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Policy

The cost of absenteeism and lateness is difficult to estimate, no one can calculate the -
cost of the burden this puts on others who have to do the absent person's work. Most people
will be late or sick at one time or another. But when short-term absences become more
frequent, they might signal personal, medical, or job-related problems, |

It is your responsibility to notify your supervisor at least 24 hours prior to your shift of
any anticipated tardiness or absence. Afl tardiness or absences should be reported to the
Emergency Line at 800.236.2276 x2207. You should provide the generai' reason for your
absence, and understand that excessive a'bsenc_es and lateness will lead to disciplinary action.

Below is a breakdown of how infractions will be measured. Any employee who
accumulates more than three points in a 90-day period can result in termination of
employment.

Tardy — Anybody not sighed/ clocked-in by their start time. | 1 Point

Cali Off — Needing to be taken off a shift after schedules are sent
out. It is your responsibility to request any desired time off in 1 Point
advance.

LM Call-Qut ~ Failing to provide Acrobat with 24-hour notice )
PR . .1 Points
hefore missing a shift.

Mo Call Mo Show — Failing to provide Acrobat with any notice
before missing a shift.

3 Points
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Harassment-Free Worlkplace Policy

Unlawsful Harassment

' The Company strives to provide all employges with an environment free of sexual or other unlawiul.
harassment. Harassment against individuals on the basis of pregnancy, childbirth or related medicsl
conditions, race, religious creed, color, gender (including gender identity and gender expression),
hiational origin or ancesiry,” physmai of mental dlsabihty medical condition, genetic information,

‘marital status, registéred domestic partner status, age, sexual orientation or any other classification
protected by applicable local, state or fedéral employment discrimination laws is illegal and a
violation of Company policy. Unlavful harassment of any type wil not be tolerated at Machine Zone,
The Compenys anti-harassmént poiicy appiies to all persons involved in the operation of the
Company and prohibits unlawful harassment by any employee of the Company, including Leaders

‘and employess, as well as any clients, vendors, customers, independent contractors or afty other

person havmg eon’tact wsth Company employees It dlso prohibits unlawful harassment based on

. the perception that anyone has any of those chareeteristloe, ori essomated w;th a pereon Who has

"'?'r_:;o s pereeived as havmg any of those charaoter:stlcs

‘ ‘?Deﬁmtaee ef Hemeement Prohlbtted uniawful haraesment mciudes any conduct thet has the
puipdse or effect of unreasonebiy tnterfermg with an individual's work performance or creatlng an

intimidating, hostile or offensive work environment based on that individual's membership in a
_ profec’ced elass Prohibijt_ed unlewful hereesment incl_udes, but is not limited to, the fo!fowing ,
. ._:_behavgor L T e T SRR

® Verbei eonduct sueh as epltheis derogatory jokes or oomments s!urs or unwanted sexuel
advances, invitation, ot comments;
o Visual displays, which are not an art asset for Machine Zone's games and products, such as
derogatory and/or sexually-oriented posters, photography, cartoons, drawings, or gestures;
o Physical conduct including assault, unwanted touching, intsnfonally blocking normal movement
or mi:erfenng with work because of sex, face, or’any other protected basis;
o Threats:and demands fo subm:t to sexual requeste as a condition of continued emptoyment or
' toavoid some- other loss, and offers’ of employment benefits in return for sexual favors: -
Retaliation for reporting or threatening to report harassment;
Ruds or aggressive managerial conduct directed af one sexmore frequently than the other; and,
Extenswe saxial favorﬁ:lem of favormg empleyees who engage in sexual conduct with a Leader.
Communication Via slectronic media of ; aiy type that includes any harassing eonduet that is
.- prohibited by state and/er federa! iaw or by cempany pohcy

D - @

In perticuiar sexual haressment is deﬁned as any unwelcome sexual advances, requeste for sexual
favors and other verbal or physical conduct of a sexual nature which (1) has been made either
explicity or implicitly a term or condition of an individual's employment (or other contract
relationship), (2) is used as a basis for employment {or other contract) decisions such as promotions
and benefits affecting such individual, or (3) substantially interferes with an individual's work {or
contract) petformance or creates an intimidating, hostile, or offensive working environment.



In addition, conduct bassd on any of the categories listed above, or any other characteristic
protected by law, is not appropriate for the wotkplace and is prohibited, regardless of whsther an
individual makes a clarm of harassment.

Machine Zone will take disciplinary ectlon up to and including the immediate termmatron of any -

-employee who violates this-policy. If you feel that you have been harassed, or that your have
withessed harassment, you should immediately report suich conduct either verbalily or in writing to
your leader, Human Resources or any other management—level employee with whom you fesl
comfortable. It would be best to communicate your complaint in writing, but this is not mandafory.
Your complaint should include detalls of the incident or incidents, names of individuals involved, and
names of any witnesses. All complaints of harassment will be Investigated by Human Resources.
The Company will prompﬂy undertake a thorough and objective mvesttgatron of the harassment
alfegations. o =

If the Company determmee that untawful harassment has occurred, effectwe remedial actron wrll be
taken in accordance with the circumstances involved. Any employee determined by the Company
to be responsible for unlawful harassment will be subject to approptiate disciplinary action, up fo,
and including fermination. The Company will not retaliate against you for filing: a complamt or
participating as a withess in an mvestrgatlon and wilf. not tolerate or permit retaliaion by
: management employees oF co—workers . .

The Company encoureges atl employees to report any mcrdents of harassment mmedrately so that
. _comptamts can be quickly and fairly. resolved; . You should also be aware that the Federal Equal
Employment Opportunity Commission and the California Department of Fair Employment ‘and
Housing investigate and process complaints of prohibited harassrment in employment. . If you think
_you have been harassed of you have been retaliated against for resisting or complaining, you.may

alsofilea complamt with the. appropnate agenoy Please check your tefephone book for the nearest‘

' _ agency

N _Please contact Human Resources rf you have any questlons about thrs po!rcy or the subject ot‘ |
"‘Sexuai oF offier haraesment ' _

: Recetpt acknowiedgement

| have been glven a copy of the !Vlaohme Zone Harassment and Dlscrrmmatron Pohcy Itis my.
responsibility to read and understand the mattérs set forth in this Policy. The Policy statés
Machine Zone’s zero-tolerance stance. regardmg harassment and drscnmmatlon, and I agree to
ablde by, and be accountabie to this Po[rcy _ _ :

_ 1 understand and ackncwledge that the company has the rrght wrthout prlor nctsce to modn‘y,
.-amend or terminate this Policy within the fimits and requirements imposed by law. -Furthermors, |
wilt rely on any promises, staternents or representatlons to the contrary only if they are in writing
and stgned by an authorized member of the company’s executive management

gy Sugnature A S e leerenesenmrmsnemane
Print name: . MQN‘-WC\ W“C\f"z- .



C@N]FBJDIENTMLETY ANI[B AJRB]E’]I‘]RA’]I‘]I@N AGREEMENT

Machine Zone, Inc. (“Machme Zone” or the “Company”) and A: M ,en mdmdual
(“Contractor”) hereby make the following agreement regarding the treatiment of conﬁdenﬁal
information and the resolution of disputes with Machine Zons. Machine Zone and Contractor
recognize that differences may arise between Machine Zone and Contractor during o following
Contractor’s provision of services to the Compariy. In consideration of the mutual promises
herein, and in consideration of Contractor’s continmed opportunity to provide services to
Machine Zone, the parties agree to the following Confidentiality and Arbitration Agreement (the
“Agreement”). Other than as expressly provided in the parties® agreement to arbitrate disputes a5
expressed below, the Agreement does not alter or amend any prior agreements between Machine
Zone and Contractor. Further, the Agreement does not alter or amend any agreements between
Contractor and third parties, nor does it amend ot altér any agreernents between Magchine Zone
and third parties.. “Services” shall refer to any work or séryice performed by Contractor on
‘.;bchalf of or for the benefit of Machine Zone, Whe‘i:her on Machine Zone’s premises or elsewhere,

1 C@mﬁdemaﬂ ]Imf@rmmtmn B

S -1 1 Deﬁmtmn Contra,ctor acknowledgcs that it wilt bave accegs fo information that
S 1 treated as conﬁdenﬁal and propnetary by Maching Zore, including without 1mntauon,
- trade Secrets; tachnology, and information relaﬁng to Machine Zone’s business operations
S and sixategles, customers, pncmg, marketmg, ﬁnances, soutcing, personmel, its affiliates or
- suppliers, in each case whether spoker, printed, életironic or in any other form or medium
(c:olleci:welyg “Confidential Information”). Any Confidéntial Information that Contractor
T in-connection with the Serviess shall be subjectto the terms and conditions of this -
R Si%""'"'on and any alppImable"Non-Dlsclosure Agreemen‘é {“NDA”) execited by the Partiés.
. Con r agrees‘to (a) hold the Confidential Information in confidence, (b) sict disclose the
o ¢ all tion to any thlrd party, and {c) riot uge anty Confidential Information for
_agy. purpose'e eptfor the PUrpose of performing the Services. Contractor agrees to treat afl
 ofthe Confidential Tnformation with at least thie same degree of care that it uses to protect its
" owh conﬁdenual and propnetary mformaﬁen butno lessthan a reasnnable degree of care
" undet'the czmumstances Contractor may d1sclose the Conﬁdennal Fnformation to
Contrattor’s persozmel with a bona fide need to know it in order to perform the Services, but
only fo Coritractor’s personnel who ha.ve mgned a nondlsclosure agreement at least as
protectlve of M hme Zone’s rights as those terms and conditions applicable to Contractor
ynder this Agreement prowded that it is understood that, barring 2 separate written
agreement acedss to Mackine. Zone 8 Conﬁdentlal Taformation will not restrict Contractor’s
assxg;nment f any employees or contractors of restrict in any way Machine Zone’s business
. plans.” Conttactor will not make any copies of the Confidential Information except as
o necessary for Conbractor’s  personnel with a need to know as described in this Agreement,
- Any'copies which are made will be identified as belorlgmg to Machine Zone and marked

' “conﬁdenﬁal” of Wlﬂl a smlar Iegeni

1.2 Exclusmns Confidential Inforn:latlon shall not include mformaﬁon that;

(a)is 1NOW, OF hereafter becomes, through no act or failure to act on the partof
Contractor, generally known or available to the public;
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(b) is rightfully acquired by Contractor before receiving the information from
Machine Zone and without restriction as to use or disclosure;

{c) is hereafter rightfully furnished to Contractor by a third pax“y, without restriction
as to use or disclosure;

' (d} is mdependenﬂy developed by Contractor without reference to Machine Zone’s
Confidential Informatxon or

(e) is generaﬂy made avaﬂable to third pames by Machine Zone without restnctlon
on dzsclosure

A disclosure by Coniractor in response to either a valid ordér by a court or other governmental -
~ body, ot as otherwxse requited by law, will not be cons1dered to be a breach of this Agreement;
provided that Confractor provides Machine Zoue with & prorupt prior written niotice of the
“intended disclosure sufficient to enable Machine Zone to seek & protective order or otherwise
prevent such disclosure, and provided further that Confractor provides all cooperation to
Machine Zone at Machine Zone’s request and expense fo ptevent such disclosute. Contractor
_ackncwledges recexpt of the, followmg notice required pursuant to 18 U.S.C § 1833(b)(1): “An
 shall not be held criminally or civilly liable under any Federal or State trade secret law
dlsclosure of 2 trade secret that (A) is made (i) in confidence to a Federal, Stats, or local
_ government official, either directly or- indirectly, or to an attorney; and (if) solely for the purpose

of reportlng or mvestiganng a suspected violation of law; or (B) is made in a complaint or other
ﬁ_ied 111 a, lawsmt or other proceeding, if such filing is made under seal ?

anmaﬁ Cﬂass Am@mi Wawer Contractor a:ad Machme Zone hersby agree o

; : greemeni: of the Servmes prowded to or 011 behalf of Machme Zone mcludmg, but
 by'no means limited to, claims of breach of contract (express or mplied), breach of the
. covenant of good faith and fair dealing, fraud, tort claims of any kind, claims based upon
B any de'ral state or Tocal ordinance, statute or regulauon, and claims for compensation of
. any kind (the “Arbltrable Claxms”) “Arbitration shall be final and binding upon the
© parties. Arbitration shall be the exclusive method by which to resolve all Arbitrable
. Claims, i apcordiance with the arbitration provisions set forth in California Code of Civil
Procedure SBG‘{ZIOILS 1280 through 1294.2, and pussuant to California Jaw. Further, to the
fullest extent permitted by law, the. parties agree thatno olass or representative aotions
- can be asserted in arbitration or otherwise. All claims, whether in arbitration or
. otherw:tse, must be brought golely in Contractor § or the Company’s mdmdual capamty,
"andmotasa plamnff or class member in any purperted class or collective proceedmg
- THE, PARTIES HEREBY WAIVE ANY RIGHTS THEY MAY HAVE TO TRIAL BY
“JURY IN REGARD TO ARBITRABLE CLAIMS. THE PARTIRS FURTHER WAIVE
ANY RIGHTS THEY MAY HAVE TO PURSUE OR PARTICIPATE IN A CLASS OR
COLLECTIVE ACTION PERTAINING TO ANY CLAIMS BETWEEN _
CONTRACTOR AND THE COMPANY. The parties agree that a neutral arbitrator
from the Judicial Arbitration and Mediation Services, Inc. (“JAMS”) will administer any
such arbitration(s) in accordance with applicable JAMS arbitration rules, which are
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available at htip:/fwww jamsadr. corn/rules-comgrehensw@arbitration/ All arbitration

hearings shall be conducted in Santa Clara County, California. The arbitrafor shall issue _

2225 E. Baysﬁore Drive, Suite 200

Date

a written decision with the essential findings and conclusions on which the decision s
based. If, for any reason, any part or portion of this arbitration clause is held to be invalid
or unenforceable, all other valid parts and portions shall be severable in natu,re, and
remain fully enforceable.

IN WITNESS WHERBOF, the parties have signed this Agreement as of the Effective Dat.

MACHINE ZONE, INC.  CONTRACTOR
- By
Y Nei._fne
= chtorla, Valenzuela L "Federal Tax LD. Number:
_'Gene;ai Coun_sel o o : Address '
Date:-, 3
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