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Please Read Carefully; Inifial Each Paiggraph and:Sign Below
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employment and that the AnsWwers giveri by me are true and correct to the best of my knowledge. T fyrther certify
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Ab.'sem‘eeijs;fnéé & Tardiness P@hcy

All Acrobat Outsourcing ¢mployees are expected to be ﬂtjihcir client site prepared to work at the scheduled time, Regardless of 1
Teason, absenteeism and tardiness are subject {0 disciplinary action, Employees must clock iy and out at all client gites.
Absenteelsm: is defined ay failure to report for work withéut prior approval of the Acrobat Qutsourcing Staffing Supervisor,
Tardiness: is defined as ajr iving late for work or teturning late from bregks/meals, or early departure frorh work, Walking off of ;
assignment may lead 1o disciplinary action up fo termination.

{
'

o Policy

Calling Qff/Absent; If you are not able to weke it to your scheduled shifi, you are required to give us 24-hoyy notice for
cancellation! i : - T

Diness; If yoy ere sick, yon are requived fo contact ybur Staffing Manager at Acrobat Qutgm;m;ng 1o less than 3 hony

before your schednled shist.
Clocking IN/OUT:You ate required overy time to olock fn ad out of your shift. If there is 1o timesheet prosaat at tho time o
clogking in/out, you st zfaotify your staffing manager in‘_{\_;'uediatcly. _ 3 e HEe

£

Disciplinary Action

First Quearrence: Verbal Waming from Staffing Manage}r S : . C
Second Ocenrrence; Employee will regeive & written counseling form and placed on suspension. Any additiona] ocqurrences may

. Tesult in further disciplinary action up to and including fermination,

Acrobat Outsourcing ig cql,:nmit_f@d'tg providing and Maintaining a safe work tnvironment, All employees play an Important rolé in
the safety and protection of other euiployees, clients, guests, and prope ATDIS to At oy
and client’s employees by follawing Proper procedurés, Yon must frmediagely

zations, including but
nable cguse, accidents

s -ith a1l applicable laws,

© apositive test for any dmug not preseribed by a phwclan
> @ deliberately tamipered with or adulterated sample;:
° arefusal to take the test. "‘

¥
7
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.Asking another person to take th"""+, or taking the test for another employee wil  ult in Separation of Employment for all
employees involved in the incide.... ’ ‘

Please note, providing falé_e information, or omitting j)_ertingant information regarding 2 work-related injury will lead 1o terminatio;
proseeuted to the full éxt(:fxt of the law, |

I, the undersigned employee, have read and understand employee injury reporting process, [ understand that ahy work-related injur

or iliness must be reporte: , immediately to 1-800-252-5275 and the Actobat supervisor,

Unlawful 'Ha{ﬁmssmem & Sexual Harassment Policy

Acrobat Outsoyrcing is :?'ommitted 1o a work enviponment in which ait individuals are treated with respect and dignity. Bact
_indivi to;work in a professional stmosphere that promotes equal employment opportunities and prohibits untawfiy
discriminatory practices, including harassment. Therefore,* Acrobat Outsourcing expects that all zelationships 2MONg persons in the
office will be businessdikt'e and free of bias, prejudice, and harassment, ’
1 v

Any smployee who has _qt';astions or congerns about these policies should talk with the Director of Human Resources or 2 member
of Actobat Outsonreing masagement. : .

These policies should not, and may not, be used a5 4 hasis for excluding or separating individuals of g particular gender, or any other
protected characteristie, from participating i business of. work-related social activities or discussions, T ofher words, mo one shoild
make the mistake of engaging in discrimination o exelusion to avoid allegations of harassment, The law god the policies of A obat
Outcourcing prohibit disparate freatment on the basis of sex or any oflier protected characteristic, with Tegard to terms, conditions,
privileges, and perquisites of employment. The prohibitions against hearassment, discrimination, and resaliation are injended to
complement and furthet those policies, not fo form the basis of an exceplion to them, - oo o

Equal Employment Oppbrtunity

It is the policy of Acrébai Outsourcing ta ensure edual emplaymant opportunity without discrimination or haisssment on the basis
of race, golor, religion, 'sex, sexusl orientation, gender identity or expression, age, disability, maritdl status, citizenship, national
origin, genetic mfmmat@of, or any other characteristic prptected by law, Acrobat Quisoureing prohibity any such diserimination or
haragsment, B ‘ R s

Re.ta]_iaﬁoa ' j

Acrobat Outsourcing enq%urages reporting of all perceivied incidents of diserimination or harassment. It is the policy of Acrobat
Outsontoing o profuptly and thoroughly investigate such reports. Acrobat Outsonreing prohibits retaliation Bgainst any Individial
who reports discﬁin'inati_oz; or harassment or participates m 8 investigation of such TOPOTES. C

Sexual Harassment {

Sexual harassment con’sﬁfcgtes discrimination and is ii;,efg_a_l under federal, state and local Iaws.

“sexual harassment” ig Adefined, ss in the Equal Employin

requests for sexyal favers

For the Durposes of this policy,
1€ £ ployaent Opportunity Commission Suidelines, as' e spxual advances,

Eﬁ,d other verbal or physical conidlot of 2 aéx 2l nathee Wwhen, for'examplé &) submissicn 0 such Sonduct

is made either explicitly or implicitly 4 tert or condition of an individual’s smployment, b) submission o or tgjection of such
conduet by an individual i used as the basis for employnient decisions affecting such individual, or ¢j snch sonduct has the puipose
or effect of unredsonably %nte‘rfeiing with an individnal’s fvork perforsiance or cresting an intimidating, hostile or offensive vrorking
environment, . . V _ . _ o

hlt;is:llwmw.taborca.neUempDo’c;ls.aspx‘?iid=50_95_,9 : ' . 2/4
3 .
i - .
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Title VII of the Civil Rights—t of 1964 recognizes 1Wo types of sexual _assment: a) quig Bro quo and by hostile v

" environment, Sexual harassme,,, -2y include a range ,of'sulgﬂe and not-so-subile behaviors and gy involve individuals of the s
or different gender, Depending on the oircumgt@ncﬁs,-';these behaviors may include uiwanted sexnal advances I Tequests for sex

favors; sexnal jokes aid linunendo; verbal abuse of g sextial nature; commentary about ap individpals body, sexual prowsss

sexual deficiencies; leering, whistling or touching; msult:ng? or abseene comments or gestureg: display inths workplace of sexys
suggestive objecty ar pfctl;):i-es; and other physical, verbal or ¥isnal conduct of a sexual nature, .
Harassment i

Harassment on the basis of any other protected cha;;a,cteri,étic is also strictly prohibited. Under this policy, harg Ssment is verp

written or physical conduct that denigrates or shows bostility or aversion toward an Individual becauge of his or her race, col
religion, sex, sexual orieiitation, gender identity or expression, nationa] origin, age, disability, marifal gtatus,’ cifizeriship, genes
information, or any othe_r;jcharacteﬁ_stic protected by law, ot that of hig or her relatives, fripnds OF associates, und that: 1) has i
Purpose or effect of creating an ntimidating, hostileor offensive work envirpnment, b) has the purpose or effect of unreasonzh
interfeting with an individual’s work performiance, ore) otherwise adversely affects an individual’s employment, Opportunities,

; SUTS or negative sterentyping; threatoning, intimidating ar hostile asts; denigrafing jokes; an

Individuals and Cpnd;;¢§ Covered

These policies apply to alliapplic: d om whoth d ged
directly sonnssted to Actopat Qutsourcing (g.g., an outside yendor, consyltant or eustomer),

Condust prohibited by these policies is unacoeptable in the Wworkplage and in any work-related sefting cutside the workplace, such as
during business trips, busigess meetings, angd hzzsinﬁssvremtéd social events, : _ TR -

Beporting an Incldout of Barassment, Discrimination ox Retaliation

Acrobat Outsonreing ensoltages reporting of aff perseived ingidonts of discrimination, hacassment or retaliation, regaric
Offender’s Idengity or pei o8 Individuals who believs that €y have been thie victim of such ednduet should discisy
with thefr immediate sup; viSor, any member of Acrobat Oiitecureing Tanagement, Hiithan Reso

for example, trajning, réfgéi;tiif:t@fééiiusélfﬁg;brfﬁi;’s%iﬁijn ich 65 & watnisg,
ipcyqag_nj,'massiggmqngigmjgma_fy subpension withogt 9r formitiation, p5 Aerch
Chreuthstances, T e - ‘ S
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Ifaparty toa complaint ddesno”  ce with its resolution, t_?ﬁat party may appeals _teve Scher, Chief Executive Officer

False and maliciong comjajlaints of harassment, discr_iﬁﬁna@n or retaliation (as opposed to complaints that, even if erroneous, 2
made in good faith) may be the subject of an appropriate disciplinary action,

Aclmowledgment

T have read and understamf all above policies

)(S_ignature L

secret information Inclpdes, but is not limited to, Software, inventions, processes, compilations of information, records,
specifications and information coneermning customers and/or vendors,

1 agree that Iwill not disclose any of the above mentioned trade secrets, directly or indirectly, or yse them fn a1y way, either durinig

the ferm of my smploymtent or at any time therenfler, éxcept as required in the course of my employment with Acrobat Ous, ring.

I understand that I am immune from civil o eristinal. liability for disclosing frade georeps Fop the putpose of re
investigating a suspected violation of law, or for disq‘“_i@sh;gf;tx@de secréts ing Tegal proceeding if the inf@hn@ﬁﬁ;i is filed under seal.,

Ialso u;:dﬁs_taqd that cli;::_n?: lists of Acrabat ﬂutsoummg f‘&r which T 'Eavc, ormay have, access to during

Finally, I understand that fI am an at-will employee of Acrobat Ontsovreing and that this agreement is not to be constriied ag
constituting a promise of continued employment, o ' - S IR
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Case Verification Number: 2019323183326 KC

Report prepared: 11/19/2019

Company Information

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

Employee Information

Name: Sabrina Tikharoubine Date of Birth: 04/13/1981
U.S. Social Security Number: *++-#+gg2¢ Employee's First Day of Employment: 11/19/2019
Citizenship Status: U.S. Citizen

Document Information

List B Document: Driver's license or ID card issued by a U.S. state or outlying possession
Document Subtype: Driver's License Document Number: *#*##skickiingg o
Expiration Date: 07/31/2020 State: New Jersey

List C Document: Social Security Card

Case Information

Case Status: Closed Case Submitted By: Josephine Paik

Current Case Result: Employment Authorized Reason for Closure: Employment Authorized Auto
Close




