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Complaints and Disciplinary Procedures

1.  Ownership of Intellectual Property and Non-Disclosure Agreement

a) Liability for breach of contract

i.

ii.

iil.

If an employee's breach of contract causes losses to the company, the employee shall be held
liable for breach of contract and shall pay the company a penalty equivalent to five times their
average monthly wage (referring to the average wage income over the previous 12 months or
calculated based on the actual months worked if less than one year). Additionally, the
employee shall compensate the company for all direct and indirect losses incurred as a result,
including but not limited to attorney fees, notarization fees, litigation or arbitration fees,
investigation fees, and other expenses incurred in investigating and pursuing the employee's
liability for breach of contract.

If an employee's breach of contract results in the enterprise being required by a third party to
assume liability for breach or compensation, the employee shall be jointly and severally liable
with the enterprise. If the enterprise assumes liability for breach or compensation in advance, it
shall have the right to seek recourse from the employee. If an employee seriously violates this
agreement, the enterprise may pursue the employee's civil, administrative, or criminal liability
in accordance with the law.

If an employee violates this Agreement, the enterprise reserves the right to notify the

employee's future employer in writing of such violation.

2. Recruitment and Hiring Procedures

a) When a department requests additional personnel, the hiring department shall apply outlining the

reasons for the staff increase and the qualifications of the intended candidates. This application

must be reviewed by the department head and approved by the Human Resources Department

before recruitment can commence.

b) The hiring department and the Human Resources Department shall jointly arrange recruitment and

interview processes. Candidates who pass the interviews will receive an offer of employment.
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¢) All newly hired employees (including those being rehired) must cooperate with the company in

completing the background check process to ensure they meet the employment requirements.

3. Disciplinary Actions for Violations

b)

d)

Work discipline is a crucial component that ensures the sustained development of the company's
business and maintains a harmonious relationship between employees and the company. Adherence
to the company's work discipline and various rules and regulations is a prerequisite for employees
to fulfill their job responsibilities. The company will reward behaviors that contribute to its growth.
However, if employees violate work discipline or the company's rules and regulations, resulting in
varying degrees of adverse impacts and damages to the company, the company will impose
disciplinary actions based on the nature of the violation and the extent of the losses and harm
caused to the company and other employees. The purpose of these disciplinary measures is to
correct the conduct and work performance of the erring employees.
Based on the perpetrator's subjective attitude, as well as the severity, consequences, and impact of
the disciplinary violation, such violations are classified into minor disciplinary violations, moderate
disciplinary violations, and serious disciplinary violations.
For the three types of disciplinary violations, the company's penalties are categorized into three
levels in ascending order of severity: verbal warning, written warning, and termination of
employment relationship.
When an employee receives a verbal warning, written warning, or is subject to termination of
employment relationship, the company will deliver a paper-based written notice to the employee.
To ensure timely and effective delivery, the company may also notify the employee via email or
other means. The company may retain a record of the disciplinary action in the employee's personal
file. Furthermore, the company reserves the right to publicly criticize the disciplinary violations of
the offending employee within the company.
Impact of Disciplinary Actions

Employees who receive a verbal warning may be affected in terms of eligibility for salary

increases, year-end bonuses, promotions, equity incentives, and other benefits within the

annual period.
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il. Employees who receive a written warning will be disqualified from promotions, salary
increases, equity incentives, and other benefits for the entire annual period.

1il. The "annual period" mentioned above refers to the period from the first month of the
disciplinary action until the last day of the twelfth month.

iv. Employees who receive disciplinary actions will have their performance evaluations impacted.
The company reserves the right to take measures such as salary reductions, demotions, or
reassignments for employees who are deemed incompetent based on their performance
evaluations, in accordance with the law.

v. Disciplinary actions against employees include the verbal warnings, written warnings, and

contract terminations. Additionally, the company may, based on an employee's performance or
behavior, take corresponding actions such as reassignment or demotion. When an employee's
behavior qualifies for multiple types of disciplinary actions or handling measures, the
company reserves the right to choose the appropriate type of disciplinary action or handling
measure.
4. Appeal Procedure
a) The company encourages employees to first communicate with their direct supervisors or
department heads to jointly resolve any issues when they have an appeal. Under any of the
following circumstances, employees may directly lodge an appeal with the Human Resources

Department and, if the appeal is unsuccessful, escalate it to higher-level relevant management

personnel:
1. The department head or direct supervisor is unable to resolve the issue.
ii. The appeal involves the department head or direct supervisor.

iii. The appeal extends beyond the employee's department.

v. The employee is dissatisfied with the response from the department head or direct supervisor.
V. The employee has valid reasons for not communicating with the department head or direct
supervisor.

b) The management team receiving an employee's appeal should act in accordance with the principle

of fairness, promptly gather relevant information, plan in compliance with the law, and
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communicate this decision with the employee.



