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All Acrobat Outsourcing Bmiﬁ?yecé are expected to be eﬁﬁﬂwfx cHent site prepared to work at the scheduled tims, Regardless of the
Teason, absertteeism and tardiness are subject to disciplinay action, Employees must clock In and out at all £lient sifes.

4

; ‘ b s )
Absentoeism: is defined as failure to repart for work without prior spproval of the Acsobat Quisoursing Staffing Supervisor
Tardiness: is defined o3 awriving late for work or retumning late from breaksfmeals, or early departure fror work, Walking off of an
assignment may lead to disoiplinary sction up to termination.

Policy

Csling QfffAbsent: If you ate not able to make it to your scheduled shift, yon are required to give us 24-hour notics for a
cancsllation? : |
Hiness: If you aro sick; yow ave requived to contact yonr Staffing Manager af Acvobat Outsourcing no Yess thap 3 hourg
before your scheduled shifi, : S

" NG CALL/NG SHOW: Gronnds for autormatic ternination, - /
Clacking INOUT Yoy are required every time to.clock in and out of your shift. If there is no Himesheet presont a the time of
clocking infout, you mmst notify your staffing menegel immediately,

: Disciplinary Action
: I‘:imt Ocenrrenve: Verbal Warning from Staffing Manager. '

 Seeond Geeusrence: Bmployee will receive & written conmehng form and placed on suspension. Axy additional occurIEnged may -
regult in firther disciplinary action up to andmoiud:ngmmcn,

 Acrobat Outsoureing is commitied 1o providing and piaintaining & safe work environmest, ATl eﬁg:loymglay&n impostent role i1

knowledgement

the safety and protéction of other employess, olients, gucsts, and property, You mmast always sot a good example to ather s Alovees
and cllent’s employees by faiiogﬁ proper :;mcmim'& You must immedistely seport unsaft eonditions a5 well ag secie é:m;;ifwm ;

pranchs Is Jocatad in Orlasdo, Atlenta or Auburn, all gevegmmol infuries, Togandless of sevarlty, should b¢ seiorted i 1~
800-252-9375 2nd give the nyose the Acrobat cods: TIS0800. If your branch i3 in aniothier Actobat Inzation the injm satigt be
weparted immedistely to 1—8&!}}-253'«52‘?5 and gies- the! mitse the Actobst code: 981700, Additlonially: you mist nofify your
“upervisor or Acrobuat represemtative, Furtherm ore, the infury wilt o investigrbed and you will Be asked  detaily abort how the iy

Actobat Quisonreing reserves th right fo test zay emiployes, subject to.state law and/or other comtractal ohligations, fncluding but
s ooy pevesployment (1cluding nswly bisel, shired or eingated employees), job transts, sasbnsble s, sesiiant
Wi peoparty duimage or in this case, injuries requiting ; professionnt wiedical treatment. In complisnge. with Al applicabls laws,
sepetation of eployment may afier: - - ‘ ST T,
° &positive test for any drag not proscribed by s physiciag

* 2 delibérately tanipered with or adulterated sample;:
= arefusel fo take the test, o
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Absenteetsms is defined as fajlure 1o report for work without prior approval of the Acrobat Ouisourcing Stz Supervi

; 13 1ag L3¢ = WILIOUL prior appr : ] fHing Supervisor,
Tardiness: is dofined a5 arriving late for work or retuning late from breaks/meals, or early de arture from work. Walking o
assignment may lead to disciplinary action up to termination, B ¥ dep T2 work. Walking off of an
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Colling OfFfAbsent: If you are not able to make i to Jous schednled shift, yom are required o give ns 24-huur notice for 4

Hiness: I you are sick, you ave required to contact y#ur Staffing Manager at Acvobst Quisous
. before your scheduled shifs, o ' e
NO CALLING SHOW: Grousids for atomtic terminstion, '
.;i-namimmofyomshiﬁ.:{fthmism imasheet £ at i
impodintely, : amesheet present at the time of

Clocking IN/OUT: You are required every time fo ¢
clogking infont, Fou st noﬁmfg your staffing manager

: Disciplinary Action

. g’irst gagxmnce: Verbal Warning from Staffing Manager ‘ i ,

- Secand Ocemrrence: Bmployee will recoive a writte counseling form apd placed on suspension, itiona] onoeres
result in futher disciplinary astion up 10 and including iermination, susp Any additions] osourrences may .
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Asrobat Ontsourcing is commsitted to providing and majotaining o safe wark environment, All smiployees ey an fmportant role in

the safety and protsction of other smployees, clients, guegts, and property, You must always et 2 good sxateple fn other siistavees
ol clent’s employees by following proper proceduds. You mugt immediately report uvsefe ronditions as well a3 acqidents. Wy
branch is losated i CGrlando, Atlpnta or Aubnrn, all gersdmmel injutles, fegandless of severity, should be seported invasdtately fo 1-

800525975 and give the murse the Acrobat code: DE9BAD. I your brinch 15 in agother Acrohat Igeation the infury amust be
reparted itunediately to 1-900-252-5275 snd give: the nurss the opms cods: 981300, Additionally, you wupst nofify your
supervisur or Acrobat representative, Furthermore, s Injucy will b ivestigated and you will bs ssked d&fﬁ!ﬂm&hﬂw%my

Acrobat Ouisonroing reserves the right to test any emploves, gubjem:,m state law zﬁnd/eg cﬁzgr contractyal ﬂhh@ig:m, including
uot limited o proemployment (ncluding newly hired, gbm ired or reinstated employees), job austons, reasonable case, achidey A
with' property dimage op &z this loase, fnjnies requiting: professionat medical treatment. I complisnge. with a1l #ppliceble laws,
separaiion of employment may an:{t after; L . ST

° & positive test for any drug not prescribed by o ph f’c;;‘an
* adeliberately tampened mﬁ? or adulterated sangﬁg?

» nrefugal fo take the test, { .
) { 4
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Asking another parson to take|the tes,, or taking the teat for.}mathsr employee will result in Separation of Employment for ali
employees involved in the incident. _

Please note, providing false information, or omitting Dertingnt information regarding a work-related injury will tead to termination,
Any emplogee discoveted to be meking a faudulent report will be reporied to the Depariment of Tnsurence Regulation and

prosecuted to the Full extent c{ the law, .

. ‘ P :
1, the undersigned employes, have read aud tnderstand employee infury reporting process, I understand that an work-related infy
or ilkness must be reported imsnediately to 1-808-252:827% god the Acrobat supervisor, of ' H Y

X Yy s Oilinziy o

_izabat Ouh;iaurcinghig Bﬂmi?iim to & work envitonment in which alf individnals are treated with sespect aod dignity, a
individual has the right to work in 2 professions] aimosphore that promotes equal employmant oppartanities snd- ohihite vl Eagh al
e asiory practices, Inchufing harassmaat. Therefore, Asrobet Owsoursing srpects st el selationships smsomg oy o L
office will be business-like and free of bias, prejudics, and harassment, ” ' P

Any employes who has questions or concerns about these policies should talk with the Dixestor of Human Resouroes o7 a meniber
of Actobat Outsourcing 1mag!ement. : . S ‘

These policies should not, and 5 y uot, be used a3 8 basis for sxcludiog or stparating individuals of a particudes ' e, or any other
protected oheragieristie, fom gfzaﬁyipgﬁnsﬁ} busineqs or ork-celated socisl acfivities or disenssions, i other Wﬁ;@ 1o t:;ghwié
;ga‘ke thmiswicgjgf %@g in disorimin min;iéam-m allegations i:ghmm The law st the pelicies of Aérolnt

utsonzeing prohibit disparstp freatment on the basis o 5% or my ofer protect -chyracteristic, with regatd to terms, conditons; .
privileges, and perquisites of smployment, The prohibitions against harassment, diserimination, and retafistion sre Sntended 1o
complement and farther those policies, not to Form the besis of an exseptiontothem. - C

E_gw:ﬁmp!aymﬁnt Opportunity N

B¢ tho policy of Asrobst Quisourcing 1o cnsure egual %aym&t eppotunity without diseriination or baasmont on the basis -
of sacs, color, veligion, sex, sexual oriontation, gonder identhty or expression, age, dissbiliy marial staus, citivenship, national
-origin, genetic infarmation, or any other characterisiic protected by Jaw. Actobat Outsqurcing prohibits eny such diserivaingtion or .

Retakiation : .
Acrobat Ouisourcing encourages reporting of all perceivied incidents of isgrimination or harassment. Jt is the policy of Acrobet -
m&ﬂmgtﬂ e ﬁym ?nghiyin ¥, | (mﬁﬁ; .A : avt g ; EXWI. ] ‘bimm!“['mjii‘ .&y s _. ‘ ‘, o ]
who reporis diseriminat] macrﬁram ent or participiies in an investigation of such veports,

Sexusl Harassinent < - - : -
T ontes discrimination end 1o gl under fadel, iy and Joel aws. For e puapescs of this i, -

“seoxmal harassment” is defined, os in the Baual Exisloymiant
tequesfs for sexual favors and other verbia! or physical cond

; a : cﬁl ‘ndnct of s sexvs] natirg Whien, for sxaniplé s) submis brission § svich condct
is maade either explicitly or implicitly & terf or ndition of s indtvidual’s employrient, b) submrisst R to or tejecsion of sach
conduct, by an individual is used as the basis for enployment decitions affecting such itdividual, or ¢} sugh ponduct had the puisoss

arsffect of unredsonsbly intefering with an individpal’s work performance or creating an indimidting, histils or offnsive Working
snvironment, . S , - . .

3
! . . .
h&ésﬂmmbnmmt!smpmw.aspx‘?;fzd*—*ﬁﬁssg : 204
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Title VI of the Civil Rights A  »f 1964 Tecognizes WO types of saxual harsssment: ) quid pro quo and B hostile work
" environment. Sexual harassrietit may include & rangs of subtle end not-so-subtle behavioss and nigy involve individuals of the sarns
; different gendez. Depending on the circumstances, thess behaviors may inclnde wrwanted sexyal advances or requests fisr sexna
fayars; sexual jokes and innuendo; verbal abuse of & sexyal natyre; comtoentary about an individnal’s body, sexual prowess or
sexual defiofoncies; lesring, whistling or touching; inilting or obsces comments ot gestures; digplay in the Workplave of sexcnally
_ suggestive objocts or pmtm:s;, and other physical, verhal or visnal conduet of a sexual nature,
Harasgment | '

” | .

Harassment on the basis of any other protected characteristic is also sifctly prohibited, Under this policy, harassment i verbal,
wiliten. or physical conduct that denigrates or shows hostility or aversion toward an individual because of his or her rags, dolos,
religlon, sex, sexval orlaitation, gender identity or expresyion, national origin, age, disability, marital sistus, cifizenship, genetic
information, or any other characteristic protected by law, or that of his or her relatives, friends or assotiates, and that: 2) hag the
purpose or pifbct of creating an intimidating, hostile or offensive work environment, b) has the Blupose or effect of unreasonably

interfering with an incﬁvidual’fs work performance, or-c) othierwie adversely affapts an individual’s employment opportimities,
Harassing conduct includes eﬁxﬁwﬁs shirs or negative steméntypmg; tireatening, mﬁmzdahng ar hostile agts: denigrating jokes: ang

writien or graphic material th‘pt denigrates or shows hostility or aversion toward an individual oF group that 18 placed o wails or
elsewhers on the emplayer’s premises or citenlpted in the workplace, on company ime or uging compeayy eguipment by el

- phane (including veice messages), text messages, sncal aeiwotking sites or other means,
Individuals and Condact Covered |

These policies apply to alf applicants and employess, whether selated to muémangaquinhyfancw o &¢3 or by someone npt
directly connected 1o Agrobat Ditsourning (e, an nnﬁﬁmmmﬁm oroustomer), ey by '

Condust prohibited by these policies is upages ,,miumém@m.anmmywmmmmigmsxamw; lace, such &
during business mps,kmmessﬁmosﬁq% W inesg-related social gvants, . , % s W'qm%

Reporting an Incident ai’H&riammt, Diverimination or Re;

Acrobat Outsouroing evsonrsgés reporting of ol perceived incidents of diserimination, harass
diffender’s identity or position, Individuals who Believs that they have been the victim of such ¢
with thelr immediate sugervisor, any metnber of Acrobat Gt rhansgement, Hran.

Outsourcing also encourages employses to report any activity to
In pddition, Actobat Outsourcing encourages individuals who believe they are being

. the offender that his or her beHevior 15 wweldome 8 15 Yoquist. that if be
proble. " Acrobat Outsourcing recogizes, howeve: fhmd |
B V : . -.i 3 B . il o "

o

 Individusls who beliove:thay hat been th
Mﬁi@mﬂ%&irmgmmdﬁzmmm jervispr, Hi
oF aity ombudsman. Individuals fnay alse report suspicious

Acrobat Qutsourcing mmgaaitham mp} repariin

Acrobat Ouisoureing will mainten confidentiality throng
investigation and appropiiate cotgsctive astion, i

-?‘%@H.atém against an mmw! for reporting hay

herassment or diserimiriaion i¥ 2 serious vielation Ot pol
disciplinary action. Amaﬁmmﬁa]ﬁmﬁmmmm*

i ; - ‘
hﬂps:fmw.taboma.na‘i‘fampnnw.aspx?ﬂqwsaasa : . 3 4
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. Ifaparty to 2 complaint does nez 8. & With its resolution, that party may appeal to Steve Scher, Chief Executive Officer,

False and malicions mmpia:ixits of harassment, ﬁiscrzmmataazz or retaliation {as opposed to complainis that, even if erroneous, are
made in good faith) may be the subject of an appropriate digeiplinary action,

Acknowledgment '
1 have read and understand sliéabwe‘ policies

)é’ WAL

Cenﬁdenﬁ-aﬁtf & Nﬁnmﬂisciaswe Agreement

5, tho undersigned employse, understand that in the course of e ¥
Wewmlmmwamﬁﬁmﬁ&mmwwwwﬁ&ﬁmmy&m

ﬁmmmfmymp}eymmwﬁmymﬁmma;w ot a5
zwmxmwmmﬂwmﬂ;ﬁm
Investigating a suspected viniaﬁgtm of law, or for disclosing trade
Y lso uaderstand that client lists of Acrobt Gutsourcing, &
Secrets and shall be solely the property of Acrobat th Rsoupcing. |
to products or services Competitive with those of [Acrobat Cutsourcing] based

?M@,%wémd&aﬂmﬁma&vﬁﬂmphm&ﬁm&{; ) andthatﬂmagzmmmmmha X as
fuing » promise of continyed eployrmery Outsourcing construed &

hwmmwampm‘mm 50880 K : 44




7/19/2019 E-Verify Case Processing: View/Print 3ils

Case Verification Number: 2019200155129KA

Report prepared: 07/19/2019

Company Information

Company ID: 139349 Company Name: Acrobat Outsourcing
Client Company ID: 139349 Client Company Name: Acrobat Outsourcing

Employee Information

Name: Winnie Delinois Date of Birth: 02/13/2001
U.S. Social Security Number; ***-**.5658 Employee's First Day of Employment: 07/19/2019
Citizenship Status: U.S. Citizen

Document Information

List B Document: School ID card

List C Document: Social Security Card

Case Information

Case Status: Closed Case Submitted By: Debbie McKee
Current Case Result: Employment Authorized Reason for Closure: Employment Authorized Auto
Close

https://everify.uscis.gov/c/cases/2019200155129K Alview



