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The cost of absenteeism and lateness is difficult to estimate, no ohe 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, '

Policy

It is your responsibility to notify your supervisor at least 24 hours prior to your shift of
any anticipated tardiness or absence. All tardiness or absences should be reported to the
Emergency Line at 800.236.2276 %2207. You should provide the general reason for your
absence, and understand that excessive absences 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 signed/ clocked-in by their start time. | 1 Point

Call Off — Needing te 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-Out — Failing ta provide Acrebat with 24-hour notice

before missing a shift. 1 Points

No Call No Show — Failing to provide Acrobat with any notice
before missing a shift.

3 Points
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For all mew contractors, please mmp]lete ithe tollowing information. If you
have any questions please reach owut to @mh@ardmg team at
onboardingtemps@mz.com,
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Harassment-Free Wonl{pllace Policy

Untawful Hat’aeement

The Company strives to provide all employees Wlth an enwronment free of sexual or other unlawful.
harassment. Harassment against individuals on the basis of pregnancy, childbirth or relatad madical
conditions, race, religious creed, color, gender {including gender identity and gender expression),

* nafional orlgin or ancestry, phyelcal or mental dlsab;hty medical ‘condition, genetic’ information,
* ‘marital status; registéred domestic partner status, age, sexual orientation or-any other classification

'protected by appllcable local; state or federal employment discrimination laws Is legal and a

violation of Company policy. Unlawful harassment of any type wil not be'tolerated at Machine Zone.
The Companys anti-harassment ‘policy- applies to all' persons involved in the operation of the
Company and prohibits uniawful harassment by any. smployee of the Company, inclirding Leaders
and employees, as well as any clients, vendore customers, independent confractors or any other

. person’having contact viith Company employees It also prohlblts unfawful harassment-based on
othe perceptlon that anyone hag any of those. charactenst[cs ofis assoc:ated Wlth a pereon who has
. }-or Is percewed as ha\nng any of those charactenst[cs '

' ‘_:"Dettmntlon olt Haxraeementc Prohlbn‘.ed unlawful harassment includes any conctuct that has the
purpose or effect of urreasonably inteifering with an individual's work performance or creatmg an

, L,,behaVIor

:ntlmlctatmg, hostile or offensive work environment based on that individual's membership in a
protected class _ Prohnb;ted unlawful harassment JIncludes, but is not limited to, tne fotlowsng A

o Verbal conduct euch as eplthete derogatory jokes or comments slurs or unwanter:l sexual

advances, invitation, or comnents;

o Visual displays, wiich aré not an art asset for Machine Zone's games and products, such as

derogatory and/or sexually-oriented postérs, photography, cartoons, drawings, or gestures;

o Physical conduct including assault, unwanted touching, intenfionally blocking normal movement

oar mterfenng Wlth work becalse of sex, race, or any other protected basis;

e Threate and demands to submtt to'sexual requests as a coadition of continued employment or
to avou:t some- other loss, ‘angd offers of employment benefits in return for sexual favors
Retaliation for reporting or threatening to report harassmert;

Rude or aggressive managerial conduct directed at-one sexmore frequently than the other; and,

Extensivesexdal favontiem of favonng employees who engage in sexual conduct with a Leader.
' ,Communlcatton via® alectionic: media of any type that includes any harassing conduct that is
. prohibited py etate and/or federal 1aw or by company policy.

e 0 -6 6

In parttcular sexyal haraesment 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
explicily or implicitly 2 term or condition of an individual's employment (or other confract
relafionship), {2) is used as a basis for employment (or other contract) decisions sugh as promotions
and benefits affecting such individual, or (3) substantially interferes with an individual's work (or
contract) performance or creates an intimidating, hostile, or ofiensive working environment,



In addition, conduct based on any of the categories listed above, or any other characteristic
protected by law, is not appropriate for the workplace and is prohibited, regardless of whether an
individual makes a c!arm of harassment,

Machine Zone will ’rake disciplinary action up ’ro and including the immediate termmat[on of any
employee who violates fhis policy. If you feel that you have been harassed, of that you have
witnessed harassment, you should immediately report stich conduct efther verbally or In writing o
your leader, Human Resources or any other management—level employee with whom you feel
comfortable. It would be best to communicate your compiaint in writing, but this is not mandatory.
Your complaint should include details of the incident or incidents, names of individuals involved, and
names of any witnesses. All complaints of harassment will bs investigated by Human Resources.
The Company will promp‘tly undertake a ihorough and objective [nvestrgatron of the harassment
allegal:rons _ .

if the Company de‘termmes that un!awful harassment has eccurred effectrve remedial acl:ron will be
iaken in accordance with the errcumstances innvolved. Any employee datermined by the. Company
to be responsible for unlawful hatassment will be subject fo approptiate disciplinary action, up fo,
‘and including termination. The Compeny will not retaliate against you for filing-a complaint or
participating as & witness in an rnvesttgatren and will .not tolerate or permrt retalratron by
managemenf employees or co—workers .

The Company encourages all employees te report eny incidents of harassment mmedrate y so that
cemplamts can be quickly and fairly resolved. You shouid also be aware that the Federal Ecual
Employment Qpportunity Comm:ssron and the California Depatment of Fair Empleyment and
Houslng Investigate and process complaints of prohibited hatassment 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 agency. Please check your telephone loeek for the nearest'

agency : : , : .

' Please contact Human Resources lf you have any questzons about thrs polrcy or the subject of - o
' """’"‘_"j_"’sexual or other haressment o

| Recelpt acknowledgement

E have been given g copy of the i\/laehlne Zohe Harassment and Dtscrlmmatton Pohcy ltis my
responsibility to read and understand the mattérs set forth in this Policy. The Policy statés
Machiné Zone's zero-tolerance stance regardmg herassment and drscr[mmatson and I agree fo
ab;de by, and be ac:coun‘table to i‘hts F’olrcy :

_ | l understend and acknowledge that the eempany has the rrght wrthou’t prior notrce 'to medn‘y

~ _-amend or terminate this Policy within the limits and requirements imposed by law, - Furthermore, |

- will rely on'any promises, statements or representations to the contrary onlyif they are in writing
and srgned by an authotized member of the company’s exacutive management

: '751gnature '
| Print name: . EWG& ES@\\(\OZGJ
Date: Z’H.“(l% ........



CONFIDENTIALITY AND ARBITRATION AGREEMENT

Machine Zone, Inc. (“Machine Zone” or the “Company”) and l ; E , an individual
{“Contractor”) hereby make the following agreement regarding the treatment of confidential
information and the resolution of disputes with Machine Zons. Machine Zone and Contractor
recognize that differences may arise between Machine Zone and Contractor during or following
Contractor’s provision of services to the Company. In consideration of the mutual promises
herein, and in consideration of Contractor’s continued opportunity to provide services to
Machine Zone, the parties agree to the following Confidentiality and Arbitration Agreement (the
“Agreement™). Othet than as expressly provided in the parties’ agreement to arbitrate disputes as
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 agresments befween

‘Cantractor and third parties, nor does it amend or alter any agreements between Machine Zone
 and third parties.. “Services” shall refer to any work or servics performed by Contractor on
- 'behalf ofor. for the benefit of Machine Zore, whether on Machine Zone’s premises or elsewhere.

1 Conﬁc{ﬂem:m]l }[nnﬁormatnon .

oL 1 Deﬁmtlon Com:ra,otor acknowledges that it will have access to mformatlon that
B treated. as confidential and proprietary by Machine Zone, inclading without 11m1tat10n,
- trade secrefs, technology, #nd information relating to Machine Zone’s businsss operations
. and strategles ‘customers, pricing, marketing, finanoes, souromg, porsonnel its affiliates or
*suppliers, in each case whether spoken, printéd, electronic or in any other form or medium
(oolleetzvely, “Confidential Information”). Any Confidential Tnformation that Confractor
R in-connection with the Services shall be subject to the terms and conditions of this -
T Saction and any. apphoaBle Non-Disclosure Agresmeit (‘NDA”) execiited by the Parties.
- .Con otor' agrees to (e) hold the Conﬁdenual Information in oonﬁdence (b) not dzsolose the

o a any pﬁrpose exeept for the purpose of performmg the Services. Contraotor agrees {0 treat all
: of the Conﬁdenha_l Informa,tlon w1th at 1east the same degres of care that it uses to protect its

-' under 'the o1rcumstances Contraotor may disolose the Conﬁdenﬁal Infonnatlon to
Contraoto: 8 pers onnel W1th a. bona fide need to k:now 1t in order to perfom the Services, but

i asmgoment of sny employoes or oonﬁ“aotors of géstrict i In any way Maolune Zong’s business
" plans.” Contrastor will not make any copies of the Confidential Tnformation except as

‘ ﬂeoessa;ﬁ,f for Cofitractor’s persomnel with a néed to know as described in this Agreement.
- Any copies whloh are made will be identified as belongmg to Machine Zone and marked

' “oonﬁden’oal” or Wl‘th a snmlar legend. _

1.2 Excluswns Conﬂdenﬁal Informatmn shall not include information that:

(a) is now, or hereafter becomes, through 1o act or failure to act on the part of -
Cottractor, genérally 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 nghtfuﬂy furmshed to Contracior 'by a third party, mthout restriction
as to use or disclosure;

| (d) is mdependenﬂy developed by Contractor without veference to Machine Zone’s
Confidential Informatlon or

(e)is generally moade avaﬂable to third pames by Machine Zone without restriction
.on disclosure, :

A dlsclosure by Contractor in response to elther a valid order by a coutt or other govemmen’ral
. body, or 8§ othervvlse required by law, will not be co:ns1dercd to be a breach of this Agresment;
provided fhat Contractor provides Machine Zons with a prompt prior written notice of the
“intended disclosure sufficient to enable Machine Zone to seek a protestive order or othervise
prevent such disclosure, and provided further that Confractor provides all cooperation to
Machine Zone at Machine Zone’s request and expense fo prevent such disclosure. Contractor
_acknowledges receipt of the following notice required pursuant to 18 U.S.C § 1833(b)(1): “An
individual shall not be held ctiminally or civilly lisble under any Federal ér State trade sectet law
_ for the disclosure of a trade secret that (A) is ‘made (i) in confidence to a Federal, State, or local
'govemment official, either d.rrectly or indirectly, or to an attorney; and (if) solely for the purpose
of reporting or fnvestigating a suspeoted violation of law; or (B) is made in a complaint of other
document ﬁlcd in a lawsuit or other proceeding, if such filing is made under seal.”

S submit to mandatory binding arbifration any dlspute, claim or controversy between them,
Lo $.claims or controvérsy’s arising out of, relating to ot connected with
"ﬂtns Agreement ot the Services provided to or on behalf of Machine Zote, including, but
. bynomeans. Timited to, claims of breach of coritract (express or implied), breach of the
- 'covenant of good faith and fait dealmg, fra,ud tort claims of any kind, cla;ms ‘based upon
any federal, state or local ‘ordinance, statyte or regulaﬁon, and claims for oompensaﬂon of
. anykind (the “Arbltrabla Cla,lms”) Arbitration shall be final and binding upon the
" parfies. Arbitration shall be the sxclusive method by which to resolve all Arbitrable
. Claims, in aocordance with the arbittation provisions set forth in California Code of Civil
Procedure Sections 1280 tbxough 1294.2, and pursuant to California faw. Further, to the
fullest extent permitted by law, the parties agree that no class or representatlve actions
- catt be asserted in arbitration or other\mse Al claims, whether in arbitration or
. othemse mist be brought solely in Contractor s ot the Company’s 1nd1v1dua1 capac1ty,
':and notas @ plamtlff ot clags member in any purported tlass or collective proceedmg
- THE] PARTIES HEREBY WALVE ANY RIGHTS THEY MAY HAVE TO TRIAL BY
JURY IN REGARD TO ARBITRABLE CLAIMS. THE PARTIES 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. (“TAMS”) will administer any
such arbitration(s) in accordance with applicable JAMS arbitration rules, which are

31756/00090/DOCS/3820762
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available at http://www.jamsadr, corn/rules~comvrehenswe-arbitration/ All arbitration.

hearings shall be conducted in Santa Clara County, California. The arbitrator shall issué
a written decision with the essential ﬁndmgs and conclusions on which the decision is
based. If; for any reason, any part or portion of this arbitration clause is held to be invalid
or unenforceable, all ofher valid parts and portions shall be severable in nature, and

rernain fully enforceable.

IN WITNESS WHEREOQF, the parties have signed this Agreement as of the Effective Date.

MACHINE ZONE, INC.

By - -
: Vlctorla Valenzuela
- Genera.l Cou:usel ‘

2225 E. Bayshofe Drive, Suite 200
Palo Aito CA 94303 |

.:L..%:Date 04 /“ /ZO‘K

"Federal Tax1LD. Number

" CONTRACTOR

=~
Tﬁ:le lMEM Acawg%s%oommmﬁﬁ

Address . _
Date: DA T }0\?'
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