Zebotek A/S

PERSONALEHANDBOG / EMPLOYEE
HANDBOOK

Forord / Introduction

Velkommen til Zebotek A/S. Denne handbog beskriver virksomhedens politikker og
forventninger. Denne handbog giver ikke den fuldsteendige beskrivelse af reglerne pa
arbejdspladsen. @vrige vilkar fremgar af ansaettelseskontrakten, samt enten
funktionaerloven eller den overenskomst, som medarbejderen er omfattet af.

Welcome to Zebotek A/S. This handbook describes the company's policies and expectations.
This handbook does not provide a complete description of the rules in the workplace. Other
terms and conditions are stated in the employment contract, as well as either the Salaried
Employees Act or the collective agreement to which the employee is subject.

Kvalitetspolitik / Quality Policy

Vi leverer kvalitet gennem lgbende forbedringer og kundetilfredshed. Hver er ansvarlig for,
at produkterne der produceres lever op til vores krav og standarter, for de sendes ud til
kunden. Ansvarlighed for kvalitetskontrol.

We deliver quality through continuous improvement and customer satisfaction. Each is
responsible for ensuring that the products produced meet our requirements and standards
before they are sent out to the customer. Responsibility for quality control.

Arbejdsmiljg / Health & Safety

Sikkerhed har hgjeste prioritet. Der er alle former for sikkerhedsudstyr til radighed. Vi
forventer at medarbejderen tager ansvar, og ggr brug af sikkerhedsudstyr i alle givne
situationer.

Safety is the highest priority. There are all kinds of safety equipment available. We expect
the employee to take responsibility and make use of safety equipment in all given situations.
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Miljg / Environment

Vi arbejder aktivt med affaldssortering og energireduktion. Vi tager ansvar for miljget, og
forventer at man som personale tager ansvar for egen handling, og opfylder/overholder de
miljgrestriktioner vi efterlever pa virksomheden.

We work actively with waste sorting and energy reduction. We take responsibility for the
environment and expect staff to take responsibility for their own actions and meet/comply
with the environmental restrictions we comply with at the company.

Code of Conduct

Vi tolerer pd ingen made korruption, diskrimination eller chikane. Opleves dette har man
pligt til straks at oplyse ledelsen om dette.

We do not tolerate corruption, discrimination or harassment in any way. If you experience
this, you have a duty to inform the management immediately about this.

Alkohol og rusmidler / Alcohol and drugs

Indtagelse af alkohol eller refuserende stoffer i arbejdstiden eller umiddelbart fgr, ma ikke
finde sted. Vi har nul tolerance. Overtraedelse betragtes som grov overtradelse af
ansettelsesrettighederne og kan medfgre bortvisning.

Consumption of alcohol or refusing substances during working hours or immediately before
must not take place. We have zero tolerance. Violation is considered a gross violation of
employment rights and may result in expulsion.

Arbejdstid / Working hours

Arbejdstiden er individuel, og aftales ved anszttelse. Den aftalte arbejdstid vil fremga
tydeligt i kontrakten.

The working hours are individual and are agreed upon employment. The agreed working
hours will be clearly stated in the contract.
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Sygdom / lliness

Ved sygdom kontaktes neermeste leder pa telefon 88442121 inden arbejdstidens
pabegyndelse den fgrste sygedag.

In the event of illness, contact the immediate manager by phone 88442121 before the start
of working hours on the first day of illness.

Barsel / Maternity leave

Alle har ret til barsel ifglge geeldende overenskomstregler, hvis ikke andet er aftalt i den
individuelle medarbejders ansaettelseskontrakt.

Everyone is entitled to parental leave according to current collective agreement rules,
unless otherwise agreed in the individual employee's employment contract.

Ferie / Holidays

Ferie og afholdelse af ferie er reguleret af ferielovens bestemmelser, hvis ikke andet er aftalt
i anseettelseskontrakten. Der haenges en kalender op, som der skrives feriegnsker pa. Vi
tilgodeser og prioritere medarbejdernes gnsker om afholdelse af ferie pa gnskede
tidspunkter, og vil ggre alt for at opfylde de gnskede datoer.

Holiday and holiday are regulated by the provisions of the Holiday Act, unless otherwise
agreed in the employment contract. A calendar is hung up on which holiday wishes are
written. We accommodate and prioritise the employees' wishes to take holiday at desired
times and will do everything possible to meet the desired dates.

Arbejdstgj og sikkerhedssko / Arbejdstgj og sikkerhedssko
Virksomheden sgrger for ngdvenligt arbejdstgj, overtgj og sikkerhedssko.
The company provides emergency workwear, outerwear and safety shoes.
Hygiejne / Hygiene

Vi forventer at man mgder pa velsoigneret pa arbejde, og ser praesentabel ud.

We expect you to show up well-groomed at work and look presentable.
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Kontrol og overvagning / Control and monitoring

Alle data der er lagret i virksomhedens system, anses som virksomhedens ejendom. Vi kan
gennemga dataene, hvis det af saglige og sikkerhedsmaessige arsager er ngdvenligt at
foretage et gennemsyn.

All data stored in the company's system is considered the property of the company. We can
review the data if it is necessary to carry out a review for objective and security reasons.

Lonudbetaling og overarbejde / Salary payment and overtime

For timelgnnede er der lgnudbetaling fredag i lige uger. Alt overarbejde udbetales.
Funktionzerer har lgnudbetaling sidste hverdag i maneden. Virksomheden skal informeres
straks, hvis medarbejderen skifter kontonummer eller adresse. Overarbejde aftales med
lederen, og aflgnnes efter geeldende overenskomst medmindre andet er aftalt.

For hourly paid employees, salary is paid on Friday in even weeks. All overtime is paid.
Salaried employees have salary payment on the last working day of the month. The
company must be informed immediately if the employee changes account number or
address. Overtime is agreed with the manager and is paid in accordance with the applicable
collective agreement unless otherwise agreed.

Personalegoder / Personal ego

Der er altid kaffe, the og varm kakao til fri afbenyttelse. Om mandagen kgbes en stor kasse
frugt, som man frit ma spise af i lgbet af ugen. Fredag serverer virksomheden rundstykker i
kantinen kl. 9.00.

Vi prioriterer at der hvert ar bliver arrangeret sommerfest og julefrokost for personalet og
deres samlevere. Inden juleferien atholder vi pa firmaet juleafslutning. Personalet modtager
julegave, samt en lille hilsen til paske.

There is always coffee, tea and hot cocoa for free use. On Mondays, a large box of fruit is
purchased, which you are free to eat during the week. On Fridays, the company serves
bread rolls in the canteen at 9.00.

We prioritize that every year a summer party and Christmas party are arranged for the staff
and their partners. Before the Christmas holidays, we hold a Christmas party at the
company. The staff receives a Christmas present, as well as a small greeting for Easter.
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Tavshedspligt / Tavshedspligt

Arbejdstager har pligtig til sdvel under ansattelsesforhold som efter eventuel fratraedelse at
iagttage tavshed om alle forhold i Zebotek A/S’s produktion, og hvad han/hun i gvrigt matte
blive bekendt med som fglge af sin stilling, og som ifglge sagens natur ikke komme til
tredjemands kendskab. Det omfatter blandt andet erhvervshemmeligheder, databaser,
kundekontakt, oplysninger om priser, koncepter og fortrolig viden om driftstekniske og
kommercielle forhold.

Ved overtraedelse af tavshedspligten er Zebotek A/S berettiget til igennem en evt. retssag at
kraeve erstatning for det tab, overtraedelsen har medfgrt. En evt. betaling af erstatning
fritager ikke medarbejderen for din tavshedspligt.

Tavshedspligten vedvarer efter ansaettelsesforholdet er ophgrt.

Brydes tavshedspligten er vi berettiget til at kraeve erstatning for eventuelle tab.

The employee is obliged, both during the employment relationship and after any
resignation, to observe confidentiality about all conditions in Zebotek A/S's production, and
what he/she may otherwise become aware of as a result of his/her position, and which, by
its very nature, do not come to the knowledge of third parties. This includes, among other
things, trade secrets, databases, customer contact, information about prices, concepts and
confidential knowledge of technical and commercial matters.

In the event of a breach of the duty of confidentiality, Zebotek A/S is entitled to claim
compensation for the loss caused by the breach through any legal proceedings. Any
payment of compensation does not relieve the employee of your duty of confidentiality.
The duty of confidentiality continues after the employment relationship has ended.

If the duty of confidentiality is breached, we are entitled to claim compensation for any
losses.

Menneskerettigheder / Human Rights

Vi respekterer menneskerettigheder.

We respect human rights.

GDPR & Information Security

Fortrolige oplysninger beskyttes ifglge GDPR loven.

Confidential information is protected according to the GDPR law.
Kompetenceudvikling / Training

Medarbejdere modtager ngdvendig uddannelse.

Employees receive necessary training.
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Safety

Kun uddannede operatgrer ma betjene maskiner.

Only trained operators may use machinery.

Leverandgrkrav / Supplier Requirements

Leverandgrer skal overholde lovgivning og etik.

Suppliers must comply with laws and ethics.
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