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Attendance 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 o do the absent pei‘son‘s work.-Most people
will be late or sick at one time or another. But when short-term absences become mare
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 ot absence. All tardiness or absences should be reported to the
Emergency Line at $00.236.2276 x2207. You should provide the general reason for your
absence, and understand that excessuve absences and lateness will lead to disciplinary action.

Below is a hreakdown of how infractions will be measured. Any employee who

aceumu o1 gints i period can result in termination ef
employment.
Tardy — Anybody hot sighed/ clocked-in by thelr start time. ' k "1 Point
Call Off - Needing to be taken off a shift after schedules aresent _
out. it Is your responsibility to request any desired time off In 1 Point
advance.
Li Calt-Out — Fafling to provide Acrobat with 24—hour notice .

.1 Points
before missing a shift.
No Call No Show ~ Failing to provide Acrobat with any notice 3 Polnts

before missing a shift.
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Harassment-Free Woerkgplace Policy

h Unlawful l%laz'assmem

The Company Sil'lVes to provide all employees with ai. erwlronmant free of sexual of other unlawful
harassment, Harassment against individualg or the basis of pregnancy, childbirth o related madical
conditions, race, religious creed, color, gender- (lncluding gender identity and gender expressior),
ristionial origin or. ahcestry, phiysical or mental disabillty, medical condlilon gehstlc information, -
~ maital status, regtstered doméstic partner status g8, sexual drlentation or-any other clagsification
‘protected by applicable ioesl;: state ‘o ‘fadisral employment diserimination laws s Hlegdl and a
Vidlation éf Company poiicy. Unldiul haragsment ofany lype wil not be tolerated 4t Machine Zone.
The Gompany's anti-harassmént - pollcy applies to all persaons involved in the operaﬁon of the
Company and prohibits unlawful harassment by any smbloyee of the Company, including Leaders
. and employees as vg:tall 8s any dlients, vendors, cu&tomers, mdependent contractors or any othar
. g o i _-..' L Iy ]

— purpbse of eﬁect ot unreasonably trrterferlng With an Individual’s work per perl’ﬁ"" 3R or oreaﬂng an
intimidating, hostile or offensive work environrent based on that individual's membership in a

‘ pmiacteol class Prohibited unlawful hamssment lncludes but Is not ||m|ted 1o, the followlng . '
.i.Lbeha\nor it Erm 1 2 et

e ol P L

0 Verbal conduct such 8s eplthets derogatory jokes or comments slurs or unwantecl sexual
advances, Invitation, or comments;

s Visual displays, witich afe ot an art agset for Machine Zone's games and products, such &s

- derogatory andfor sexually-oriented postérs, phatography, cartoons, drawings, or gestures;

o Physieal sonduct including assault, unwanted touching, intenfionally blocking normal movement
ar lnterfenng wlth work bécalisa of seX, fase, of ény offier protectéd basls;

e Threats and demands ’to Submﬁ; fo aexual requests.as a:condition of continued employmant of
" to.avold some-other loss, andoffers of employment benefits In retum for sexusal favors, )

® Retal:atlon for reporting or threatening to report harassmant;

0 Rude or aggressive manager[al conduct directed at-one saxmore frequently than the o'ther' and,

o Extonslve:sexial favoritisnt Ql‘f'ava g Bmp[oyees whio éngage In sexual conduct with a Leader.

o "fGommunlcati“ vig lecf_romc Tnadia of atiy. tyne that includes any harassing conduct that is

. prohitited by' stale an 7orfederat i, o by companlf policy.

In partlcu lar, sexual harassment is deﬁned as any unwelooms sexual advances, requasts forsexual
favors and other verbal or physical conduct of a sexual natue which (1} has been made either
explicifly or implicitty a term or condition of an individuals employment. (or other confract
relationship), (2) Is used as a basis for employrent (or other contract) decisions such as promations
and benefits affecting such individual, or (3) substantially interferes with an individual's work (or
contract} performance or creates an mtlmldaﬁng, hostlle, or offensive working environnignt.




In addition, conduct based on any of the cafegories listed above, or any other characteristic
protected by law, is not appropriate for the wotkplage and is prohibited, regardless of whether an
individual makes a elarm of harassment.

Machine Zone will take disclplinary actron up fo and rncluding the immediafe termrnatron of any
employes who violates this policy. If you feel that you have been harassed, or that you have
witnessad harassment, you should Immediately.report such conduct either verbally or in wﬂﬂnﬂ o -
your leader, Human Resources or any other managementavel employee with whom you fesl
comfortable. It would be best to communicate your complaint in writing, but this is not mandatory.
Your complaint should include detsils of the incident or incidents, names of rndnrrduale involved, and
names of any witnesses. All complaints of harassment will be investigated by Human Resources.
;f;e C:;?mpany will prompﬂy undertake a thorough and objecth/e mvestrgatren of the harassment
- allegations. ;-

. If the Company determines that unlawfui harassment has occurred effeetrve remed!al aeﬁen wiii be
taken In atcordance with the erreumsteneee mvalved Any employge dete?mined by the.Company
to be reeponelbie for Unlawful harassment will be subject o approprrate dreerp!tnary -aétion, up to,

' Aand Including fermination. The Company will not retaliate ageinst you forfiling-a complaint or
. patticipating ‘as .a witness in an’ mvestrgatron and wr!l ot tolerate or permit retalration by
A__managemenf.. emmeyees, or oo-wnmere P _ _ . oo

o The Company eneeuragee aﬂ emp!oyeee to, report any mcrdenﬁa of. haresement mediate v so that
. gomplaints can: be quickly-ard fairly resolved. - You should also be awara that the Federal Equal
Employment Opportunfty Commission and the Califoria. Department of Falr Employriient and.
Housing lnvestigate and process complaints of prohibited harassrent in emiployment. If you think
you have been haraeeed of you have been retaliated qgainstforresrstmg or: eemptalning, youmay

i ‘Pleaee eontact Human Resources if you ha\re any questrens about this pelrcy er the subjeet of e
e “e‘exﬁal éfothei‘ harassménf. HE———" T : T s

. Reeelpt ackneMedgement -:'." 3

l ‘have been g;\ren a cepy ofthe Mach!ne Zone Harassment and. Dieenmrnaﬁon Peiicy !t s my
_responsibiilty to read and- Understand the matters set forth in this Polioy. The' Policy statés -
Magchine Zone's zero-toletarice stance regardlng harassment and d;serlminatlon anci 3 agree to
ab!de by, and be aocountable tcthls Pohcym e .A

, ._'i understand and aeknew]edge iha’t the eompany has the righ’rl wrﬂ‘rout prior nottce, te medrfy, :
- -amend of terminate thig Policy within the Hinits and requirements imposed by law, - Furthermors, 1
will rely on any promises, statements or representaﬂons 1o the contrary onlyif they are in wiiting
and srgned hy an authorlzed member of ihe company’s axatutive management
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Co BN JALITY AND ARBITRATION AGREEMENT

Machire Zone, Inc. (“Maclnnz Zone” or the “Compa.njf ") and M __, an individual
(“Contractor”) hereby méke the following agteement regarding the freativent of confidential
information and the resolution of dlsputes with Machine Zone. Machine Zone and Coniractor
recognize that differences 2y arise between Machine Zone ad Contrsctor during or following
Contractot’s provision of services to the Compatiy. ~Tn consideration of the mmutual promises
herein, and in consideration of Contractor’s continued opporturity to provide services to
Maghine Zons, the partios agree to the following Confidentiality and Arbitration Agreement (the

“Agreetnent”). Other than as expressly provided in the parties' agreemen,t to arbitrate disputes 83
expressed below, the Agreement does not alter or amend any prior agrecnients between Machine
Zone and Contractor. Futﬁler, the Agreement doss not alter oramend any agreerpents betweon
. Contractor, a;nc1 third parties, nor does it amnd of alfer any agreements between Mpaichine Zone
©andthid patties,. “Services” ahall refer to any wark or sérvice perfonned by Contractor on
. beha]_f of or for the bene.ﬁt of Machme Zone, wheﬁ;er on Machine Zone’s premises or elsewhete

RN ¥ cmaﬁaﬂmmm

S 1 Deﬁmtmn Con‘ttactor acknowledges that it will have access 10 mformaﬁon that
e tteated a3 _."nﬁdehhal ‘and proprietaiy by Machiné Zore, richifing without finitation,
5; techiiology, #id informition relaﬁng to Miachine Zone's business operations

. and strategles, cus'fomers pncmg, k‘éﬁﬁg‘*ﬁﬂ‘ﬁ’ﬁ&es“smmmg, pezsonnel‘xtsafﬁlﬁes
- guppliers, in sach cage whether spoken printed, aletironic or in any other form of medium
(collactlvely, “Confidential Information”). Any Corifidential Information that Confracter L
nnection with the Services shall b actto th terms and- conditions of this— - .-~ -

agrees o (a) hoid_ ths Conﬁdenﬁaljgformaﬁon in confidendce, (b) not disclose the
ton, {0 any 1 ﬂurd party, and (c) ot ugeany Confidential Information for
y the purpase of perfotming f the Services. Contractor agrees to.treat all
ition with At Jeast the same degiee of care that it uses to protect its
pmpnetaty ihfordaation, bt fio loss than a teagonable degree of care
imstEtices, Comtfactor may. disclose the Conﬁdannal foformation to
rsonnel mth 2 bona fide neéd 1o knaw it in oxder to perfozm the Services, but
tfor’s érserinel who have mgned & niondisclosure agreement ai least as
ing Zone’s Hights as those terms and conditions applicable to Contractor
foement; Provided that it is undm'stood that, barring a Sepatate writter
codst o Machihe, Zong’s Confidential Tiformation will not restrict Cotractor’s
employaes or confractols of Testriot in ary way Machine Zone’s business
wﬂl not make any-gopics of the Confidentis! Information except es
B B o ontmc’wr 'S p@rsonnel with a need to kno'w a5 desoribed fn this Agreement.

s AJ;t ¥ Gopies Which are made;will be identified as belmgmgto Machine Zone and matked
‘ “conﬁd&nﬁal” or mth 8 snmlar Iagend.

1.2 . Exciggms Conﬁdenﬁal Informauon ghall not inchade mformataon that:

(a) is new, ot heréafter becomes, through no act or filure to act on the part of
Conitractor, genérally known or available to the public;
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(b} is rightfully acquired by Cohtractor before receiving the information from
Machine Zone and without restriction as to use or disclosure;

(c) is hereatter rightfilly ﬁnmshed to Contractor by a third pa.rty without restriction
.88 0 use or disclosure;

‘ | (d) is mdependenﬂy devclopad by Contractor without reference to Machins Zons's
: Conﬁdenttal Infoxmauon, or ,

@i generaﬂy made ava;Iable to third paxnas by Macmne Zone mthout restriction
- .on dzsclosure :

A disclosure by Cofitracior if1 response to mther 8 vahd ordér by a court or other govemmemai
. body, or as otherwme tequired by law, will not be consldered to be a breach of this Agreerent;
provided that Confractor provides Machine Zone with a prompt ptior written tiotice of the
“intenided discidsire sufficient to enable Machine Zoné io seck & protective. order or ofhervise
ptevent such disclosure, and provided further that Contractor provides all cooperation to
Machine. Zone at Machine Zone’s request and expense to prevent such disclosure. Contractor
_ ackn,owlgdges recmpt of ﬂae followmg notice required purspant to 18 U.S.C § 1833(b)(1): “An
" indiyi Ul potbe held i _.orcmlly lishle underany Fedeta! 6r State irade secret law
' ofatrade sacretﬁmi(A) 13 made ('1) in confidence to aFederal Si:ate orlocal

_ _': of rqpomng of mvest;gaﬁng a suspected vmlanon of Taw; or (B) 1§ tmads i & comp;gmt of Otier
: document ﬁled in &lawmut or other proceedmg, if suchﬁ]mg is made under seal ”

. tto mandatexy bmdmg arbﬂxa.txon any dlspute cla;m or con}:rovmy bemeen them,
: disptos clainis or controversy’s atisifig out o, relating to of conneoted with

visais fimited fo, claims of beagh of sonfact (exjress ot mphed}, braach of the
i ofgqod faith gnd Tait deafing, fand, tort claims of any kind, claitns based upon
: tal, Stats o Tocal ordinance, stafuts ot tegulation, and clatens for conipeniation of
. anyk ﬁla “Arbﬂmble Claiins™). Arbitration shall be final and binding upon the
- '_:_'parhé’é' Arbﬂratx_on shall be the exclusive method by which to resolve all Arbitrable
.G : r_d_ancemththa arbifration’ provisions set foith in. California Code of Civil
~Progedure Sections 1280 torough 1294.2, and prirsuant to California law. ' Farthet, to fhe
. filleStextént ganmttedby 1miy, the parties agroe that o class or répresentative actions
o -canbe -'assmedm atbzttaﬁcn or otherwise. All claits, whether in arbifration or -
' f fimisk be brought solely in:Contractor’s or the Comypany’s individual capacity;
At ot & a plairitiff of clags merober in any purported class or collective proceeding.
C THE PARTIES HEREBY WAIVE ANY RIGHTS THRY MAY HAVE TO TRIAL BY
“TURY'IN REGARD TO ARBITRABLE CLAIMS THE PARTIES FURTI-IER WAIVE
ANY RIGHTS THEY MAY HAVE TO PURSUE OR PARTICIPATR IN A CLASS OR
COLLECTIVE ACTION PERTAINING TO ANY CLAIMS BETWEEN .
‘CONTRACTOR AND THE COMPANY. The partiss agree that a neutral arbitrator
from the Tudicial 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 http/wwv : ive-atbitration/. All arbitration.
hearings ghall be conductad in Santa Clara. County, California. The arbitrator shall issue
a wititten decision with the essential ﬁndmgs and conélusions on which the decision is
based. If, for any reason, any part ot portion. of this aitration clause is held to be invalid
or unenforceable, all othet valid parts and porl:lons shall be seversbls in na.uu'e and
remain ﬁ;ily enforceable .

IN WITNESS WHEREOF, fhe partios havo signad this Agreement as of the Effective Dte,

MACHINE ZONE, INC. - '_CONTR-ACTOR

> _N ﬁWM Ov\ewm :
- _nue TAlOrd ACBUISHDA O@W"
- Fodesal Tax1.D. Number: -

SR Vzctom Valenzuela
- ,'General Couusel

“
HrALS. .

2225 E‘ Baysﬁore Drive, Suite 200
“_PaloAlto CA94303 IR S
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