through
the use of such passwords.

E. Management, in its sole discretion and without further notice, may access, monitor,
review, disclose and control any aspect of access to or use of Company computer
resources (e.g., equipment, software, systems, networks, data, documentation, or files,
including individual employee computer files, electronic mail, instant messages or
Internet usage).

F. Employees whose employment with the Company has terminated or whose duties no
longer require use of Company computer systems or access to Company data must return
to their supervisor all Company property and equipment used in connection with
Company computer systems. Such items include, without limitation, keys, access
badges, computer equipment, personal digital assistants (PDAs), network equipment,
storage media (tapes, disks, CDs, DVDs, diskettes, USB or flash drives), and
authentication tokens or devices.

4. Use of Systems by Non-Employees

A. Customers, suppliers or other third parties may use the Company computer systems when
appropriate, only if authorized in writing by a director or vice president of the business
unit with which they are associated. Non-employees must be identified as such in the
directory of the electronic mail system.

B. Employees designated as responsible for a contract with a vendor, contractor or
consultant who has access to Company computer hardware, software or data, is
responsible for informing such vendor, contractor or consultant of this policy and for
requiring compliance with this policy, and the employee must notify his or her security
administrator promptly when the non-employee terminates his or her business
relationship with the Company, so that access to the computer systems or software may
be terminated.

This policy has been revised since the January 2004 Employee Policy Manual was published.



5. Violations
A. Violations of this policy, including the making, acquiring or using of unauthorized copies
of software or other copyrighted materials, may result in disciplinary action, not

excluding termination.

B. If employees learn of any violation of this policy, they must notify their department head.

This policy has been revised since the January 2004 Employee Policy Manual was published.
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