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In accordance with the federal Family and Medical Leave Act (FMLA) and corresponding state family and
medical leave laws, the Company provides family and medical leaves of absences to eligible employees.
Although the federal and state laws sometimes have different names, the Company refers to these types
of leaves collectively as “FMLA Leave.” Employees may be eligible for FMLA Leave if they are temporarily
unable to work due to their own or a family member’s serious health condition or due to the birth of a
child, or if they are related to a family member in the Armed Forces.

Eligibility
An employee is eligible if he or she has worked for the Company for at least 12 months, has worked
1,250 hours in the 12 months preceding the need for leave. For the purposes of this policy, employment

with another company that was acquired by the Company or any of its subsidiaries will count toward the
12-month eligibility requirement.

FMLA Leave

In accordance with FMLA, eligible employees are entitled to a combined total of 12 weeks unpaid, job-
protected leave per rolling 12-month period for the following reasons:

e The birth of a child and to care for the newborn child within one year of birth;

e The placement with the employee of a child for adoption or foster care and to care for the newly
placed child within one year of placement;

e To care for the employee’s spouse,! child, or parent who has a serious health condition;

e A serious health condition that makes the employee unable to perform the essential functions of
his or her job;

e Any qualifying exigency arising out of the fact that the employee’s spouse,* child, or parent is a
covered military member on covered active duty? or called to active duty status; or

o Twenty-six weeks of unpaid, job-protected leave to care for a covered service member with a
serious injury or illness? if the eligible employee is the service member’s spouse,! child, parent, or
next of kin (military caregiver FMLA leave).

Spouses who are both employed by the Company are eligible to take a total of 12 weeks each of FMLA
leave to care for a child after birth or placement in their care through adoption or foster arrangements.

State laws may provide employees with leave for additional reasons or for different time periods. In any
case, employees will be eligible for the most generous benefits available under applicable law.

Qualifying Exigencies for Service Member FMLA

! Definition of spouse expressly includes individuals in lawfully recognized same-sex and common law marriages and marriages that
were validly entered into outside of the United States if they could have been entered into in at least one state. Some states laws
extend coverage to domestic partners as well.

2 The definition of covered active duty includes a foreign country deployment requirement.

3 The FMLA definition of “serious injury or illness” for covered service members is distinct from the FMLA definition of “serious health
condition” and includes preexisting conditions aggravated in the line of duty while on active duty.
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Eligible employees whose spouse, child, or parent in the Armed Forces, National Guard, or Reserves is
on covered active duty or who has been called to covered active duty status may use their 12-week leave
entitlement to address certain qualifying exigencies, such as those described below:

Short-notice deployment: Leave is permitted for up to 7 days from the date of notification if the
military member receives 7 days or less notice of a call to active duty;

Military events and related activities;
Certain childcare arrangements;
Financial and legal arrangements;

Activities related to the care of a military member’s parent who is incapable of self-care wherein
those activities arise from the military member’s covered active duty;

Attending counseling;

Rest and Recuperation during deployment: Leave is permitted up to 15 days while the service
member is on temporary rest and recuperation leave;

Attending post-deployment activities; or

Any other event that the employee and employer agree is a qualifying exigency.

Military Caregiver FMLA

Eligible employees can take up to 26 weeks of leave to care for a covered service member during a
single 12-month period. Military caregiver leave is subject to the following provisions:

Leave can be taken continuously, intermittently, or on a reduced schedule.
Employees with more than one covered service member are limited to 26 weeks.

If combining Military Caregiver Leave with other Service Member or Family/Medical leaves, a
combined total of 26 weeks leave is available and only 12 of the 26 weeks may be used for a
FMLA-qualifying reason not related to care for the covered service member.

A current member of the Armed Forces, including a member of the National Guard or Reserves,
who is undergoing medical treatment, recuperation or therapy, is otherwise in outpatient status, or
is otherwise on the temporary disability retired list, for a serious injury or illness incurred or
aggravated in the line of duty while on active duty that may render the individual medically unfit to
perform his/her military duties; or

A veteran 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, and who has a qualifying injury or illness incurred or aggravated in the
line of duty while on active duty that manifested itself before or after the individual became a
veteran.

Leave Request Procedure
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e Employees must provide 30 days’ advance notice of the need to take FMLA leave when the leave
is foreseeable. When 30 days’ notice is not possible, the employee must provide notice as soon
as practicable.

¢ Employees must provide the appropriate documentation and/or physician certification form within
15 calendar days.

e Employees on intermittent leave must follow their normal absence notification procedures in
addition to reporting to the Company’s Leave of Absence Reporting Center at 888-408-7300.

e The 12-week period is calculated on a rolling 12-month period measured backward from the date
the employee first begins covered leave.

e The 26-week period for Military Caregiver FMLA begins on the first day the employee takes leave
and ends 12 months after that date.

e Leave under federal and state law will run concurrently to the extent permitted by law.

o Employees must make reasonable efforts to schedule leave for planned medical treatment so as
not to unduly disrupt the Company’s business operations.

¢ Employees using FMLA for a continuous period due to their own medical condition must provide
a note from their physician releasing the employee to return to work. This should be done 2
weeks in advance of the return to work date so that the Company can properly schedule work for
the employee. Return to work documentation should be submitted to
Benefits@KLDiscovery.com.

Certification forms are available from the Company’s Leave of Absence Reporting Center. At the
Company’s expense, the Company has the right to ask for a second opinion regarding an employee’s
own serious health condition. If required, the Company will select the physician. If the original
certification and the certification from the second physician differ, the Company will require an opinion
from a third physician at the Company’s expense. The third physician will be jointly approved by the
Company and the employee. The third opinion will be considered final.

Absent unusual circumstances, failure to comply with the Company’s notice and certification requirements
may result in a delay or denial of the leave. If an employee fails to return to work upon the leave’s
expiration and has not obtained an extension of the leave, the Company may presume that the employee
does not plan to return to work and has voluntarily terminated his or her employment.

Leave on Intermittent or Reduced Schedule

FMLA leave does not need to be taken in one block. Leave can be taken intermittently or on a reduced
schedule when medically necessary (for the employee’s care of that of a family member). Leave due to
military exigencies may also be taken on an intermittent basis. Requests for intermittent leave to care for
a new child will be reviewed on a case-by-case basis by the Manager and the Company’s Leave of
Absence Reporting Center.

If an employee’s request for intermittent leave is approved, the Company may later require employees to
obtain recertification of their need for leave. For example, the Company may request recertification if it
receives information that casts doubt on an employee's report that an absence qualifies for FMLA Leave.

In accordance with applicable law, the Company may temporarily transfer an employee to an available

alternative position with equivalent pay and benefits if the alternative position would better accommodate
an intermittent or reduced schedule.

Private and Confidential—Internal Use Only 3



KlDisc@very.

Pay and Benefits During Leave
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FMLA Leave may run concurrently with Short Term Disability (STD) and workers’ compensation, as
applicable and in accordance with state laws. Generally, FMLA Leave is unpaid. Employees are required
to exhaust their accrued vacation and sick time during FMLA Leave, if not running concurrently with STD
or workers’ compensation. Parental leave does not have to be exhausted during FMLA and can be
retained per the policy.

Subject to the terms, conditions, and limitations of the applicable plans, the Company will continue to
provide health insurance benefits for the full period of the approved FMLA Leave under the same
conditions as before the FMLA Leave. The employee remains responsible for his/her share of the
premium. Costs associated with missed benefit premiums while an employee is out on a leave, will be
collected once the employee returns to work or withheld from short-term disability payments, if applicable.

Job Restoration

Upon return from FMLA leave, employees will be restored to their original or equivalent position with
equivalent pay, benefits and other employment terms, unless the position has been eliminated or
replaced due to business necessity. Employees will not lose any employment benefit that was earned or
to which the employee was entitled prior to using FMLA leave.

If an employee fails to return to work on the agreed upon return date, the Company will assume that the
employee has resigned.

Other Provisions

This policy is neither exhaustive nor exclusive. The Company is committed to taking all other actions
necessary to ensure equal employment opportunity for persons with disabilities in accordance with all
applicable federal, state, and local laws.

Documents relating to medical certifications, recertification’s or medical histories of employees or
employees' family members will be maintained separately and treated by the Company as confidential
medical records, except that in some legally recognized circumstances, the records (or information in
them) may be disclosed to supervisors and managers, first aid and safety personnel or government
officials.

An employee who fraudulently obtains Family and Medical Leave from the Company is not protected by
FMLA'’s job restoration or maintenance of health benefits provisions. In addition, the Company will take all
available appropriate disciplinary action against such employee due to such fraud.

Nothing in this policy is intended to create a contract, nor is it to be construed to constitute contractual
obligations of any kind or a contract of employment between the Company and any of its employees. The
Company is an employment-at-will company.

A Notice to Employees of Rights under FMLA (WHD Publication 1420) is attached to this policy.
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EMPLOYEE RIGHTS

UNDER THE FAMILY AND MEDICAL LEAVE ACT

THE UNITED STATES DEFARTMENT OF LABOR WAGE AND HOUR DIVISION

LEAVE
ENTITLEMENTS

BENEFITS &
PROTECTIONS

ELIGIBILITY
REQUIREMENTS

REQUESTING
LEAVE

EMPLOYER
RESPOMNSIBILITIES

ENFORCEMENT

Eligible: emplopoes who work for & coversd smployer can take up to 12 weeks of unpaid, job-probected leave in a 12-month period
for the following reasons:

The birth of a chiid or plocement of a child for adoption or foster care;
To bond with a ohild {lesrve must be taken within 1 year of the child"s birth or plocemant);
To care for the employes’s spouse, child, or parent who has o qualifying sericus kealth condition;

& 8 2 & @

Forth A ‘s o gualifying sedous health condiion that makes the emploves unable to pedform the employes's job;
For qualSying sxigencies rokated o the forekgn deployment of & miltary mamber who s the employss’s spouss,
child, or parent.

An eligibls smploves who is o coveresd servicemembsser’'s spouss, child, parent, or nest of kin moy also take up to 26 weelks
of FMLA lsave in a single 12-month perod to care for the servdoemember with o serous injury or liiness.

An employee dosss mot essd o wess beeyve inone blocke. When it s medically necessary or otherwiss permitted, smplovess.
may toks bsave intermittently or on o redocsd schadule.

Employees may chooss, or an smplover miay reguire, use of aconssd pald keave while taldng FMLA beve. If an employes
substitubes scoreed paid leave for FMLA leave, the smiployes maust oomphy with the | i ] al paid leave i

‘Whils emplovess are on FILA leave, smplovers must continus health insuranos coverags as if the emplopses wers not on ke,

Upon return from FMLA leave, micst employsss mest be restored to the same job or one nearly Identical to & with
equivalent pary, bensfits, and other smplovrnent terms and cond ibons.

An ssmyployer may reot interiers with an indbvidual’s FMLS rights or retoliste agninst someons for wsing or trying fo uss FMLA leave,
opposing sy practos made endswiul by the FMLA, or being invobssd in any proossding mnder or related 1o the FMLA.

An omployss who veorks for o coversd employer mast mest thees critena in order to be eligibke for FVILA leove. The employes msst:

= Hoyve worled for the amployer for ot least 12 months;
*  Foyeat beast 1,250 howrs of service in the 12 months before taldng berve;™ and
= Wodiatal jom whene the k has at least 50 emplovees within 75 miles of the employes's worksibe.

% pedial “hours of sendoe” requiremnents apply to aidine flight crew emplovees.

Generaly, amploysss must give 30-days” adwanos notice of the messd for FRLA leave. If it s not possible o gl 30-days’ notios,
on employes misst noty the emplover as soon os possible and, generally, follow the emploper’s usuai procedures

Ernplovess do not haves fo share 8 medical disgnosls, but must provide encegh information to the emplover so i con debemins
H the leave qualifies for FMLA protection. Sufficlent information could Inchsds informing an employer that the employes bs o
will be enable to parform his or her job funotions, that a fomily member cannot perform daily activithes, or thal hospitalization or
pontinuing mesdical trestment is necessary. Employess must indomn the employer H the need for keeves is for o resson fior which
FMLA leave vexs proviously tolen or certified.

Ernpiovers can requires o csrtification or periodio recertification supporting the mesd for leave. I the employer determines that the
portification is incomplebe, it must provide o weitten notice indicating what sdditiorsl infomnation s reguired,

Onos an amplover bacomes ovwsre that an enplopss's mesd for leave is for s reason that may qualify under the FWLA, the
employar must notity the employes If he or she s ligible for FMLA leave and, if eligible, must slso provide o notios of rights and
responsitilities wnder the FMLA. 1§ the amplosss s mot oligible, the employwer miest provide & reasan for ineligibility.

Empiloyars mast notity s employees if leove will be designated as FMLA keyen, and & so, how much leove will bo designated as
FMLA leave.

Ernployees may file a complaint with the U.S. Department of Lok, Wags and Hour Division, or may bring & privabe lowsult
against an empkoper.

The FWILA does mot afisct any federal or stabs law prohibiting disorimination or superssde amy state or looal low or colbsothe
bargairi theatt jpr greaber farmily or medical ke nghts.

For additional information or to filk a complaint:

1-866-4-USWAGE

(1-866-487-9245 TTv: 1-877-883-0827

www.dol.gov/whd ~WHE

115, Dapartmeant of Labaor | Wage and Hour Division

WH142D FEV CLAE

Private and Confidential—Internal Use Only



