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TO“ DAGON ” EMPLOYEES:

ThisEmployee Handbookwasdeveloped todescribe someof the expectationsof our employees andtooutline the
doanddon’t,policies,programs,employee relations,businessethicsand conducts,and benefits available to
eligibleemployees.

Employeesshouldfamiliarize themselves withthe contentsof the Handbookassoonaspossible, foritwillanswer
manyquestions about employment with DAGON .

‘ DAGON °’ is understood to be ‘ DAGON INTERNATIONAL LTD’, ‘The Employer or ‘Company of
Employment’.

A copywillalways beavailable toyou through theHR department.

INTRODUCTORY STATEMENT

v' ThisHandbookisdesignedtoacquaintyouwith DAGON
andprovideyouwithinformationaboutworkingconditions,employeebenefits,and some ofthe policies
affectingyouremployment.

v' ThisHandbookisnotacontractandisnotintendedtocreateanycontractualorlegal obligations.

v" You shouldread, understand, and comply with all provisions of the Handbook. It describesmany
ofyourresponsibilitiesasanemployeeandoutlinestheprograms developed by DAGON _.to benefit
employees.

v No Handbookcan anticipate every circumstance or question about policy. As DAGON , continues to
grow, the need mayarise and DAGON . reservestherighttorevise,supplement,orrescindany
policiesorportionoftheHandbookfromtimeto timeasitdeemsappropriate,initssole and absolute discretion.

The remainder of this page has been left blank intentionally.
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1-01 NatureofEmploymentPolicy
Employmentwith DAGON . isvoluntarily enteredintoandthatthe employeeis freeto resign at will at anytime.

Ontheotherhand, DAGON may terminatetheemployment relationshipatany
timewithduenoticesolongasthereisnoviolationofapplicablelawsofthe Union ofMyanmar.

Ouremploymentpolicy permitsemployeeor DAGON _toendthe relationship for anyreason at anytime in
accordancewith existing LaborLaws ofMyanmar.

Employeeswillbenotifiedofanychangestotheemploymentpolicyandchangeswillbemade to theHandbook as
theyoccur.

1-02 EmployeeRelations

Whenemployeesdealopenly anddirectly withsupervisors,theworkenvironmentcanbe excellent, communications
can be clear,and attitudes can bepositive.

In DAGON ,ifemployeeshaveconcernsaboutworkconditionsor compensation,they arestrongly
encouragedtovoicetheseconcernsopenlyanddirectly totheir supervisors.

Webelievethat DAGON amply demonstratesitscommitmentto employees byresponding effectivelyto
employeeconcerns.

1-03 Equal Employment Opportunity

DAGON provides equal employment and advancement
opportunitiestoallindividuals,andemploymentdecisionsare = basedonmerit,qualifications,and the needs of
thecompany.

* Further, DAGON doesnotunlawfullydiscriminatein employmentopportunities or practicesonthe
basisofrace,color, religion,sex,national origin,age,disability,ancestry,medicalconditions,family
carestatus,sexualorientation, or anyotherbasisprohibited bylaw.

* Anyonefoundtobeengaginginanytypeofunlawfuldiscriminationwillbesubjectto disciplinaryaction, up to and
includingtermination of employment.

* This policygovernsall aspects ofemployment, includingselection, job assignment, compensation,
discipline, termination, and access to benefits and training.

* Anyemployees withquestionsorconcernsabout anytype of discrimination in the
workplaceareencouragedtobringthese issuestotheattentionoftheirimmediate supervisororthe
HumanResourcesDepartment,andemployeescanraiseconcernsand make reports withoutfear of reprisal.

1-04 Disability Accommodation

DAGON iscommittedtotakingallotheractionsnecessaryto ensureequalemploymentopportunity
forpersonswithdisabilitiesinaccordancewiththe applicable laws of Unionof Myanmar.

* DAGON willmakereasonableaccommodationsfor
individualswithknowndisabilitiesunlessdoingsowouldresultinanundue hardshipto the extent required
bylaw.

* Hiringprocedureshavebeenreviewedandprovidepersonswithdisabilitiesmeaningful employment
opportunities.

* Hiringprocedureshavebeenreviewedandprovidepersonswithdisabilitiesmeaningful employment

opportunities.

* Pre-employmentinquiriesaremaderegardingonlyanapplicant’sabilitytoperformthe
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duties of theposition.
Allemploymentdecisionsarebasedonthemeritsofthesituationandtheneedsofthe company, not
thedisabilityof theindividual.

DAGON isalsocommittedtonotunlawfullydiscriminating againstany
qualifiedemployeesorapplicantsbecausetheyarerelatedtoorassociated with a person with adisability.

1-05 Business Ethics andConduct

Thesuccessfulbusinessoperationandreputationof DAGON are built upon theprinciples of fair dealing and ethical
conduct of our employees.

Our reputation for integrity and excellence requires careful observance of the all applicable laws
andregulations, aswellasthe higheststandardsofconductand personal integrity.

Thecontinuedsuccessof DAGON isdependentuponour customers’ trust and wearededicated to
preservingthat trust.

Employeesoweadutyto DAGON ,itscustomers,andits shareholderstoactinaway
thatwillmeritthecontinuedtrustandconfidenceofthe public.

DAGON will comply with all applicable laws and regulations and expectsits directors, officers,and
employees to conduct business in accordance withtheletter, spirit,andintentofallrelevantlawsandtorefrain
fromany illegal, dishonest,corruptor unethical conduct.

Ingeneral,theuseofgoodjudgment,basedonhighethicalprinciples,willguideyou with respect to lines of
acceptable conduct.

- Ifasituationariseswhereitisdifficulttodeterminethepropercourseofaction,the
mattershouldbediscussedopenlywithyourimmediatesupervisorand,ifnecessary,with the Human
Resources Department for advice andconsultation.
Compliancewiththispolicyofbusinessethicsandconductistheresponsibilityofevery DAGON employees.

Disregardingorfailingtocomplywiththisstandardofbusinessethicsandconductcould lead to
disciplinaryaction, up to and includingpossible termination of employment.

1-06 Conflicts ofinterest

Thepurposeoftheseguidelinesistoprovidegeneraldirectionandtheframeworkwithinwhich DAGON wishes
thebusiness to operate.

Employeeshaveanobligationtoconductbusinesswithinguidelinesthatprohibitactual orpotential conflicts of
interest.

Anactualorpotentialconflictofinterestoccurswhenanemployeeisinapositionto
influenceadecisionthatmayresultinapersonalgainforthatemployeeorforarelative as a resultof DAGON ’
business dealings.

Forpurposesofthispolicy,relativesareanypersonswhoarerelatedtoeachotherby
bloodormarriageorwhoserelationshipissimilartothatofpersonswhoare relatedby blood or marriage.

No“presumptionofguilt’iscreatedbythemereexistenceofarelationshipwithoutside firms.

However, if employees have any influence on transactions involving
purchases, contracts, orleases, it is imperative that they disclose to an officer of DAGON as soon
as possible the existence of any actual or potential conflict of interest so that safeguards can be
established to protect all parties.

Personalgainmayresultnotonlyincaseswhere anemployeeor relativehasasignificant
ownershipinafirmwithwhich DAGON doesbusiness,but alsowhen an employeeorrelativereceives
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anykickback, bribe,substantial gift,or specialconsiderationasaresultofany
transactionorbusinessdealingsinvolving DAGON .

Theemployees can seekfurtherclarification  on issues related to thesubject ofacceptable
standardsofoperation. Contact theHuman Resources Department for moreinformation or questions about
conflicts of interest.

1-07 Non-Disclosure

The protectionof confidentialbusinessinformationandtrade secretsisvitaltotheinterestsand thesuccessof DAGON
.Suchconfidentialinformationincludes,but is notlimited to, the followingexamples:

« acquisitions

« compensation data

< computer processes

« computer programs and codes
« customer lists

% customer preferences

« financial information

< investments

« labor relations strategies

« marketingstrategies

« new materials research

« partnerships

« pendingprojects and proposals
« proprietaryproduction processes
« research and development strategies
« scientificdata

« scientific formulae

« scientificprototypes

« technological data

« technological prototypes

1. Allemployeesarerequiredtosignanon-disclosureagreementasaconditionof employment.

2.Employeeswhoimproperly useordisclosetradesecretsorconfidentialbusiness
informationwillbesubjecttodisciplinary action,uptoandincludingterminationof
employmentandlegalaction,evenifthey donotactually benefitfromthedisclosed information.

1-08 Personal Relationships intheWorkplace

Forpurposesofthispolicy,relativesareanypersonswhoarerelatedtoeachotherbybloodor marriageor
whoserelationship is similarto that of persons who arerelated byblood or marriage.

Adatingrelationshipisdefinedasarelationshipthatmaybereasonablyexpectedtoleadtothe
formation of a consensual “romantic’or sexual relationship.
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Thispolicyappliestoallemployeeswithoutregardtothegenderorsexualorientationofthe individuals involved.

* Theemploymentofrelativesorindividualsinvolvedinadatingrelationshipinthesame
areaofanorganizationmay causeseriousconflictsandproblemswithfavoritismand employeemorale.

* Relativesofcurrentemployeesmaynotoccupyapositionthatwillbeworkingdirectly foror
supervisingtheirrelative except as required bylaw

* Individuals involved in adating relationship with acurrent employeemayalso not occupy
apositionthatwillbeworkingdirectlyfororsupervisingtheemployeewith  whom theyareinvolved in adating
relationship.

* Employeesinaclosepersonalrelationshipshouldrefrainfrompublicworkplacedisplays  of  affection or
excessivepersonal conversation

* DAGON alsoreservestherighttotakepromptactionifan
actualorpotentialconflictofinterestarisesinvolvingrelativesorindividualsinvolvedin
adatingrelationshipwhooccupy  positionsatanylevel(higherorlower)inthesameline  of  authoritythat
mayaffect the reviewof employment decisions.

» Ifarelativerelationshipordatingrelationshipisestablishedafteremploymentbetween
employeeswhoareinareportingsituationdescribedabove,itistheresponsibility = and  obligationof  the
supervisorinvolvedinthe relationshiptodisclose the existence of the relationship to management.

* Inadditiontoclaimsofpartialityintreatmentatwork,personalconflictsfromoutsidethe work environment can
becarried over into day-to-dayworkingrelationships.

* In other cases where a conflict or the potential for conflict arises because of the relationship between
employees, even if there is no line of authority or reporting involved,theemployeesmay beseparatedby
reassignmentorterminatedfrom employment.

1-09 ImmigrationLawCompliance

DAGON iscommittedtoemploying only Myanmarcitizensand
alienswhoareauthorizedtoworkintheMyanmaranddoesnotunlawfully discriminateonthe basisof citizenship or
national origin.

Employeesmay raisequestionsorcomplaintsaboutimmigrationlawcompliancewithoutfearof reprisal.

Employees with questions or seeking more information on immigration law issues are encouraged to contact
theHuman Resources Department.

2-01 EmploymentCategories

Itistheintentof DAGON toclarifythedefinitionsofemployment classifications so that employees understand
theiremployment status and benefit eligibility.

These classifications do not guarantee employment for anyspecified period of time.

REGULAR FULL-TIME employees are those who are not in a temporary or introductory
statusandwhoareregularly scheduledtowork DAGON ’ full-timeschedule.

* Generally,they areeligiblefor DAGON ’benefit package, subject to the terms, conditions, and limitations
of each benefit program.

PROBATIONARY employees are those whose performance is being evaluated to determinewhether
furtheremploymentinaspecificpositionorwith DAGON is appropriate.
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* Employeeswhosatisfactorily completetheintroductory periodwillbenotifiedof their new employment
classification.

TEMPORARY employees are those who are hired as interim replacements, to temporarilysupplement thework
force, orto assist in thecompletionofaspecific project.

* Employment assignments in this categoryareof a limited duration.
* Employmentbeyondanyinitiallystatedperioddoesnotinanywayimplya changein employment status.

* Temporaryemployees retain that status unless and until notifiedofa change.

*  While temporary employeesreceive all legally mandated benefits (such as
workers’compensationinsuranceandSocialSecurity),theyareineligibleforall of DAGON ’other benefit
programs.

2-02 WorkHours

Work schedules foremployees varythroughout our organization.

9:00 a.m. -5:00 p.m. is a standard workday, fromMondaytoSaturday. Supervisors willadvise employees of their
individualwork schedules.

Staffingneedsandoperationaldemandsmaynecessitatevariationsinstartingandendingtimes, as wellas variations in
the total hours that maybescheduled each dayandweek.

2-03 Rest andMealPeriods
All employees areprovided with oneone-hour meal period each workday.

*  Supervisors willschedule meal periods to accommodateoperatingrequirements.

* Employeeswillberelievedofallactiveresponsibilitiesandrestrictionsduringmeal periods and willnot be
compensated forthat time.

* Briefrest periods willbe allowed, as required byMyanmarLabor law.

2-04 Paydays

Allemployeesarepaidmonthlyonthelastdayofthemonth.Eachpaycheckwillinclude earnings forallwork performed
through the end ofthe previous payroll period.

Intheeventthataregularlyscheduledpaydayfallsonadayoff,suchasaweekendorholiday, employees willreceive
payon thelast dayof work beforethe regularlyscheduled payday.

Ifaregularpayday fallsduringanemployee’svacation,theemployeemay receivehisorher earnedwagesbefore
departingforvacationifawritten requestissubmittedatleastone week prior to departingforvacation.

2-05 PayDeductionsand Setoffs

Thelawrequiresthat DAGON makescertaindeductionsfromeveryemployee’s compensation. Amongtheseare
applicable income taxes.

Ifyouhavequestionsconcerningwhydeductionsweremadefromyourpaycheckorhowthey were calculated, the
Human ResourcesDepartment can assist in havingyour questionsanswered.
2-06 AdministrativePay Corrections

DAGON takesallreasonablestepstoensurethatemployeesreceive
thecorrectamountofpayineachpaycheckandthatemployeesarepaidpromptly onthe scheduled payday.
Intheunlikely eventthatthereisanerrorintheamountofpay,theemployeeshouldpromptly
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bringthediscrepancytotheattentionoftheHumanResourcesDepartmentsothatcorrections can  bemade as
quicklyas possible.

2-07 JobDescriptions

DAGON maintainsjobdescriptionstoaidinorientingnew employees totheirjobs, identifying the requirements of
each position, establishing hiring criteria,setting standardsforemployeeperformanceevaluations,andestablishing
abasisfor makingreasonable accommodations forindividuals with disabilities.

e TheHumanResources Departmentandthehiringmanagerpreparejobdescriptionswhen
newpositionsarecreated.Existingjobdescriptionsarealsoreviewedandrevisedin  order to ensurethat
theyareup to date.

* Jobdescriptionsmayalsoberewrittenperiodicallytoreflectanychangesinposition duties and responsibilities.

* Allemployeeswillbeexpectedtohelpensurethattheirjobdescriptionsareaccurateand current,
reflectingtheworkbeing done.

* Employeesshouldrememberthatjobdescriptionsdonotnecessarilycovereverytaskor duty
thatmightbeassigned,andthatadditionalresponsibilitiesmaybeassignedas necessary.

ContacttheHumanResources Departmentifyouhaveany questionsorconcernsaboutyourjob description.

2-08 EmploymentApplications

DAGON reliesuponthe accuracy ofinformationcontainedinthe employmentapplication,aswellastheaccuracy
ofotherdatapresentedthroughoutthehiring process andemployment.

* Any misrepresentations, falsifications,ormaterialomissionsinany ofthisinformationor datamay
resultintheexclusionoftheindividualfromfurtherconsiderationfor employment or, if theperson has been
hired, termination of employment.

* In processingemployment applications, DAGON may obtain abackgroundcheck for employment.

2-09 ProbationaryPeriod

Theprobationperiodisintendedtogivenewemployeestheopportunity todemonstratetheir ability
toachieveasatisfactorylevelofperformanceandtodeterminewhetherthenewposition meets their expectations.

. DAGON usesthisperiodtoevaluateemployeecapabilities, work habits, andoverallperformance.
* Eithertheemployeeor DAGON mayendtheemployment relationship at willat anytime duringorafter
theprobation period with advancenotice.

* Allnewandrehiredemployeesworkonprobationbasisforthefirst90calendardays after their date ofhire.

* Anysignificantabsencewillautomaticallyextendaprobationperiodby thelengthofthe absence.

* If DAGON determinesthatthedesignatedprobationperiod doesnotallowsufficienttimeto thoroughly
evaluatetheemployee’sperformance,the probation period maybeextended foraspecifiedperiod.

2-10 PerformanceEvaluation

Supervisorsandemployeesarestrongly encouragedtodiscussjobperformanceandgoalsonan informal, day-to-
daybasis.

*  Aformalwrittenperformanceevaluationwillbeconductedfollowinganemployee’sprobation period.
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* Additional formal performance evaluations are conducted to provide both supervisors and
employeestheopportunity todiscussjobtasks,identify andcorrectweaknesses, encourage andrecognize
strengths,anddiscusspositive,purposefulapproachesfor meeting goals.

* Regular evaluations will be conducted quarterlyor semi-annually.

2-11 Access toPersonnel Files
DAGON maintainsapersonnel fileoneach employee.

The personnelfile includessuch informationasthe employee’s jobapplication,résumé,records of training,
documentation of performance appraisals and salary increases, and other employment records.

* Personnelfilesarethepropertyof DAGON andaccessto the information theycontain is restricted.

* Generally, only supervisors and management personnel of DAGON who have a legitimate reason to
review information in a file are allowed to do so.

* EmployeeswhowishtoreviewtheirownfileshouldcontacttheHumanResourcesDepartment.

* Withreasonableadvancenotice,employeesmay reviewtheirownpersonnelfilesin DAGON
‘officesandinthepresenceofanindividualappointed by DAGON to maintain the files.

2-12 Personal Data Changes
Itistheresponsibilityofeachemployeetopromptlynotify DAGON ofanychanges in personal data.

* Personal mailing addresses, telephone numbers, number and names of dependents, individualstobe
contactedintheeventof anemergency,educational, accomplishments, and othersuchstatus reports should
be accurateand currentat all times.

* Ifanypersonal datahas changed, notifythe Human Resources Department.

3-01 EmployeeBenefits

* DAGON .,believesthattheworkconditions,wages,and
benefitsitofferstoitsemployeesarecompetitivewiththoseofferedbyotheremployers in this area and in this
industry.

* Oneofourobjectivesistoprovideaworkenvironmentthatis conducivetobothpersonal and

professionalgrowth.

* Eligibleemployeesat DAGON areprovidedawiderangeof benefits.Anumber of theprograms(suchas
SocialSecurity,workers’compensation,and unemployment insurance) coverallemployees in themanner
prescribed bylaw.

* Benéefits eligibility is dependent upon a variety of factors, including employee classification.

* Yoursupervisorcanidentifytheprogramsforwhichyouareeligible.Detailsofmanyof theseprogramscan
befound elsewherein theHandbook.

The followingbenefit programs areavailable toeligible employees:
1. holidays
2. vacation benefits

3. bereavement leave

* Somebenefitprogramsrequirecontributionsfromtheemployee,butmostarefullypaid by DAGON .
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* Contact theHuman Resources Department ifyouhave anyquestions.

3-02 Holidays
DAGON will grantholidaytime offtoallemployeesonall Gazetteand Public Holidays.

* DAGON willgrantpaidholidaytimeofftoalleligible employees immediatelyupon assignment to aneligible
employment classification.

* Holidaypaywillbecalculatedbasedontheemployee’sstraight-timepayrate(asofthe
dateoftheholiday)timesthenumberofhourstheemployeewouldotherwisehave worked on that day.

Eligible employee classification(s):

Regular full-time employees
Ifarecognizedholidayfallsduringaneligibleemployee’spaidabsence(e.g.,vacation,sick leave), the
employeewillbeineligible forholidaypay.

* Ifeligiblenonexemptemployeesworkonarecognizedholiday,theywillreceiveholiday payplus wages at their
straight-time rate for thehours worked on the holiday.

* Inadditiontotherecognizedholidayspreviouslylisted,eligibleemployeeswillreceive two floatingholidays in
each anniversary year.

* Tobeeligible,employeesmustcompletethreecalendardaysofserviceinaneligible employment classification.

* Theseholidays must be scheduled with the priorapproval of the employee’s supervisor.

e Paid time off for holidays will be counted as hours worked for the purposes of
determiningwhetherovertime payis owed.
3-03 Workers’Compensationinsurance

* DAGON providesacomprehensiveworkers’compensation
o insuranceprogram at nocost to employees, pursuant to law.

*  Thisprogramcoversanyinjuryorillnesssustainedinthecourseofemploymentthat requires medical, surgical,
or hospital treatment.

* Subject to applicable legal requirements, workers’ compensation insurance providesbenefits after ashort
waitingperiod or, ifthe employeeis hospitalized, immediately.

* Employeeswhosustainwork-relatedinjuriesorilinessesshouldinformtheirsupervisor immediately.

* Nomatterhowminoranon-the-jobinjurymayappear,itisimportantthatitbereported
immediately. Thiswillenableaneligibleemployeetoqualify forcoverageasquickly as possible.

3-04 SickLeaveBenefits

DAGON providespaidsickleavebenefitstoalleligibleemployees forperiods oftemporaryabsencedueto
illnessesorinjuries. Eligible employee classification(s):

Regular full-time employees

* Eligibleemployeeswillaccruesickleavebenefitsattherateof10daysperyear(.83ofa dayfor
everyfullmonthofservice).

* Sickleavebenefitsarecalculatedonthebasisofa“benefityear,”the12-monthperiod that begins when the
employeestarts to earn sick leavebenefits.
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* Paidsickleavecanbeusedinminimumincrementsofoneday.Aneligibleemployee
mayusesickleavebenefitsforanabsenceduetohisorherownillnessorinjury,orthat ofa child, parent, or
spouse of the employee

* Employeeswhoareunabletoreporttoworkduetoillnessorinjuryshouldnotifytheir
directsupervisorbeforethescheduledstartoftheirworkday ifpossible.Thedirect supervisor must also be
contacted on each additional dayof absence.

* Ifanemployeeisabsentforthreeormoreconsecutivedaysduetoillnessorinjury,the
companymayrequireaphysician’sstatement verifyingtheillnessorinjuryandits
beginningandexpectedendingdates.Suchverificationmay berequestedforothersick leave absencesas
well and maybe required as a condition to receivingsick leave benefits.

* Sick leavebenefits will be calculated based on theemployee's basepayrate at thetime of
absenceandwillnotincludeany specialformsofcompensation,suchasincentives, commissions, bonuses, or
shift differentials.

* Sick leavebenefits areintended solelyto provideincome protection in theevent of illness orinjury,andmay
notbeusedforany otherabsence.Unusedsickleavebenefitswillnot bepaid to employees while theyare
employed or upon termination of employment.

3-05 Medical Leave

DAGON providesmedicalleavesofabsencewithoutpaytoeligible employees who aretemporarilyunable to work
dueto a serious health condition or disability.

For purposesof thispolicy,serioushealthconditionsor disabilitiesinclude inpatient care ina
hospital,hospice,orresidentialmedicalcarefacility andcontinuingtreatmentbyahealthcare provider.

Employeesinthefollowingemploymentclassificationsareeligible torequestmedicalleaveas described in this policy:

Regular full-timeemployees

* Eligible employees should makerequestsfor medical leaveto theirsupervisors at least 30 days in
advanceof foreseeable events and as soonas possible forunforeseeable events.

* Ahealthcareprovider'sstatementmustbesubmittedverifyingtheneedformedicalleave and its beginningand
expected endingdates.

* Anychangesinthisinformationshouldbepromptlyreportedto DAGON .

* Employees returningfrommedicalleave must submit a health care provider'sverification
oftheir fitness to return to work.

* Eligibleemployeesarenormallygrantedleavefortheperiodofthedisability,uptoa
maximumof12weekswithinany 12-monthperiod.Anycombinationofmedicalleave and familyleavemaynot
exceed this maximumlimit.

* lIftheinitialperiodofapprovedabsenceprovesinsufficient,considerationwillbegiven to a request for an
extension.

* Employeeswhosustainwork-relatedinjuriesareeligibleforamedicalleaveofabsence  for the periodof
thedisability,inaccordance withallapplicable lawscovering occupational disabilities.

* Benefitaccruals,suchasvacation,sickleave,andholidaybenefits,willcontinueduring the approved medical
leaveperiod.

* Sothatanemployee’sreturntowork can beproperlyscheduled,anemployeeonmedical
leaveisrequestedtoprovide DAGON withatleasttwo weeks’advancenoticeofthe date the employeeintends
to return to work.
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* Whenamedicalleaveends,theemployeewillbereinstatedtothesameposition,ifitis available, orto
anequivalent position for which the employeeis qualified.

* Ifanemployeefailstoreturntoworkontheagreed-uponreturndate, DAGON will assume that the
employeehas resigned.

3-06 Family Leave

DAGON providesfamily leavesofabsencewithoutpay toeligible
employeeswhowishtotaketimeofffromworkdutiestofulfillfamily obligationsrelating directly
tochildbirth,adoption,orplacementofafosterchild ortocareforachild,spouse,or parent with aserious health
condition.

A “serious health condition” means an illness, injury, impairment, or physical or mental
conditionthatinvolvesinpatientcareinahospital,hospice,orresidentialmedicalcarefacilityor continuingtreatment
byahealth careprovider.

Employeesinthefollowingemploymentclassificationsareeligibletorequestfamily leaveas described in this policy:

Regular full-timeemployees

* Eligibleemployeesshouldmakerequestsforfamilyleavetotheirsupervisorsatleast30 days in advanceof
foreseeable events and as soonaspossible forunforeseeable events.

* Employeesrequestingfamilyleaverelatedtotheserioushealthconditionofachild, spouse,orparentmay
berequiredtosubmitahealthcareprovider'sstatementverifying
theneedforfamilyleavetoprovidecare,itsbeginningandexpectedendingdates,and the estimated time
required.

* Eligible employees mayrequest up toamaximum of 12 weeks of familyleavewithin any12-month period.
* Anycombination of familyleave and medical leavemaynot exceed this maximum.

* Marriedemployee couples mayberestricted toacombined total of 12 weeks leavewithin any12-
monthperiodforchildbirth,adoption,orplacementofafosterchildortocarefor aparent with aserious health
condition.

» Benefitaccruals,suchasvacation,sickleave,andholidaybenefits,willcontinueduring the
approvedfamilyleaveperiod.

* Sothatanemployee’sreturntoworkcanbeproperlyscheduled,anemployeeonfamily
leaveisrequestedtoprovide DAGON withatleasttwo weeks’advancenoticeofthe date the employeeintends
to return to work.

* Whenafamilyleaveends,theemployeewillbereinstatedtothesameposition,ifitis available, ortoan equivalent
position for which the employeeis qualified.If an employee failstoreturntoworkontheagreed-
uponreturndate, DAGON will assume that theemployeehas resigned.

3-07 Pregnancy Disability Leave

DAGON providespregnancy disability leavesofabsencewithout pay
toeligibleemployeeswhoaretemporarilyunabletoworkduetoadisability relatedto pregnancy,childbirth, orrelated
medical conditions.

* Anyemployeeis eligibleto request pregnancydisabilityleaveas describedin this policy.
* Employeesshouldmakerequestsforpregnancydisabilityleavetotheirsupervisorsat least30daysinadvanceof
foreseeable eventsandassoonaspossibleforunforeseeable events.

* Ahealthcareprovider’'sstatementmustbesubmittedverifyingtheneedforpregnancydisabilityleaveand its
beginningand expectedendingdates.

* Anychangesinthisinformationshouldbepromptlyreportedto DAGON Company Ltd.
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* Employees returning from pregnancy disability leave must submit a health careprovider’s verification
oftheir fitness to return towork.

* Employeesarenormallygrantedunpaidleavefortheperiodofthedisability,uptoa maximum of four months.

* Employeesmaysubstituteanyaccruedpaidleavetimeforunpaidleaveaspartofthe pregnancydisability
leaveperiod.Subjecttotheterms,conditions,andlimitationsofthe applicableplans, DAGON
willcontinuetoprovidehealth insurancebenefits forthefullperiod ofthe approved pregnancydisabilityleave.

* So that an employee’s return to work can be properly scheduled, an employee on pregnancy disability
leaveisrequestedtoprovide DAGON with at least two weeks’advancenoticeof thedateshe intends to
return towork.

* Whenapregnancydisabilityleaveends,theemployeewillbereinstatedtothesame position,unlesseither the
employee wouldnototherwise havebeenemployedfor
legitimatebusinessreasonsoreachmeansofpreserving  thejobwouldsubstantially ~ underminetheability
tooperate DAGON safelyand efficiently.

* Ifthesamepositionisnotavailable,theemployeewillbeofferedacomparableposition in terms ofsuchissues
aspay, location, job content, and promotional opportunities.

* Ifanemployeefailstoreporttoworkpromptlyattheendofthepregnancydisability leave, DAGON
willassumethat the employeehas resigned.

3-08 Bereavement Leave

Employeeswhowishtotaketimeoffduetothedeathofanimmediatefamily membershould
notifytheirsupervisorimmediately.

DAGON defines“immediatefamily”’astheemployee’sspouse,
parent, child, or sibling.

Uptothreedaysofpaidbereavementleavewillbeprovidedto eligibleemployeesinthe followingclassification(s):
Regular full-timeemployees

Bereavementpay iscalculatedbasedonthebasepay rateatthetimeofabsenceandwillnot includeany
specialformsofcompensation,suchasincentives,commissions,bonuses,orshift differentials.

Bereavementleavewillnormally begrantedunlessthereareunusualbusinessneedsorstaffing
requirements.Employeesmay,withtheirsupervisors’approval,useany availablepaidleavefor additional time off as
necessary.

3-09 VacationBenefits

Vacationtimeoffwithpay isavailabletoeligibleemployeestoprovideopportunitiesforrest, relaxation, and
personalpursuits.

Employeesinthefollowing employmentclassification(s) areeligibletoearnandusevacation time as described in
thispolicy:

Regular full-timeemployees

* Theamountofpaidvacationtimeemployeesreceiveeachyearincreaseswiththelength oftheir employment,
as shown in the followingschedule:

* Uponinitialeligibility,theemployeeisentitledto10vacationdayseachyear,accrued monthlyatthe rateof 0.833
days.

* Afterfouryearsofeligibleservice,theemployeeisentitledto15vacationdayseach year, accrued monthlyatthe
rate 0f1.250 days.
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Thelengthofeligibleserviceiscalculatedonthebasisofa“benefityear.”Thisisthe12-  month  period that
beginswhen the employeestartsto earn vacation time.
Anemployee’sbenefityearmaybeextendedforanysignificantleaveofabsenceexceptmilitaryleaveof
absence. Militaryleavehas no effect on this calculation.
Onceemployeesenteraneligibleemploymentclassification,theybegintoearnpaid
vacationtimeaccordingtotheschedule. They canrequestuseofvacationtimeafteritis earned.
Paidvacationtimecanbeusedinminimumincrementsofoneday.Totakevacation,
employeesshouldrequestadvanceapprovalfromtheir supervisors.Requestswillbe
reviewedbasedonanumberof factors,including businessneedsandstaffing requirements.
Vacationtimeoffispaidattheemployee’sbasepayrateatthetimeofvacation.ltdoes notincludeovertimeorany
specialformsofcompensationsuchasincentives, commissions, bonuses, or shift differentials.
Asstatedabove,employeesareencouragedtouseavailablepaidvacationtimeforrest,
relaxation,andpersonalpursuits.Intheeventthatavailablevacationisnotusedbythe
endofthebenefityear,employeesmaycarryunusedtimeforwardtothenextbenefit year.
Ifthetotalamountofunusedvacationtimereachesa“cap”equaltotwotimestheannual

vacation amount, furthervacation accrual will stop.
Whentheemployeeusespaidvacationtimeandbringstheavailableamountbelowthe cap, vacation accrual
willbeginagain.

Uponterminationofemployment,employeeswillbepaidforunusedvacationtimethat has been earned
throughthe last dayof work.

3-10 TimeOffto Vote

DAGON encourages employees to fulfill their civic responsibilities byparticipatingin elections.
Employeesshouldrequesttimeofftovotefromtheirsupervisoratleasttwoworking days priorto
theElectionDay.

Advance notice is required so that the necessary time off can be scheduled at the beginning orend
oftheworkshift,whichevercauseslessdisruptiontothenormalwork schedule.

Generally,employeesare able to find timeto voteeither beforeor after their regular work
schedule.lfemployeesareunabletovoteinanelectionduring theirnonworkinghours, DAGON will grantup
to two hours of paid timeoffto vote.
Employeesmustsubmitavoter’sreceiptonthefirstworkingdayfollowingtheelectionto qualifyfor paid timeoff.

3-11 Business Travel Expenses

DAGON willreimburseemployeesforreasonablebusinesstravel expenses incurred whileon assignments
awayfromthe normal work location.

All business travel must be approved inadvancebythe CEO/designated officer.
Employeeswhose travelplanshave beenapprovedshouldmake alltravelarrangements through  DAGON ’
designated travel agency.

Whenapproved,theactualcostsoftravel, meals,lodging,andother expensesdirectly
relatedtoaccomplishingbusinesstravelobjectiveswillbe reimbursedby DAGON .

Employeesare expectedto limitexpenses to reasonable amounts.
Expenses that generallywillbe reimbursed includethe following:

airfareortrainfarefortravelincoachoreconomyclassorthelowestavailable fare

fares for shuttle or airport bus service, where available; costs of public transportation for
othergroundtravel
taxi fares, onlywhen thereis no less expensive alternative

mileagecostsforuseofpersonalcars,onlywhenlessexpensivetransportationis not available

costofstandardaccommodationsinlow-tomid-pricedhotels,motels,orsimilar lodgings
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* cost of meals, nomorethan Ks5000.00 a day
» tips not exceeding15%o0f thetotal cost of ameal or 10%of ataxi fare

* charges for telephone calls, fax, and similar services required for business purposes

* Employeeswhoareinvolvedinanaccidentwhiletravelingonbusinessmustpromptly report the incident to
their immediatesupervisor.

* Vehiclesowned,leased,orrentedby DAGON maynotbe usedforpersonal use without prior approval.

* Whentraveliscompleted,employeesshouldsubmitcompletedtravelexpensereports within 30 days.
* Reports should be accompanied byreceipts forallindividual expenses.

* Employeesshouldcontacttheirsupervisorforguidanceandassistanceonprocedures
relatedtotravelarrangements,expensereports,reimbursementfor specific expenses,or anyother business
travel issues.

* Abuseofthisbusinesstravelexpensespolicy,includingfalsifyingexpensereportsto reflectcostsnotincurredby
theemployee,willbegroundsfordisciplinaryaction,upto and includingtermination of employment.

4-01 EmployeeConduct andWorkRules

Toensureorderly operationsandprovidethebestpossibleworkenvironment, DAGON expects employees to follow
rules of conduct that will protect the interestsand safetyof allemployees andthe organization.

It is not possibleto list all theforms ofbehavior that are considered unacceptablein the
workplace.Thefollowingareexamplesofinfractionsofrulesofconductthatmay resultin disciplinaryaction, up to and
includingtermination of employment:

* Theft orinappropriate removal orpossession of property
* Falsification oftimekeepingrecords
*  Workingunder theinfluenceof alcohol or illegaldrugs

* Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace,while on
dutyor whileoperating employer-owned vehicles or equipment

* Fightingor threateningviolencein theworkplace

* Boisterous ordisruptiveactivityin theworkplace

* Negligenceorimproperconductleadingtodamageofemployer-ownedorcustomer- owned property
* Insubordination orotherdisrespectful conduct

* Violation of safetyor health rules

*  Smokingin theworkplace

*  Sexual or otherunlawful orunwelcomeharassment

* Possessionofdangerousorunauthorizedmaterials,suchasexplosivesorfirearms,in the workplace
» Excessive absenteeismoranyabsencewithoutnotice

* Unauthorized disclosureofbusiness “secrets” or confidential information

* Violation of personnelpolicies

* Unsatisfactoryperformanceor conduct

4-02 Personal Appearance
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Dress,grooming,andpersonalcleanlinessstandardscontributetothemoraleofallemployees andaffectthe
businessimage that DAGON presentstothe community.

* Duringbusinesshoursorwhenrepresenting DAGON ,you
areexpectedtopresentaclean,neat,andtastefulappearance.Youshoulddressand groomyourselfaccording
totherequirementsofyourpositionandacceptedsocial standards.

* Yoursupervisorordepartmentheadisresponsibleforestablishingareasonabledress codeappropriate
tothejobyouperform.lfyour  supervisorfeelsthatyour  personal  appearanceisinappropriate,youmay
beaskedtoleavetheworkplaceuntilyouare
properlydressedorgroomed.Undersuchcircumstances,youwillnotbecompensatedfor the time awayfrom
work.

Consultyoursupervisorifyouhavequestionsastowhatconstitutes appropriateappearance. Wherenecessary,
reasonable accommodation maybemadeto a person with a disability.

4-03 AttendanceandPunctuality

Tomaintainasafeand productiveworkenvironment, DAGON expects employees to be reliable and to be
punctual in reporting for scheduled work. Absenteeismandtardinessplacea burdenonother employeesandon
DAGON .

Intherare instanceswhenemployees cannotavoidbeinglatetoworkorare unable toworkas
scheduled,theyshouldnotify theirsupervisorortheHumanResourcesDepartmentassoonas possible in advanceof
the anticipated tardiness orabsence.

Poorattendanceandexcessivetardiness aredisruptive,and eithermayleadto disciplinary action, up to and
includingtermination ofemployment.

4-04 Safety

Toassistinproviding  asafeandhealthfulworkenvironmentforemployees,customers,and  visitors, DAGON
hasestablishedaworkplacesafety program.This program is a top priorityfor DAGON .

* TheHumanResourcesDepartmenthasresponsibilityforimplementing,administering,
monitoring,andevaluatingthesafety program.ltssuccessdependsonthealertnessand personal
commitment ofall.

* DAGON provides information to employees about workplacesafetyand
healthissuesthroughregularinternalcommunicationchannelssuch as supervisor-employee meetings,
bulletin board postings, e-mail, memos, or other written communications.

* Someofthebestsafetyimprovementideascomefromemployees.Thosewithideas,

concerns,orsuggestionsforimprovedsafety intheworkplaceareencouragedtoraise
themwiththeirsupervisor,orwithanothersupervisorormanager,orbring themtothe attention ofthe Human
ResourcesDepartment.

* Reportsandconcernsaboutworkplacesafetyissuesmaybemadeanonymouslyifthe employeewishes. All
reports can bemadewithoutfear of reprisal.

* Eachemployeeisexpectedtoobeysafetyrulesandtoexercisecautioninallwork
activities.Employeesmustimmediately report any unsafeconditiontotheappropriate supervisor.

* Employeeswhoviolate safetystandards,whocausehazardousordangeroussituations,or whofail to report
or, where appropriate,remedysuch situations maybe subject to disciplinaryaction, up to and
includingtermination of employment.

Inthecaseofaccidentsthatresultininjury,regardlessofhowinsignificanttheinjurymay
appear,employeesshouldimmediately notifytheHumanResourcesDepartmentorthe appropriate  supervisor.
Such reportsarenecessaryto complywith lawsandinitiate insuranceand workers’compensation benefits
procedures.
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4-05 Drug andAlcohol Use

Itis DAGON s’ desiretoprovideadrug-free,healthful,andsafe workplace.Topromote thisgoal,employees are
requiredtoreport toworkinappropriatemental and physical condition to perform their jobs in asatisfactorymanner.

While on DAGON premises and while conducting business- related activities off DAGON ,no
employee may use,possess,distribute,sell,or be under thei nfluence of alcohol or illegal drugs.

Thelegaluseofprescribeddrugsispermittedonthejobonlyifitdoesnotimpairan employee’sability
toperformtheessentialfunctionsofthejobeffectivelyandinasafe manner that does not endanger other
individuals in the workplace.

Violationsofthispolicymayleadtodisciplinaryaction,uptoandincludingimmediate terminationof
employment,and/orrequiredparticipationina substance abuse rehabilitation ortreatment program. Such
violations mayalso havelegal consequences.

Employees with questions or concerns about substance dependency or abuse are
encouragedtodiscussthese matterswiththeir supervisoror theHuman Resources Department to
receiveassistanceor referrals to appropriate resources in thecommunity.

Employeeswithproblemswithalcoholandcertaindrugsthathavenotresultedin,and
arenottheimmediatesubjectof,disciplinary actionmay requestapprovaltotakeunpaid
timeofftoparticipateina rehabilitationortreatmentprogramthrough DAGON health insurancebenefit
coverage.

Leave may be granted if the employee agrees to abstain from use of the problem
substanceandabidesbyall DAGON
policies,rules,andprohibitionsrelatingtoconductintheworkplace;andifgrantingtheleavewilinotcause
DAGON anyunduehardship.

Employeeswithquestionsonthispolicyorissuesrelatedtodrug oralcoholuseintheworkplace
shouldraisetheirconcernswiththeirsupervisorortheHumanResourcesDepartmentwithout fear of reprisal.

4-06 Sexual andOtherUnlawfulHarassment

DAGON iscommittedtoprovidingaworkenvironmentthatisfree fromallformsof
discriminationandconductthatcanbeconsideredharassing,coercive, or disruptive, includingsexual harassment.

Actions,words,jokes,orcommentsbasedonanindividual’'ssex,race,color,national
origin,age,religion,disability,sexualorientation,orany  otherlegally protected characteristic ~ will
notbetolerated.

Sexualharassmentisdefinedasunwantedsexualadvances,orvisual,verbal,orphysical conduct of asexual
nature.

Thisdefinitionincludesmanyformsofoffensivebehaviorandincludesgender-based  harassmentofaperson
ofthesamesexas theharasser.Thefollowing isapartiallistof sexual harassment examples:

Unwanted sexual advances
Offering employment benefits in exchange forsexual favors
Making or threatening reprisals after a negative response to sexual advances

Visual conduct that includes leering,makingsexualgestures,or displaying ofsexuallysuggestiveobjects or
pictures,cartoons, or posters

Verbal conductthat includes making or using derogatory comments, epithets, slurs, orjokes

Verbal sexual advances or propositions
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Verbalabuseofasexualnature,graphicverbalcommentariesaboutan individual’'s body, sexually
degrading words used to describe an individual, orsuggestiveorobsceneletters, notes,orinvitations

Physical conductthat includes touching, assaulting, or impeding or blockingmovements

Unwelcomesexualadvances (either verbalor physical), requestsfor sexualfavors, andother verbal or physical
conduct of asexual nature constitutesexual harassment when:

(1)Submissiontosuchconductismadeeitherexplicitly orimplicitlyatermorcondition of employment

4-07 Customers

Customersareamongourorganization’smostvaluableassets.Every employee represents DAGON
toourcustomersandthepublic. Theway wedoourjobs
presentsanimageofourentireorganization.Customersjudgeallofus byhowthey are treated with each employee
contact.

DAGON will provide customer relations and services trainingto all employees with extensive customer
contact.

Our personal contact with the public,c, our manners on the telephone, and the
communicationswesendtocustomersareareflectionnotonly ofourselves,butalsoof the professionalism of
DAGON .

Positivecustomerrelationsnotonlyenhancethepublic’sperceptionorimageof DAGON ,butalsopay
offingreatercustomerloyalty and increased sales andprofit.

Therefore, oneof our first business priorites is to assist anycustomerorpotential
customer.Nothingismoreimportantthanbeing courteous,friendly,helpful,andprompt in the
attentionyougiveto customers.

4-08 WorkplaceViolencePrevention

DAGON iscommittedtopreventing workplaceviolenceandto maintainingasafeworkenvironment.

DAGON hasadoptedthefollowingguidelinestodealwith intimidation,harassment,orotherthreatsof(or
actual)violencethatmay occurduring business hours oron its premises.

Allemployees,includingsupervisorsandtemporaryemployees,shouldbetreatedwith courtesyand respect at
all times.

Employeesareexpectedtorefrainfromfighting,“horseplay,”orotherconductthatmay be dangerous toothers.
Firearms,weapons,andother dangerous or hazardousdevicesor substancesareprohibitedfromthe
premisesof DAGON withoutproper authorization.

Conduct that threatens, intimidates, or coerces another employee, a customer, or a member ofthe
publicat anytime, includingoff-dutyperiods, willnot be tolerated.

Thisprohibitionincludesallactsofharassment,includingharassmentthatisbasedonan
o individual's sex, race, age, or anycharacteristic protected byfederal, state,orlocal law.

Allthreatsof(oractual)violence,bothdirectandindirect,shouldbereportedassoonas possible toyour
immediate supervisororanyothermember ofmanagement.

Thisincludesthreatsbyemployees,aswellasthreatsbycustomers,vendors,solicitors, or othermembersof
thepublic. When reportinga threatofviolence,youshouldbeas specific and detailed as possible.

Allsuspiciousindividualsoractivitiesshouldalsobereportedassoonaspossibletoa  supervisor. Do  not
placeyourself in peril.
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* Ifyouseeorhearacommotionordisturbancenearyourworkstation,donottryto  intercedeor  seewhat s
happening.

* DAGON will promptly and thoroughly investigate all reports ofthreats of (or actual)violenceand
ofsuspicious individuals or activities.
* Theidentityof theindividual making a report will beprotectedas much asis practical.

* Anyonedeterminedtoberesponsibleforthreatsof(oractual)violenceorotherconduct
thatisinviolationoftheseguidelineswillbesubjecttopromptdisciplinary action,upto and includingtermination
of employment.

» DAGON encouragesemployeestobringtheirdisputesor differenceswithother employeestothe attentionof
their supervisorsor the Human Resources Department beforethesituation escalates into potential
violence.

. DAGON iseagertoassistintheresolutionofemployee disputes and willnot discipline employees
forraisingsuchconcerns.

4-09 Security Inspections

DAGON wishestomaintainaworkenvironmentthatisfreeof illegal drugs,alcohol, firearms,
explosives,orotherimproper materials.

* DAGON prohibitsthepossession,transfer,sale,oruseof suchmaterials on its premises.
» DAGON requires the cooperation of all employees in administeringthis policy.

* Desks, lockers, and other storage devices may be provided for the convenience of employees but
remain thesolepropertyof DAGON .

* Accordingly,they,aswellasanyarticlesfoundwithinthem,canbeinspectedbyany agentorrepresentativeof
DAGON atanytime,eitherwith orwithoutpriornotice.

4-10 Life-Threatening llinesses intheWorkplace
Employeeswithlife-threateningillnesses,suchascancer,heartdisease,andAIDS,oftenwishto  continuetheirnormal
pursuits, includingwork, to the extent allowed bytheir condition.

* DAGON supportstheseendeavorsaslongastheemployees areableto meet acceptable
performancestandards.

* Asinthecaseofotherdisabiliies, DAGON  willmake reasonable accommodationsinaccordance
withalllegalrequirements,toallowqualified employees with life-threateningillnesses to perform the
essential functionsoftheirjobs.

* Medicalinformationonindividualemployeesistreatedconfidentially. DAGON
willtakereasonableprecautionstoprotectsuchinformationfrom inappropriate disclosure.

* Managers and other employees have a responsibility to respect and maintain the confidentialityof
employeemedical information.

* Anyoneinappropriatelydisclosingsuchinformationissubjecttodisciplinaryaction,up to and
includingtermination of employment.
Employeeswithquestionsorconcernsaboutlife-threatening illnessesareencouragedtocontact
theHumanResourcesDepartmentfor informationandreferraltoappropriateservicesand resources.

4-11 Visitors intheWorkplace
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Toprovideforthesafetyandsecurityofemployeesandthefacilitiesat DAGON , onlyauthorized visitors areallowed in
theworkplace.

Restrictingunauthorizedvisitorshelpsmaintainsafety  standards,protectsagainsttheft,ensures  security of
equipment, protects confidential information, safeguards employee welfare, and avoids potential
distractionsand disturbances.

e All visitors should enter DAGON at the mainentrance.
* Authorized visitors willreceive directions or beescorted to theirdestination.
* Employeesare responsible forthe conduct and safetyof their visitors.

* Ifanunauthorizedindividualisobservedon DAGON ’
premises,employeesshouldimmediatelynotifytheirsupervisoror,ifnecessary,direct the individual to the
main entrance.

4-12 UseofPhoneandMail Systems

Personaluseof the telephone forlong-distance andtollcallsisnotpermitted.Employeesshould
practicediscretionwhenmakinglocalpersonalcallsandmay berequiredtoreimburse DAGON forany
chargesresultingfromtheirpersonaluseofthe telephone.

* To ensure effective telephone communications, employees should always use the
approvedgreeting(“GoodMorning, DAGON "or‘Good Afternoon, DAGON
"asapplicable)andspeakinacourteousand
professionalmanner.Pleaseconfirminformationreceivedfromthecallerandhang up onlyafter thecaller has
doneso.

* Themail system is reserved forbusiness purposes only.

* Employeesshouldrefrainfromsendingorreceivingpersonalmailattheworkplace.The e-
mailsystemistheproperty of DAGON .Occasionaluseof the e-mail system forpersonal messages
ispermitted, within reasonablelimits.

*  DAGON willnotguaranteetheprivacyofthee-mailsystem except to the extent required bylaw.

4-13 ComputerandE-mailUsage

Computers,computerfiles,thee-mailsystem,andsoftwarefurnishedtoemployeesare  DAGON  propertyintended
forbusiness use.

* Employees cannotuse a password, access a file, or retrieve any stored communication
withoutauthorization.

* DAGON strivestomaintainaworkplacefreeofharassment and is sensitive to the diversityof its employees.

* Therefore, DAGON prohibitstheuseofcomputersandthe e-mail system in ways that aredisruptive,
offensiveto others, orharmful to morale.

* Forexample,thedisplayortransmissionofsexuallyexplicitimages,messages,and cartoons is not allowed.

* Othersuchmisuseincludes,butisnotlimitedto,ethnicslurs,racialcomments,off-color jokes, or anythingthat
maybe construed as harassment orshowingdisrespect forothers.

* Employeesshouldnotifytheirimmediatesupervisor,theHumanResourcesDepartment, or anymember of
management upon learningof violations of this policy.

* Employees whoviolatethispolicywillbesubjecttodisciplinaryaction,uptoand includingtermination
ofemployment.

4-14 Internet Usage
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Internetaccess toglobalelectronicinformationresources ontheWorld Wide Web is provided by DAGON
toassistemployeesinobtainingwork-related dataand technology.

The following guidelines have been established to help ensure responsible and productive
Internet usage.

Whilelnternetusageisintendedforjob-relatedactivities,incidentalandoccasionalbrief personal use ofe-mail
and thelnternet is permitted within reasonable limits.

All  Internet data that is composed, transmitted, or received via our computer
communicationssystemsisconsideredtobe partof the officialrecords of DAGON
,assuch,issubjecttodisclosuretolawenforcementorotherthird parties.
Employeesshouldexpectonlythelevelofprivacythatiswarrantedbyexistinglawand no more.

Consequently,employeesshouldalwaysensurethatthebusinessinformationcontained inInternet e-
mailmessagesandother transmissionsisaccurate,appropriate,ethical,and lawful.Any
questionsregardingthelegaleffectofamessageortransmissionshouldbe brought to ourGeneral Counsel.
Data that is composed, transmitted, accessed, or received via the Internet must not
containcontentthatcouldbe  considereddiscriminatory,offensive,  obscene,threatening,  harassing,
intimidating, or disruptive to anyemployeeor other person.
Examplesofunacceptablecontentmayinclude,butarenotlimitedto,sexualcomments
orimages,racialslurs,gender-specificcomments,orany  othercommentsorimagesthat couldreasonably
offendsomeoneonthebasisofrace,age,sex,religiousorpolitical
beliefs,nationalorigin,disability,sexualorientation,orany othercharacteristicprotected bylaw.

Theunauthorizeduse,installation,copying,ordistributionofcopyrighted,trademarked, orpatented material
on thelnternet is expresslyprohibited.
Asageneralrule,ifanemployeedidnotcreatematerial,doesnotowntherightstoit,or has not gotten
authorization for its use, itshould not be put on thelnternet.

Employeesare alsoresponsibleforensuring thatthepersonsending anymaterialoverthelnternet has
theappropriate distribution rights.

AnyquestionsregardingtheuseofsuchinformationshouldbebroughttoourGeneralCounsel.

Internetusersshouldtakethenecessaryanti-virusprecautionsbeforedownloadingor copying anyfile from
thelnternet.

Alldownloadedfilesaretobecheckedforviruses;allcompressedfilesaretobechecked beforeand after
decompression.

Abuse of the Internet access provided by DAGON in violationofthelawor DAGON policieswillresultin
disciplinaryaction, up to and includingtermination of employment.

Employees mayalso be held personallyliable for anyviolations of this policy.

Thefollowingbehaviorsareexamplesofpreviouslystatedoradditionalactionsandactivities that areprohibitedand
can resultin disciplinaryaction, or lead to dismissal if 3 times reprimanded:

Sendingor postingdiscriminatory, harassing, or threateningmessages or images

Usingthe organization’s time and resources forpersonal gain, by means any social application
(Facebook, Twitter, Skype, Messenger, Line, Viber,...)

Stealing, using, or disclosingsomeoneelse’s codeor password withoutauthorization

Copying, pirating, or downloadingsoftware andelectronicfiles without permission

Sendingorpostingconfidentialmaterial,tradesecrets,orproprietaryinformation outsideof theorganization
Violatingcopyright law
Failingto observelicensingagreements

Engaginginunauthorizedtransactionsthatmayincuracosttotheorganizationor initiate unwantedinternet
services andtransmissions
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* Sendingorpostingmessagesormaterialthatcoulddamagetheorganization’simageor reputation
* Participatingin theviewingorexchangeof pornographyor obscenematerials

* Sendingor postingmessages that defame orslander other individuals

* Attemptingto break intothe computer system of anotherorganization orperson

* Refusingto cooperatewith a securityinvestigation

* Sending or posting chain letters, solicitations, or advertisements not related to business purposes or
activities
* Usingthelnternetforpoliticalcausesoractivities,religiousactivities,oranysortof gambling

* Jeopardizingthe securityof theorganization’s electronic communications systems
* Sending or posting messages that disparage another organization’s products orservices

* Passingoffpersonal views as representingthoseofthe organization
* Sendinganonymous e-mail messages
* Engagingin anyother illegal activities

4-15 Solicitation

Inanefforttoensure a productive andharmoniousworkenvironment,personsnotemployedby = DAGON may
notsolicitordistributeliteratureintheworkplaceat anytime for anypurpose.

DAGON recognizesthatemployeesmay haveinterestsinevents, organizations, and politic outsidethe workplace.

However,employeesmay notsolicitordistributeliteratureconcerning theseactivitiesduring
workingtime.(Workingtimedoesnotincludelunchperiods,workbreaks,oranyotherperiods in  which employees
arenot on duty.)

Examples of impermissible forms of solicitation include:
* The collection ofmoney,goods, orgifts for communitygroups
* The collection ofmoney,goods, orgifts for religious groups
* The collection ofmoney,goods, orgifts for political groups
* The collection ofmoney,goods, orgifts for charitablegroups
* Thesaleofgoods,services,orsubscriptionsoutsidethescopeofofficialorganization business
* The circulation ofpetitions
* Thedistribution ofliteraturein workingareasat anytime

* Thesolicitation of memberships, fees, or dues

Inaddition, the posting of written solicitations oncompanybulletin boardsand solicitations bye- mail
arerestricted.
Companybulletin boardsdisplayimportant informationfor employeessuch as:

* Employeeannouncements
* Workers’ compensation insuranceinformation
» Disabilityinsurance/unemployment insuranceinformation

Ifemployeeshaveamessageofinteresttotheworkplace,theymay submitittotheHuman
ResourcesDirectorforapproval.Allapproved messageswillbepostedby theHumanResources Director.

4-16 Emergency Closings

* Attimes,emergenciessuchassevereweather,fires,powerfailures,orearthquakescan  disrupt  company
operations. In extremecases, these circumstances may require the closingofawork facility.
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* - Incaseswhereanemergencyclosingisnotauthorized,employeeswhofailtoreportfor work willnot be paid
forthe timeoff.

5-01 ProblemResolution
* DAGON is committed to providing the best possible working conditions forits employees.

* Partofthiscommitmentisencouraginganopenandfrankatmosphereinwhichany
problem,complaint,suggestion,orquestionreceivesatimely responsefrom DAGON supervisors
andmanagement.

* DAGON strivestoensurefairandhonesttreatmentofall
employees.Supervisors,managers,andemployeesare expectedtotreateachother with respect. Employees
areencouraged to offer positive and constructive criticism.

* Ifemployeesdisagreewithestablishedrulesofconduct,policies,orpractices,theycan express their concern
through the problem resolution procedure.

* Noemployeewillbepenalized,formallyorinformally,forvoicing acomplaintwith DAGON
inareasonable,business-likemanner,orforusing the problem resolution procedure.

* If a situation occurs when employees believe that a condition of employment or a decisionaffecting
themisunjustorinequitable,they areencouragedtomakeuseofthe followingsteps.

The employeemaydiscontinuethe procedureatanystep.

1. Theemployeepresentstheproblemtohisorherimmediatesupervisorafterthe incident occurs. If the
supervisor is unavailable or the employee believes it would be inappropriatetocontact
thatperson,theemployeemaypresenttheproblemtotheHuman Resources Department orthe CEO.

2.Thesupervisorrespondstotheproblemduring discussionorafterconsulting with appropriate
management, when necessary. Thesupervisordocuments this discussion.

3. The employee presents the problem to the Human Resources Department if the problem is
unresolved.

4. TheHumanResourcesDepartmentcounsels andadvisestheemployee,assistsin
puttingthe problem in writing, and visits with the employee’s manager(s).

Noteveryproblemcanberesolvedtoeveryone’stotalsatisfaction,butonlythrough ~ understanding  anddiscussing
mutualproblemscanemployeesandmanagementdevelop confidence ineachother.Thisconfidence
isimportanttotheoperationof anefficientand harmonious work environment.

5-02 ProgressiveDiscipline

The purpose of this policy is to state DAGON position on
administeringequitableand consistent discipline forunsatisfactoryconductin theworkplace.

* Thebestdisciplinarymeasureistheonethatdoesnothavetobeenforcedandcomes from good leadership and
fair supervision at all employment levels.

* DAGON ’ownbestinterestliesinensuringfairtreatmentof allemployeesandinmakingcertainthatdisciplinary
actionsareprompt,uniform,and impartial.

* The major purpose of any disciplinary action is to correct the problem, prevent recurrence, and
preparethe employee for satisfactoryservicein thefuture.

* Althoughemploymentwith DAGON isbasedonmutual consentandboththeemployeeand DAGON
hastherightto terminateemploymentwithadvancenotice, DAGON may use progressivediscipline at its
discretion.
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* DAGON recognizesthattherearecertaintypesofemployee problemsthatareseriousenoughtojustify
eitherasuspensionor,inextremesituations, termination of employment, without goingthroughthe usual
progressivediscipline steps.

* Progressivedisciplinemeansthat,withrespecttomanydisciplinary problems,thesefour
stepswillnormallybefollowed. However,theremaybecircumstanceswhenoneor moresteps arebypassed.

» Disciplinaryaction maycallfor anyof four step:
1. verbal warning,
2. written warning,
3. suspension with or without pay, or
4. terminationof employment;
dependingon the severityof theproblem and thenumberof occurrences.

Whileitisimpossibletolisteverytypeofbehaviorthatmaybedeemedaserious
offense,theEmployeeConductandWorkRulespolicy includesexamplesofproblems that mayresultin
immediatesuspension or termination of employment.

However, the problems listed are not all necessarily serious offenses, but may be examples of
unsatisfactoryconduct that will trigger progressivediscipline.

Byusingprogressivediscipline,wehopethatmostemployeeproblemscanbecorrected
atanearlystage,benefitingboththeemployeeand DAGON .

5-03 Resignation

Resignationisavoluntaryactinitiatedbytheemployeetoterminateemploymentwith DAGON .

DAGON requestsatleastOne Month’writtennoticeofresignation from non-exempt employeesand one month
written notice of resignation from exempt employees.

Priortoanemployee’sdeparture,anexitinterviewwillbescheduledtodiscussthereasonsforresignation and the
effectof the resignation on benefits.

5-04 Employment Termination

Terminationofemploymentisaninevitablepartofpersonnelactivitywithinanyorganization andmany
ofthereasonsforterminationareroutine.Belowareexamplesofsomeofthemost common circumstances under
which employmentis terminated:

* resignation—voluntaryemployment termination initiated byanemployee.

» discharge—involuntaryemployment termination initiated bythe organization.

* layoff—involuntary employment termination initiated by the organization because of an
organizational change.

* retirement—voluntary employmentterminationinitiated bytheemployeemeeting age, length of
service,and anyother criteria for retirement from the organization.

* DAGON willgenerallyscheduleexitinterviewsatthetime of employment termination.

* Theexitinterviewwillaffordanopportunity todiscusssuchissuesasemployeebenefits,
conversionprivileges,repaymentofoutstanding debtsto DAGON ,orreturnof DAGON -ownedproperty,and
suggestions, complaints,and questions can also bevoiced.
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Since employment with DAGON is based on mutual consent,boththeemployeeand DAGON
havetherightto terminate employment atwill, with or without cause, at anytime.

Employeeswillreceivetheir final payin accordancewith applicablestatelaw.
Employeebenefits will be affected byemployment termination in the followingmanner.
All accrued, vested benefits that aredue and payable at termination willbepaid.

Somebenefitsmaybecontinuedattheemployee’sexpenseiftheemployeesochooses.
The employeewillbenotified in writingofthe benefits that maybe continued and ofthe terms, conditions,
and limitations of such continuance.

5-05 Return ofProperty

Employees are responsible for all DAGON property, materials, or written information issued to them or
in their possession or control.

Employeesmustreturnall DAGON propertyimmediately upon request or upon termination of
employment.

Wherepermitted byapplicable laws, DAGON maywithhold
fromtheemployee’scheckorfinalpaycheckthecostofany itemsthatarenotreturned when required.

DAGON mayalsotakeallactiondeemedappropriateto recover orprotect its property.

6-01 Suggestions

Asemployeesof DAGON ,youhavetheopportunitytocontribute toourfuturesuccessandgrowthby
submittingsuggestionsforpracticalwork-improvementor cost-savings ideas.

All regular employees are eligibleto participate inthe suggestion program.

Asuggestionisanideathatwillbenefit DAGON bysolving aproblem,reducing
costs,improvingoperationsorprocedures,enhancingcustomer service,eliminating
wasteorspoilage,ormaking DAGON a better orsafer placeto work.

Allsuggestionsshouldcontainadescriptionoftheproblemorconditiontobeimproved,
adetailedexplanationofthesolutionorimprovement,andthereasonswhy itshouldbe implemented.

Statementsofproblemswithoutaccompanying solutionsorrecommendationsconcerning co-
workersandmanagementarenotappropriatesuggestions.lfyouhave questionsor need advice aboutyour
idea,contactyour supervisor forhelp.

SubmitsuggestionstotheHumanResourcesDepartmentand,afterreview,theywillbe forwardedtothe
SuggestionCommittee.Assoonaspossible,youwillbenotifiedof the adoption or rejection ofyour
suggestion.

Specialrecognitionand,optionally,acashawardwillbegiventoemployeeswhosubmit asuggestion that is
implemented.

All suggestions can bemadewithoutfear ofreprisal.
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