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INTRODUCTION

The Code of Ethics was created out of the need to describe the functioning in Staff In Sp. z 0.0. rules
of conduct, in order to increase the awareness of all employees and business partners. Its provisions
are based on the need to comply with ethical standards and clearly defined standards of conduct in
both social and professional relations. Adherence to the principles of ethics is a source of values that
positively affect our relations with the environment in the workplace and outside it.

The Code's task is to help us make the right choices by identifying key patterns and ethical standards
in our professional activities. The Code is designed to help eliminate negative phenomena and
behaviors that most often result from our unconsciousness.

All employees and business partners are expected to adhere to the following values and principles in
their daily work.

1. BUSINESS ETHICS

1.1. Anti-corruption

1.1.1. We operate in an open, direct and fair manner, adhering to antitrust law and the standards of
fair competition.

1.1.2. Employees at Staff In Sp. z 0.0. they are not allowed to offer any property benefits to their
current or potential business partners. It is also forbidden to provoke customers or suppliers to offer
gifts or favors to employees.

1.1.3. Staff In Sp. z 0.0. does not approve of any corrupt actions that may give the impression of an
attempt to commit bribery.

1.1.4. Employees at Staff In Sp. z 0.0. undertake to counteract corruption, and are also responsible
for actively communicating the assumptions of the following anti-corruption policy while performing
their official duties:

1.1.4.1. All employees are obliged to inform about circumstances that may affect the impartial
performance of their duties.

1.1.4.2. If they become aware of corruption, employees are required to secure any evidence and
notify the employer through their supervisor, and if the above applies to the supervisor, to notify the
employer directly.

1.1.4.3. In the course of providing information on corruption, it is necessary to maintain the
confidentiality of information, both in relation to any individual reporting the occurrence of
corruption and individuals to whom the information relates.

1.1.4.4. In order to confirm information about a justified suspicion of corruption and to possibly
secure material evidence, the employer carries out an inspection in person or by an authorized
employee.

1.1.4.5. If the information about the justified suspicion of corruption behavior is confirmed, the
employer undertakes actions aimed at drawing official consequences against the employee /s
against whom the allegations of their corrupt activities have been confirmed.

1.2. No unfair competition



1.2.1. Each of our employees is obliged to comply with the principles of competition law and
antitrust law. This means that it does not conduct conversations with competitors, during which
prices of commercial terms and the company's know-how are discussed.

1.2.2. It is unacceptable to favor or exclude business partners.

1.2.3. In addition, we expect our business partners to be fully responsible for their own conduct in
order to guarantee fair competition.

1.3. Protection of intellectual property

1.3.1. We do not infringe upon the intellectual property of others through unauthorized use, copying,
distribution, and alteration.

1.3.2. Intellectual property and confidential information are not allowed to go outside the company
without the prior consent or consent of the employer.

1.4. Respect for companies and people

1.4.1. We treat all employees with dignity and respect, verbal abuse of employees, mental and
physical coercion is not tolerated. Staff In Sp. z 0.0. expects a similar attitude from all its partners,
both in cooperation and in relations with other entities or persons.

1.5. Data transfer / disclosure control

1.5.1. Employees at Staff In Sp. z 0.0. guarantee a fast and uninterrupted flow of information. To
support collaboration, knowledge and information should be communicated immediately,
completely and without adulteration.

1.5.2. Each of our employees uses only fair and lawful means to communicate and pursue the
interests of the company.

1.5.3. Each of our employees is obliged to comply with data protection requirements, as well as legal
regulations relating to the protection of information and protection against the misuse of
confidential, secret and personal data.

1.5.4. Each employee is obliged to keep trade and business secrets due to performing specific
functions in the company.

1.5.5. We make sure that internal information is available only to persons authorized to receive it.
1.6. Conflict of Interest

1.6.1. Staff In Sp. z 0.0. decisions regarding cooperation with business partners are made solely on
the basis of objective criteria that are not dependent on personal interests and relationships.

1.6.2. We place great emphasis on ensuring that our employees, in the course of performing their
professional duties, do not enter into relationships with clients and external suppliers that may result
in bias of choices and a lack of objectivity.

1.6.3. Each employee who works or provides services to other companies cooperating with Staff In
Sp. z 0.0., should report this fact in writing to the HR Department. In the event of a conflict of
interest, such activity must be terminated.



2. FORCED LABOR AND CHILD LABOR

2.1. We respect fundamental human rights.

2.2. Any form of coercion to work by restriction of freedom or threats of physical violence as
discipline or control is prohibited.

2.3. We respect the minimum age in the hiring process in accordance with national laws.
2.4. Employing children is strictly prohibited under any circumstances.

3. FREEDOM OF ASSOCIATION

3.1. We recognize the fundamental right of all workers to form trade unions and elect their
representatives.

3.2. We declare our willingness to honestly and trusting cooperation with employee representatives
and striving to achieve a balance of interests.

4. ABUSE AND DISCRIMINATION - equal opportunities and mutual respect

4.1. We promote a policy of equal opportunities and equal treatment. All decisions are made on the
basis of merit, regardless of skin color, religion, gender, sexual orientation, status, national origin or
degree of fitness.

4.2. We comply with applicable employment law and expect all our employees to treat each other
with dignity and respect.

4.3. We do not discriminate against anyone on the basis of their nationality, race, gender, religion,
political affiliation, disability, sexual orientation or any other reason.

4.4. Our principle is to find, hire and support employees based on their qualifications and skills. We
forbid our employees to show any forms of discrimination (e.g. by harming, harassing, mobbing) and
we support partnership-based cooperation based on mutual respect for another human being.

4.5. Staff In Sp. z 0.0. bases its organizational culture on the values and individual needs of
employees.

It creates opportunities for employees to develop, organize training without discriminating against
anyone.

5. HEALTH AND SAFETY

5.1. We follow safety standards and regulations.

5.2. We are responsible for the safety and health of our employees. We guarantee protection and
safety at work in accordance with applicable regulations.

5.3. By constantly improving the working environment, we strive to improve the quality as well as the
efficiency and satisfaction of employees with the work performance. Each of our employees cares
about their health and adheres to health and safety at work regulations.

5.4. Safety and health are the key value of Staff In Sp. z 0.0. We always comply with the applicable
health and safety rules and regulations. In addition, we consistently promote safe practices and avoid
unnecessary risk to our employees.



6. REMUNERATION AND ADDITIONAL BENEFITS

6.1. Staff In z 0.0. respects the legal requirements regarding the amount of the minimum wage.
6.2. Staff In z 0.0. provides employees with detailed salary information.

6.3. Wages and salaries and additional benefits are calculated and paid in accordance with applicable
law.

7. WORKING TIME

7.1. Staff In Sp. z 0.0. respects at least the minimum legal requirements for maximum allowable
working hours.

7.2. The number of working hours, including overtime, is in line with the applicable legal provisions
regulating the permissible number of working hours.

7.3. Staff In Sp. z 0.0. complies with the applicable legal regulations and standards regarding public
holidays.

7.4. Staff In Sp. z 0.0. maintains a transparent and reliable system for recording working time and
remuneration.

8. SUBMISSION OF COMPLAINTS

8.1. Each employee may report a suspicion that there has been a breach of the law and the Code of
Ethics. Violations should be reported using one of the available channels:

1.a conversation with the supervisor,
2. an interview with an employee of the HR Department,

3. report the problem anonymously by throwing it into the mailbox located at the headquarters of
Staff In Sp. 0.0., which is opened by a commission at the end of each month.

8.2. The name of the reporting person is only disclosed with his consent. Therefore, contact is made
confidentially.

8.3. Each reported problem is forwarded to a Management Board Member, who makes a decision on
how to solve it within 14 days.

8.4. The list of complaints and requests submitted in a given month and decisions made in this regard
is posted on the notice boards by the end of the following month.

8.5. Staff In z 0.0. completely prohibits retaliation against any employee who reports suspected
violations of the law or the above code.

8.6. If retaliatory actions occur, they should be immediately reported using the channels from point 8.1



9. KNOWLEDGE AND AVAILABILITY OF THE CODE

9.1. All employees, regardless of their position in the structure of the organization, have the
opportunity to learn about the values and principles set out in the Code of Ethics.

9.2. Each supervisor makes sure that employees in his area know and apply the Code of Ethics.

9.3.In the event of any questions or ambiguities regarding the application of the Code of Ethics, the
superior is the first contact person. The employee may also report this matter to the HR Department.

9.4. The Code of Ethics is available from the immediate supervisor and in the HR Department.



ANTI-SLAVERY AND HUMAN TRAFFICKING POLICY

Trafficking of human beings, called slavery of the 21st century, as defined in Art. 115 § 22 of the
Criminal Code is: recruiting, transporting, delivering, transferring, storing or receiving a person with
the use of:

1) unlawful violence or threats,
2) abduction,
3) deception,

4) misrepresentation or exploitation of an error or inability to properly understand the undertaken
action,

5) abuse of the relationship of dependency, the use of a critical position or state of helplessness,

6) granting or accepting a material or personal benefit or its promise to a person who carries out
custody or supervision over another person

- to use it, even with its consent, in particular in prostitution, pornography or other forms of sexual
exploitation, in forced labor or services, in begging, slavery or other forms of exploitation that degrade
human dignity or in order to obtain cells, tissues or organs contrary to the provisions of the Act. If the
perpetrator's behavior concerns a minor, it constitutes trafficking of human beings, even if the methods
or measures listed in points 1-6 have not been used.

On the other hand, slavery according to Art. 115 § 23 of the Criminal Code is a state of dependence in
which a person is treated as an object of property.

Staff In presents a zero tolerance approach to modern slavery. We are committed to acting ethically
and honestly in every area of our operations and business relationships, and to implement and

enforce effective systems and controls to ensure that modern slavery does not take place in our or

our contractors' business.

We expect the same high standards from all our contractors, suppliers and other business partners.
We develop and update our contracting processes to include specific prohibitions against forced
labor, human trafficking or any form of slavery, whether they are adults or children.

All members of our team are required to review our procedures to help identify and prevent modern
day slavery.



ENVIRONMENTAL POLICY

Staff In is a provider of human resource management services and has been operating since 2014,
ensuring strategic and consistent management of temporary workers and the recruitment of permanent
staff to many industry sectors.

We are aware that our activities have a direct and indirect impact on the environment. Therefore, we
are committed to taking measures to protect the environment and reduce carbon dioxide emissions
from those areas of our business that have the greatest impact on the environment.

Our environmental policy aims to reduce our carbon footprint by 10% over the next 5 years.
To achieve this goal, we will :

- with fewer and is a need to promote business trips and walks, rides e cycling and use of public
transport as an alternative s for a private motor vehicle,

- to avoid and reduce the amount of waste and to encourage the appropriate re-use and recycling of
waste, such as moving to a paperless administration and transfer redundant IT equipment to charity,

- to buy, if possible, recycled products and products with lower emissions, such as recycled paper and
IT equipment with lower energy consumption,

- conserve our energy, for example, making sure that all devices and lights are turned off when nobody
isin the room , and the machine heating system IT and the air conditioning are properly controlled that
and used that,

- to choose suppliers who in their activities are guided by policies environment,

- promote understanding of our impact on the environment, raising awareness and the need to
protect the environment among employees,

- ensure compliance with the environmental protection law.



WORK REGULATIONS

STAFF IN SP. Z O. O.
WITH HEADQUARTERS IN WROCLAW.

OF FEBRUARY 1, 2018

=y staffin

Pr@?me Staff



CHAPTER I. General provisions

Based on Article. 104,104 1,104 2 ,104 3 of the Act of June 26, 1974 - Labor Code (consolidated text:
Journal of Laws of 2018, item 108, as amended ) and Art. 5 of the Act of July 9, 2003. on employment

of temporary workers (Journal of Laws of 20 16, item 360, as amended ) and implementing acts to

the Labor Code, in order to define the rights and obligations arising from the organization of work,

the following is agreed:

1. The work regulations establish the order and organization of work and the related rights and
obligations of Employees and Temporary Employees and the Employer.

2. The terms used in the Work Regulations have the following meanings:

a) Employer, Agency - Staff In Sp. z 0.0. based in Wroctaw, NIP: 9512381837; REGON: 147341916;

b) Employer User, User - each employer or entity that is not an employer within the meaning of the
Labor Code referred to in the Act and is the client of the Agency, assigning tasks to the Temporary

Employee and controlling their performance;

c) Employee - a person employed by Staff In Sp. z 0.0. based in Wroctaw on the basis of an employment
contract, not being a Temporary Employee;

d) Temporary Worker - a person employed by Staff In Sp. z 0.0. based in Wroctaw solely for the purpose
of performing temporary work for and under the direction of a specific User Employer;

e) Regulations - these Regulations of Staff In Sp.z 0.0 .;
f) Work establishment - the Employer's enterprise;

g) Act - the Act of 9 July 2003 on the employment of temporary workers (Journal of Laws of 2016,
item 360, as amended).

3. The following chapters of the Regulations apply to:
a) Employees (Chapters 1I-VIII);
b) Temporary Workers (Chapters IX -XV);

c) Employees and Temporary Workers (Chapters XVI - XVII).

CHAPTER Il. Duties and rights of Employees and Employers

1. The basic duties of each Employee include:

a) full use of working time for the performance of professional duties,

b) reliable and effective work performance and striving to obtain the best results at work,
c) adherence to the agreed working hours and order,

d) exact and conscientious execution of superiors' instructions,



e) compliance with the provisions and principles of occupational health and safety and fire regulations,

f) taking care of the good and property of the Employer and using it in accordance with its intended
purpose,

g) caring for the good of the Employer, in particular by keeping secret technological, technical,
commercial and organizational information, the disclosure of which could expose the Employer
to damage,

h) striving to achieve the best possible results at work and showing appropriate initiative for this
purpose,

i) adherence to the principles of social coexistence,

j) not smoking on the premises of the Workplace outside of designated places,

k) using the Employer&#39;s tools, including a computer and e-mail, only for business purposes,

[) not using vulgar, rude or inappropriate words in relation to superiors, co-workers and third parties,
m) not accepting private correspondence to the Employer's address,

n) not using the internal circulation of mail to send private correspondence with the Employer,

o) in the event of a breakdown - notifying the relevant services and not leaving the place of breakdown
until the arrival of the relevant services,

p) protection of personal data processed by the Employee,

q) compliance with the Employer&#39;s internal policies related to the use of the IT network.

2. Particularly gross violations of the established order and discipline of work are in particular:

a) improper and careless performance of work and damage to the Employer's property,

b) performing work during work not related to the tasks resulting from the employment relationship,
¢) disturbing order and peace in the workplace,

d) leaving the workplace without justification, not showing up for work and being late for work,

e) coming to work after consuming alcohol or other intoxicants, consuming alcohol or other intoxicants
during work or at work, as well as bringing or storing the above substances at work,

f) not following the official orders of superiors,
g) inappropriate attitude towards superiors and other Employees (Temporary Employees),

h) causing damage to the Employer or seizure of the Employer&#39;s property (theft of property or
complicity in theft),

i) untimely or unreliable handling of matters, preparation and transfer of documents,
j) breach of other obligations specified in these Regulations,

k) Failure to comply with the acts of internal law in force at the Employer's.



3. The basic obligations of the Employer towards Employees are in particular:

a) familiarizing employees with the scope of their duties and powers and the manner of performing
work in designated positions,

b) providing Employees with the text of the provisions on equal treatment in employment in the form
of Appendix 2 to these Regulations,

¢) informing Employees about the possibility of full-time or part-time employment, and for employees
working for a fixed period - about vacancies,

d) skillful organization of work in a manner ensuring full use of working time, using the talents and
qualifications of Employees in a manner conducive to increasing the efficiency and quality of work, and
in @ manner ensuring reduction of the nuisance of work, especially monotonous work and work at a
predetermined pace,

e) ensuring safe and hygienic working conditions and conducting employee training in the field of health
and safety and fire protection,

f) timely and proper payment of remuneration,
g) the use of objective and fair criteria for the evaluation of Employees and the results of their work,

h) creating conditions for the implementation of the principle of equal treatment in employment and
preventing discrimination,

i) counteracting mobbing,

j) keeping personal files separately for each Employee and other employee documentation, in
accordance with applicable requlations.

4. Employers have the right, in particular, to:

a) using the results of the work performed by employees,

b) issuing binding work orders to Employees to the extent that these orders do not contradict the
employment contract, applicable regulations or the principles of social coexistence,

) determining the scope of employee duties of each Employee, in accordance with the provisions of
employment contracts and applicable regulations.

5. Employees are entitled in particular to:

a) employment in a position in accordance with the provisions of the employment contract and
qualifications,

b) receiving remuneration for work in a timely manner,

¢) rest on days off from work and the use of holiday leaves and other breaks specified by law,

d) equal and equal treatment by the Employer for fulfilling the same obligations,

e) performing work in conditions consistent with the provisions of occupational health and safety,
f) reimbursement by the employer of the cost of eyeglasses correcting eyesight to the amount not

exceeding one-time PLN 200, in the event that an occupational medicine doctor during examinations
as part of preventive health care referred to in the Labor Code and implementing provisions,



g) reimbursement by the employer of the cost of eyeglasses correcting eyesight to the amount not
exceeding PLN 200 at a time, if the occupational medicine physician during examinations under
preventive health care, referred to in the Labor Code and implementing regulations, determines the
need for the employee to use while working at the service screen monitor of the above-mentioned
glasses. The reimbursement of the costs of glasses (lenses) takes place after the invoice for the glasses
(lenses) has been delivered to the Human Resources Department from the optical department.

CHAPTER Ill. Employees working time

1. Working time

Working time is the time when the Employee is at the disposal of the Employer at the Workplace orin
another place designated for work.

2. The method of confirming the presence at work by the Employee

2.1. The employee is required to confirm his arrival at work and leave the workplace using the
attendance list.

2.2. Employees working from a place other than the workplace notify their supervisor of the
commencement and termination of work by e-mail.

2.3. Employees performing official duties outside the workplace are obliged to ensure direct contact
with them during working hours.

3. Standards of working time and settlement period

3.1. Working time is on average 40 hours a week within an average 5-day working week in the adopted
settlement period. The daily working time standard is 8 hours.

3.2. The billing period is 4 months and starts in January.
4. Working time systems used by the Employer

4.1. The basic system applies to all Employees except for Employees covered by the task-based working
time system.

4.2. Task-based working time system

a) In the task working time system, the Employer, in consultation with the Employee, determines the
time necessary to perform the entrusted tasks, taking into account the working time resulting from
the standards specified in art. 129 of the Labor Code.

b) The task-based working time system applies to employees employed in managerial / managerial
positions.

) Records of working hours are not kept in relation to Employees employed in the task-based working
time system.

d) Employees employed in task working time independently determine their working time schedule
in compliance with the working time standards specified in Art. 129 of the Labor Code and the rest
periods described in point 6.2-6.3. Of the Regulations, and their working time should be organized in
such a way that it does not fall at night, on Sundays and public holidays.

5. Working hours

5.1 The working hours of the Workplace are from 06.00 to 22.00. Working hours of a particular
department are set by its superior, subject to point 5.2.



5.2 At the written request of the Employee, a flexible work schedule may be applied to himin
accordance with Art. 1401 &1 or 2 of the Labor Code

5.3 Performing work in accordance with the schedule of working time described in point 5.2 may not
violate the Employee&#39;s right to rest referred to in point 6.2-6.3.

5.4 In the cases specified in point 5.2, performing work again on the same day does not constitute
overtime work.

6. Breaks. Rest periods

6.1 Employees whose daily working time is at least 6 hours are entitled to a 15-minute break, included
in the working time.

6.2 An employee is entitled to at least 11 hours of uninterrupted rest in any 24 hours, with the proviso
that this provision does not apply to:

a) Employees managing the workplace on behalf of the Employer,

b) cases of the necessity to carry out a rescue operation, protection of property or the environment,
or to remove a failure.

In the cases referred to in point a) and b) During the reference period, the employee is entitled to an
equivalent period of rest.

6.3 Every week, an employee is entitled to at least 35 hours of uninterrupted rest, including at least
11 hours of uninterrupted daily rest.

7. Overtime work

7.1 In cases justified by the necessity to conduct a rescue operation in order to protect human
life or health, protect property or the environment, or remove a failure or the specific needs of the
Employer, the Employer may oblige Employees to work overtime.

7.2 Overtime work is allowed only at the express command of the superior or with his consent .

7.3 The Employer sets the annual limit of overtime hours provided for the Employer's special needs at
416 hours, and the average number of working hours, including overtime, may not exceed 48 hours per
week in the adopted settlement period.

7.4 For overtime work, the Employee is entitled, in addition to the normal remuneration, an allowance in
the amount specified in the provisions of the labor law, subject to the following provisions.

7.5 In return for the time worked overtime, the Employer, upon a written request of the Employee , may
grant the Employee the same amount of time off work. Granting time off in exchange fFor overtime work
may also take place without the employee's request. In such a case, the Employer grants time off from
work, at the latest by the end of the settlement period, in the amount 50% higher than the number of
overtime hours worked, however, this may not reduce the remuneration due to the Employee for the
full monthly working time.

7.6 In the case specified in point 7.5. An employee is not entitled to a supplement for overtime work.



CHAPTER IV. Organization of Employee work

1. An employee is obliged to work in a place assigned to him by the head of a given organizational unit
or the Employer.

2. The employee receiving the work tools is responsible for their condition, maintenance and use as
intended.

3. When the employee finishes his work, he is obliged to put his position in order and leave it in proper
order, in particular by securing files, documents, stamps and turning off the equipment.

4. Removal of instruments, tools and other items belonging to the Employer is not allowed without the
express consent of the supervisor each time, except for those necessary to perform work outside the
premises of the Workplace. If Employees use PCs and notebooks, they are obliged to use only the
software provided by the Employer.

5. All documents and data related to the Employer or its clients are the exclusive property of the
Employer and may not be used by Employees for purposes other than work. In particular, it is forbidden
to copy documents, print business electronic correspondence, save documents or data on any media or
forward them electronically, if it is not related to the performance of employee duties.

6. The Employer assigns the Employee a properly secured place for storing work tools, work clothes and
his own clothes.

7. The employee is obliged to settle accounts with the Employer in connection with the termination or
expiry of the employment relationship. The necessary condition for settling accounts with the Employer
is the signing of the circulation card by authorized persons.

8. Staying on the premises of the Workplace after working hours is allowed only with the knowledge and
approval of the immediate supervisor or the Employer.

CHAPTER V. Date, place, time and frequency of payment of remuneration

1. Detailed principles of remunerating the company&#39;s employees, remuneration components,
bonuses and awards are specified in the remuneration regulations.

2. Payment of remuneration for work is made by the employer every month, on the 10th day of the
month following the month for which the remuneration is due.

3. Payment of sickness benefits takes place together with the salary.
4. Each employee receives a settlement slip specifying the amount of earnings and deductions.

5. At the request of the Employee, the Employer is obliged to provide him / her with the documents
on the basis of which his remuneration has been calculated.

6. Complaints regarding any irregularities in the settlement of remuneration should be reported to
the employee department - Human Resources and Payroll Department.

7. Information on the amount of remuneration is subject to special protection and is confidential
information.

8. The remuneration for work with the consent of the Employee expressed in writing is payable to
the bank account indicated by the Employee.

9. For people who do not have bank accounts, cash is withdrawn from the company's cash desk.

10. If the agreed date of payment of remuneration for work is a holiday, the remuneration shall be
paid on the preceding day.



CHAPTER VL. Principles of justifying absence from work and granting employees leave from work

1. The reasons justifying the Employee&'s absence from work are the events and circumstances
specified by the provisions of labor law, which prevent the Employee from showing up for work and
providing it, as well as other circumstances recognized by the Employer as justifying.

2. The employee is obliged to inform the Employer about the cause and expected period of absence
from work, if the reason for the absence is known or foreseeable in advance.

3.In the event of reasons preventing the employee from appearing for work, the Employee is obliged
to immediately notify the supervisor of the reason for the absence from work, but not later than on
the second day of absence. Notifications are made by the Employee in person or through another
person, by e-mail, telephone or other means of communication.

4. The employee, if possible, is obliged to notify the supervisor about the activities that should be
performed during his absence.

5. In particular, the Employer is obliged to release the Employee from work in order to:

a) appearing in person before an authority competent for the general duty of defense,

b) appearing at the request of a governmental administration body, local government administration
body, court, public prosecutor&#39;s office, police or an authority conducting proceedings in cases of

misdemeanors,

¢) performing the activities of an expert on call in administrative, criminal, preparatory and court
proceedings, where the total number of exemptions may not exceed 6 days in a calendar year,

d) performing personal benefits resulting from separate requlations,

e) donating blood for the time specified by the blood donation station for the purpose of donating
blood.

6. The Employer is obliged to release the Employee from work for the period including:

a) two days - in the event of the Employee&#39;s wedding or the 