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Percentage of reduction
in fossil energy use thanks
to the use of ethanol as a
motor fuel.
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Revitalizing rural communities.
Keeping energy dollars in the U.S.
Increasing our energy security.
Improving our environment.

Work that
matters.
That’s what we show up for every day. Whether it’s
harvesting crops in the field or crunching numbers in the
office, the work all US BioEnergy employees do day in
and day out is making a difference.

Welcome to US BioEnergy.
Together we’re creating a whole new value. For our nation
today. For future generations tomorrow.
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Our children, our nation, our environment – the future
depends on a renewal of American independence and a
return to the self-reliance that made this country great.
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The US BioEnergy Story
US BioEnergy works to produce clean, alternative energy
from abundant and renewable resources: a homegrown
and sustainable solution, made possible by the innovative
ideas of a company determined to work in harmony with
nature and humankind.
Our plans detail a new era of energy, economic and
environmental vitality through innovative, efficient
renewable fuels production, marketing, and relationships.
Our intent is to create value and opportunity for our
shareholders, employees and communities.
We’re bringing that value and opportunity to market
through mutually respectful relationships. Our partnerships
include veteran industry players who bring financial, logistic,
and infrastructure support.
US BioEnergy is headquartered in the Heartland in St Paul,
Minnesota; with plants throughout the Midwest.
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Our Vision
US BioEnergy is a global leader in the production of biofuels.

Our Mission
US BioEnergy reduces America’s dependence on foreign oil
through the production of clean, renewable biofuels. Our work
brings economic prosperity to the communities where we do
business and beyond.
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Our Values
Work as a team – We build success through teamwork.
Act with integrity – We believe in being honest,
straightforward, respectful and accountable.
Be family-minded – We strive to create a work environment
where employees feel valued and supported both at work
and at home.
Make a difference – We are committed to the communities
where we do business through our civic involvement,
charitable giving and volunteerism.
Enjoy what we do – We enjoy the rewarding and worthwhile
work that we do.
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Introduction

Welcome to US BioEnergy!

We’re thrilled to have you on our team. Our achievements and
future success are dependent upon the dedicated efforts and
innovations of everyone at US BioEnergy. With the help of our
passionate, talented and committed employees, we’ll continue to
realize our growth and success – while doing work that matters.
This guidebook was created to give you a general description of our
policies and programs. Please take the time to get familiar with its
contents as soon as possible. It really is a valuable resource and will
answer many questions about your employment. If you need more
information, talk to your manager or the folks in Human Resources.
We know you’ll take pride in being a member of US BioEnergy’s
team. Together we’re making a difference.
Sincerely,

Gordon Ommen
Chief Executive Officer
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The Official Guidebook for
Work That Matters
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Introduction
Your guidebook has been prepared by US BioEnergy Corporation to provide you with
general information about some of the policies and programs that affect your employment.
It’s not intended to be a legal statement of benefits, nor a comprehensive explanation
of our personnel policies and practices. Its sole function is to give employees a general
understanding of how the company views the employment relationship and approaches
employment issues.
The policies and programs outlined in this guidebook are those in effect now. It’s likely the
policies, the employment-related benefits and programs of US BioEnergy will change from
time to time. So although we’ll periodically update this guidebook to keep you informed
of changes, we may implement changes immediately, without advance notice. The vice
president of Human Resources is authorized to revise, delete or otherwise change policies
and to make the final determination in interpreting or applying policies.
While we can’t anticipate every question that might arise in the course of employment, your
guidebook provides information about topics most often of interest to employees.
If you have a question or concern that is not addressed in the guidebook, please direct your
questions to your manager or to our Human Resources department.
Please understand: nothing in this guidebook, nor any other written or verbal
communication, should be construed as creating a contract for employment or a warranty
of benefits for any particular period of time, nor does this guidebook change the “at will”
employment relationship between US BioEnergy and any of its employees. You have
the right to terminate the employment relationship with US BioEnergy at any time, with
or without notice, for any reason. The company has the same right to terminate the
employment relationship at any time, with or without notice, for any reason not prohibited
by law. The company retains sole discretion to add, delete, or change anything contained in
this guidebook, except employment-at-will.
This guidebook supersedes and replaces any and all inconsistent policies and related
materials made available to the employees of US BioEnergy Corporation.
We do hope you find your guidebook to be one of many useful tools in making the most
of your own work that matters at US BioEnergy.
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160,231
Number of jobs the ethanol industry
helped to create in all sectors of the
U.S. economy in 2006.

16

Source: www.ethanolrfa.org/resource/facts/economy/

Fair Employement

Fair Employment
Nature of Employment – Employment at Will
To give you and US BioEnergy employment flexibility, the length of your employment at US BioEnergy is for no specified
period of time and employment may be terminated by the company or by you at any time for any reason.
Equal Employment Opportunity
US BioEnergy is an equal opportunity employer. Accordingly, any recruitment, selection, promotion, transfer, discipline,
compensation, training and other personnel actions involving persons in all job titles shall occur without regard to race,
color, creed, religion, national origin, sex, veteran/military status, disability, age, marital status, status in regard to public
assistance, membership or activity in a local commission, sexual orientation, or any other characteristic protected by law.
No individual will be denied nor receive special employment opportunities based on membership status in any protected
category. Every employee of US BioEnergy is expected to support this equal opportunity and non-discrimination
commitment by conducting him/herself in a manner that’s consistent with the intent and spirit of this policy.
Any individual who believes he or she has experienced or observed behavior contrary to this policy is expected to
report that information to their manager, Human Resources or the CEO. All such reports of action contrary to this policy
will be taken seriously and investigated promptly. Individuals found to have violated US BioEnergy’s equal employment
opportunity policy will be subject to corrective action, up to and including termination of employment. No individual shall
be retaliated against for making a good faith report of behavior contrary to this policy.
Harassment & Offensive Behavior
US BioEnergy is committed to providing a workplace that’s free of discrimination, illegal harassment and offensive behavior.
All employees are expected to treat their customers, co-workers, subordinates and managers with respect at all times.
In accordance with this commitment, US BioEnergy prohibits harassment of one employee by another employee,
manager, or a third party for any reason including, but not limited to: race, color, creed, religion, national origin, sex,
veteran/military status, disability, age, marital status, status in regard to public assistance, membership or activity in a local
human rights commission, sexual orientation, or any other characteristic protected by law.
This policy applies to employees, applicants for employment, and temporary or contract workers, whether or not
employed directly by the company or employed by a third party and working at the company’s facilities, as well as
company officers, board of directors, customers, suppliers, vendors, visitors or any other person associated with
US BioEnergy.
Harassment includes, but isn’t limited to: offensive, abusive, or degrading comments or other verbal behavior, slurs,
epithets, threats, derogatory comments, unwelcome jokes and teasing as well as written or pictorial materials. It also
includes behavior that is personally offensive, impairs morale, and interferes with work effectiveness.
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Sexual harassment is a violation of federal and state laws. It’s a violation of this policy for an employee or any other person
associated with US BioEnergy to sexually harass any employee or any other person affiliated with the company. It includes
unwelcome sexual behavior by either males or females toward either males or females.
Sexual harassment includes unwelcome sexual advances, requests for sexual favors, sexually motivated physical contact,
verbal or physical conduct or communication where:
• submission to the conduct or communication is made, either explicitly or implicitly,
a term or condition of employment
• submission to or rejection of the conduct or communication by an individual is used as a factor in decisions
impacting that individual’s employment
• the conduct or communication has the purpose or effect of substantially interfering with an individual’s employment
or
• creates a hostile, intimidating or offensive work environment
Examples of behavior that could be sexual harassment include, but are not limited to:
• deliberate or careless creation of an atmosphere of sexual harassment or intimidation
• sexual flirtations, advances or propositions
• verbal abuse of a sexual nature
• subtle pressure or requests for sexual favors
• unnecessary touching or physical closeness
• graphic or suggestive comments about an individual’s dress, body or sexual activities
• using sexually degrading words to describe an individual
• displaying or sending sexually suggestive objects (including pornography of any type), pictures or
offensive jokes in any way including electronically, interoffice mail, or otherwise
• physical assault
No individual will be denied nor receive special employment opportunities based on going along with or rejecting sexual
advances or other conduct of a sexual nature contrary to this policy.
If you believe you’ve experienced or observed hostile or offensive behavior contrary to this policy, you should feel free
to object to the behavior. You’re also expected to report the displayed behavior to your manager, Human Resources or
the employee hotline at 1-800-852-8183. Any manager who becomes aware of reports of harassment must immediately
advise Human Resources or their department head so it can be investigated in a timely and confidential manner.
All such reports of action contrary to this policy will be taken seriously and investigated promptly and in as confidential
a manner as possible. Individuals found to have violated US BioEnergy’s harassment & offensive behavior policy will be
subject to corrective action, up to and including termination of employment. No individual shall be retaliated against for
making a good faith report of behavior contrary to this policy.
Every employee of US BioEnergy is to support this commitment to a workplace free from harassment and offensive
behavior by conducting him/herself in a manner that is consistent with the intent and spirit of this policy.
Americans with Disabilities Act
US BioEnergy is committed to complying with the Americans with Disabilities Act (ADA) and providing equal employment
opportunities to otherwise qualified individuals with disabilities. US BioEnergy will not discriminate against any qualified
employee or job applicant with respect to any terms, privileges, or conditions of employment because of a person’s
physical or mental disability. US BioEnergy will make reasonable accommodation for all employees or applicants with
disabilities, provided that the individual is otherwise qualified to safely perform the duties and assignments connected with
the job, and provided that any accommodations made do not cause undue hardship. In general, it is each employee’s
and applicant’s responsibility to notify Human Resources of the need for an accommodation. Upon doing so, Human
Resources may ask for the individual’s input, the type of accommodation believed to be necessary, or the functional
limitations caused by the disability. US BioEnergy may request additional documentation of functional limitations to
support the request for an accommodation.
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Each employee must adhere to the following universal precautions:
• Wash hands before and after contact with infectious material and immediately if hands become contaminated with
blood or other infectious material.
• Wear gloves whenever there is a possibility of contact with infectious material. Hands should be washed with an
abrasive soap and running water each time you remove your gloves.
• Wear mask, face shield and/or eye protection whenever there is a possibility of splashing or splattering of infectious material.
• Wear gowns, overalls and other protective clothing if soiling of exposed skin or clothes is likely.
• Use specially marked bags for the disposal of contaminated first aid materials (i.e. all towels, gauze pads, etc.).
• Clean up spills of blood or infectious material in accordance with our written exposure control plan.
• Clean up visible organic material from contaminated, reusable equipment, place it in an impervious container and
return it to a designed place for decontamination and reprocessing.
This policy is not all inclusive and is not intended to take the place of a written exposure control plan. Additional information
and a complete copy of our plan may be obtained from your manager or EH&S manager.

Safety

Thank you for taking the time to get familiar with our Employee
Guidebook. We hope it provides you with ongoing information
and inspiration for your work that matters at US BioEnergy!
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www.usbioenergy.net

US BioEnergy Corporation

5500 Cenex Drive, Mail Station 175

Saint Paul, MN 55077

651-355-8300

