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Eligibility and Approval Process

All full-time employees of DocuPal Demo, LLC, in good standing are eligible to apply
for Work From Home (WFH) arrangements. New hires must complete a 90-day
probationary period before becoming eligible to apply. Certain roles that require a
consistent on-site presence are excluded from WFH eligibility. Your manager can
confirm if your role qualifies.

To request WFH status, employees must complete and submit a WFH request form
to their direct manager. The manager will review the request, considering the
suitability of the role for remote work, the employee’s performance, and the needs of
the team. Approval is not guaranteed and is contingent upon these factors. The
manager's decision will be communicated to the employee in a timely manner.

Employee Responsibilities and
Expectations

As a DocuPal Demo, LLC employee working from home, you have specific
responsibilities. Meeting these expectations ensures productivity and maintains
our company standards.

Work Hours and Availability

Your core work hours are 9:00 AM to 5:00 PM in your local time zone. This includes
a one-hour lunch break. During these hours, you must be available and responsive.
Respond to emails and calls within one hour during work hours.

Productivity and Communication

Maintain a high level of productivity while working remotely. Use required tools

such as Slack, Zoom, and Google Workspace for communication and collaboration.
Actively participate in virtual meetings and team discussions.
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Reporting and Issue Resolution
Submit daily progress reports to your manager via email. Immediately report urgent

issues via phone. Be proactive in identifying and resolving any challenges that may
affect your work.

General Conduct
Adhere to all company policies, including those related to code of conduct, data
security, and confidentiality, while working from home. Maintain a professional and

respectful attitude in all communications. Ensure your remote workspace is free
from distractions and conducive to productive work.

Home Office Setup and Ergonomics

DocuPal Demo, LLC expects employees working from home to maintain a safe and
productive workspace. This includes setting up a suitable home office environment.

Workspace Environment
Employees should designate a specific area in their home for work. This space

should be free from distractions. Minimize interruptions from family members and
other sources. Limit social media use during work hours.

Equipment Standards

Employees must supply their own personal computer and internet connection.
Some roles can request a company-provided laptop. Manager approval is needed for
company laptops.

Ergonomic Considerations

Set up an ergonomic workstation to prevent strain and injury. This includes an
ergonomic chair, monitor, and keyboard. Refer to the company ergonomics guide
for detailed setup instructions. Proper posture and regular breaks are essential for
well-being.
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Communication and Collaboration
Guidelines

Effective communication is critical for successful remote work. All employees
working remotely must adhere to the following guidelines to ensure seamless
collaboration and maintain team productivity.

Communication Tools and Protocols

DocuPal Demo, LLC requires the use of Slack for all team communication. Slack
channels should be used for daily updates, project discussions, and general team
announcements. Zoom is the preferred platform for virtual meetings. Ensure your
availability and responsiveness on these platforms during work hours.

Virtual Meeting Expectations

Attendance is mandatory for all scheduled virtual meetings. Please be punctual and
prepared to contribute. During meetings, mute your microphone when you are not
speaking to minimize background noise. Using video is encouraged to foster better
engagement, when appropriate.

Sharing Updates
Teams should conduct daily stand-up meetings via Zoom to discuss progress,
challenges, and priorities. In addition to daily stand-ups, weekly team updates

should be shared via Slack to keep all team members informed of key developments
and initiatives.

Data Security and Confidentiality

DocuPal Demo, LLC is committed to protecting company data and maintaining
confidentiality while employees work from home. All employees must adhere to the
following security measures to prevent unauthorized access, data breaches, and
compliance violations. These guidelines align with GDPR, CCPA, and other
applicable data privacy regulations.
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Security Requirements

» Password Protection: Employees must use strong, unique passwords for all
company accounts and devices. Passwords should be at least 12 characters long
and include a mix of uppercase and lowercase letters, numbers, and symbols.

« Two-Factor Authentication (2FA): 2FA must be enabled on all company
accounts that support it to provide an extra layer of security.

 Secure Networks: Employees should avoid using public Wi-Fi networks for
work-related activities. When a public network is unavoidable, a Virtual Private
Network (VPN) must be used to encrypt internet traffic.

« Cybersecurity Training: All employees are required to complete DocuPal
Demo, LLC's cybersecurity training program and adhere to the guidelines
provided.

» Device Security: Company-issued laptops must be password-protected and
encrypted. Personal devices should not be used to access or store sensitive
company data.

Data Protection

« Data Storage: Sensitive company data must be stored on secure company
servers and cloud storage solutions approved by DocuPal Demo, LLC. Local
storage of sensitive data on personal devices is prohibited.

« Data Handling: Employees must follow established procedures for handling
sensitive data, including proper disposal of physical documents and secure
deletion of electronic files.

» Data Transmission: When transmitting sensitive data, employees must use
secure channels such as encrypted email or file transfer protocols.

 Incident Reporting: Any suspected data breach or security incident must be
reported immediately to the IT department and management.

« Compliance: Employees must comply with all relevant data privacy
regulations, including GDPR and CCPA, when handling personal data. This
includes obtaining proper consent, providing data access rights, and ensuring
data accuracy.

Performance Monitoring and Evaluation

DocuPal Demo, LLC uses specific methods to ensure work from home (WFH)
employees maintain productivity and meet expectations. We track key performance
indicators (KPIs) to measure individual and team success.
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Performance Metrics

We monitor the following metrics:

» Task completion rate: Measures the percentage of tasks completed on time.
 Project delivery deadlines: Tracks adherence to project timelines.
» Customer satisfaction scores: Reflects the quality of service provided to clients.

Review Process

Performance reviews are conducted quarterly. These reviews assess progress
against goals, provide feedback, and identify areas for improvement. The reviews
also offer a chance to discuss any challenges employees face while working
remotely.

Tools and Technologies

We use several tools to support performance monitoring:

« Jira: Used for task tracking and project management. It helps monitor task
completion and deadlines.

 Performance Management System: A centralized platform for performance
reviews, goal setting, and feedback.

Health, Safety, and Well-being

DocuPal Demo, LLC is committed to supporting the health, safety, and well-being of
all employees working from home. Employees are responsible for maintaining a
safe and ergonomic workspace to prevent injuries and promote comfort. This
includes proper posture, adequate lighting, and minimizing distractions.

To support employee well-being, we encourage regular breaks throughout the
workday for physical activity and mental rest. DocuPal Demo, LLC provides access
to an Employee Assistance Program (EAP), offering confidential counseling and
support services. Online wellness resources are also available to promote healthy
habits and stress management.
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Any health or safety concerns related to the home workspace should be reported
immediately to the employee's manager and Human Resources. This includes
potential hazards or unsafe conditions that could impact the employee's ability to
work safely and effectively. We are dedicated to addressing these concerns promptly
to ensure a healthy and safe work environment for everyone.

Equipment and Technology Support

DocuPal Demo, LLC provides essential technology resources to support remote
work. These resources include VPN access for secure network connections, cloud
storage for file sharing and collaboration, and remote desktop software for
accessing office-based applications.

Technical Assistance

For technical assistance, employees can submit a help desk ticket through the
company intranet. Alternatively, employees can call the IT support hotline for
immediate support.

Software Guidelines

Employees must only install software approved by the IT department. It is also

critical to keep all software updated with the latest security patches to protect
company data and systems.

Compensation, Work Hours, and
Overtime

Compensation

The company's Work From Home (WFH) policy does not alter employee pay
structures. Employees working remotely will maintain their current salary or
hourly wage.
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Work Hours

DocuPal Demo, LLC expects employees working remotely to maintain their regular
full-time work hours. While flexible work schedules are available with manager
approval, employees must maintain core work hours.

Time Tracking

All employees must accurately record their work hours using the company's
standard time-tracking system. This applies to both remote and in-office
employees.

Overtime

Overtime work requires pre-approval from the employee’'s manager. Any overtime

hours worked must be accurately recorded in the time-tracking system. Overtime
pay will comply with all applicable federal and state laws.

Legal and Compliance Considerations

DocuPal Demo, LLC's Work From Home policy adheres to all applicable legal and
regulatory requirements. These include labor laws, wage and hour laws, and data
privacy laws. It is each employee's responsibility to understand and comply with
these regulations in their specific location.

Compliance with Local Regulations
Employees working remotely must adhere to all local regulations. This includes, but
is not limited to, data protection and labor laws specific to their location. DocuPal

Demo, LLC is not liable for an employee’s failure to comply with local laws.

Taxation and Insurance

Employees are responsible for understanding and managing any tax or insurance
implications resulting from their remote work arrangement. DocuPal Demo, LLC
will not provide tax or insurance advice. It is recommended that employees consult
with a qualified professional for guidance.
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Policy Review and Amendments

DocuPal Demo, LLC will review this Work From Home (WFH) policy annually. The
Human Resources (HR) department is responsible for keeping the policy current.
This includes making any necessary updates to ensure it remains relevant and
compliant with legal requirements and company practices.

Amendment Procedures

Any proposed changes to this WFH policy will be carefully evaluated by the HR
department. Amendments may be needed to address evolving business needs,
technological advancements, or changes in employment laws.

Communication of Changes
All employees will be informed of any changes to this policy via email. The updated

policy will also be posted on the company intranet. This ensures all team members
have easy access to the most current version of the WFH policy.

FAQ and Troubleshooting

Common Challenges
Working from home can present unique challenges. Employees may experience

feelings of isolation. Technical difficulties can also disrupt workflow. Balancing
work and personal responsibilities requires careful planning.

Resolving Issues

Open communication with your manager is key to resolving issues quickly. Make
full use of available technology resources provided by DocuPal Demo, LLC. Establish
clear boundaries between your work life and personal life to maintain a healthy
balance.
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Where to Find Support

If you need additional support, several resources are available. Reach out to the HR
department for policy-related questions. Contact IT support for technical assistance.

The Employee Assistance Program (EAP) offers confidential counseling and support
services.
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