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Workplace Safety



It is the policy of Goodwind Development Corporation to maintain a drug- and alcohol-free
work environment that is safe and productive for employees and others having business with the
company.

The unlawful use, possession, purchase, sale, or distribution of or being under the influence of any
illegal drug or controlled substance (including medical marijuana) while on company or client
premises or while performing services for the company is strictly prohibited. Goodwind
Development Corporation also prohibits reporting to work or performing services under the
influence of alcohol or consuming alcohol while on duty or during work hours. In addition,
Goodwind Development Corporation prohibits off-premises abuse of alcohol and controlled
substances (including medical marijuana), as well as the possession, use, or sale of illegal drugs,
when these activities adversely affect job performance, job safety, or the company’s reputation in
the community.

To ensure compliance with this policy, substance abuse screening may be conducted in the
following situations:

Preemployment: as required by the company for all prospective employees who receive a
conditional offer of employment

For cause: upon reasonable suspicion that the employee is under the influence of alcohol or
drugs that could affect or have adversely affected the employee’s job performance

Random: as authorized or required by federal or Guam law

Compliance with this policy is a condition of employment. Employees who test positive or who
refuse to submit to substance abuse screening will be subject to termination. Notwithstanding any
provision herein, this policy will be enforced at all times in accordance with applicable federal and
Guam law.

Any employee violating this policy is subject to discipline, up to and including termination, for the
first offense.

Drug Free and Alcohol Free
Work Place



Smoking is not allowed in company buildings or work areas at any time. “Smoking” includes the
use of any tobacco products (including chewing tobacco), electronic smoking devices, and e-
cigarettes. Smoking is only permitted during break times in designated outdoor areas. Employees
using these areas are expected to dispose of any smoking debris safely and properly.

Smoke Free Work Place



Goodwind Development Corporation is committed to providing a safe, violence-free workplace
for our employees. Due to this commitment, we discourage employees from engaging in any
physical confrontation with a violent or potentially violent individual or from behaving in a
threatening or violent manner. Threats, threatening language, or any other acts of aggression or
violence made toward or by any employee will not be tolerated. A threat may include any verbal or
physical harassment or abuse; attempts to intimidate others; menacing gestures; stalking; or any
other hostile, aggressive, and/or destructive actions taken for the purposes of intimidation. This
policy covers any violent or potentially violent behavior that occurs in the workplace or at
company-sponsored functions.

All Goodwind Development Corporation employees bear the responsibility of keeping our work
environment free from violence or potential violence. Any employee who witnesses or is the
recipient of violent behavior should promptly inform their supervisor, manager, or HR department.
All threats will be promptly investigated. No employee will be subject to retaliation, intimidation, or
discipline as a result of reporting a threat in good faith under this guideline. Any individual
engaging in violence against the company, its employees, or its property will be prosecuted to the
full extent of the law. All acts will be investigated, and the appropriate action
will be taken. Any such act or threatening behavior may result in disciplinary action up to and
including termination.

Goodwind Development Corporation prohibits the possession of weapons on all of its
properties at all times, including our parking lots or company vehicles. Additionally, while on duty,
employees may not carry a weapon of any type. Weapons include, but are not limited to,
handguns, rifles, automatic weapons, knives that can be used as weapons (excluding pocketknives,
utility knives, and other instruments that are used to open packages or cut string and for other
miscellaneous tasks), martial arts paraphernalia, stun guns, and tear gas. Any employee violating
this policy is subject to discipline up to and including dismissal for the first offense.

The company reserves the right to inspect all belongings of employees on its premises, including
packages, briefcases, purses and handbags, gym bags, and personal vehicles on company
property. In addition, Goodwind Development Corporation may inspect the contents of lockers,
storage areas, file cabinets, desks, and workstations at any time and may remove all company
property and other items that are in violation of company rules and policies.

Work Violence Prevention



Protecting the safety of our employees and visitors is the most important aspect of running our
business. All employees have the opportunity and responsibility to contribute to a safe work
environment by using common sense rules and safe practices and by notifying management when
any health or safety issues are present. All employees are encouraged to partner with
management to ensure maximum safety for all.

In the event of an emergency, notify the appropriate emergency personnel by dialing 911 to
activate the medical emergency services and law enforcement.

Any workplace injury, accident, or illness must be reported to the employee's supervisor as soon as
possible, regardless of the severity of the injury or accident.

Commitment to Safety



Goodwind Development Corporation will always make every attempt to be open for business.
In situations in which some employees are concerned about their safety, management may advise
supervisors to notify their departments that the office is not officially closed, but employees may
choose to leave the office if they feel uncomfortable.

If the office is officially closed during the course of the day to permit employees to leave early,
nonexempt employees who are working on-site as of the time of the closing will be paid for a full
day. If you leave earlier than the official closing time, you will be paid only for actual hours worked,
or you can take PTO time. Exempt employees will be paid for a normal full day but are expected to
complete their work at another time.

Emergency Closing



In order to maintain security and safety for our employees, Goodwind Development
Corporation has the following policy with respect to visitors:

All visitors must check in with the receptionist, must wear a visitor's badge, and must be escorted
by an employee.

This policy applies to anyone who is not an active employee, including employees on leave, former
employees, vendors, and suppliers.

Generally, friends and family members are not permitted to visit employees at the workplace.

When employees have any doubt whether a person can visit, they should contact the HR
department.

Visitors


